POSITION DESCRIPTION TEMPLATE

GS-0318-09 for Moderately Complex Office
Secretary (Office Automation)
Introduction

The Food Safety and Inspection Service (FSIS) of the U.S. Department of Agriculture (USDA) administers a comprehensive system of inspection laws to ensure all egg products moving in commerce, and meat and poultry products moving in interstate and foreign commerce for use as human food are safe, wholesome, and accurately labeled. 

This position exists in the Office of (name of the office).  The function of this office is (describe the function of the office).
This position serves as Executive Assistant to the Assistant Administrator of the Office of (name of the office).  As the Executive Assistant the incumbent participates in the work of the Assistant Administrator and is expected to assume the administrative responsibilities required to effectively and efficiently manage the organization and its program areas.  The secretary acts as the liaison for the Administrator’s Office providing day-to-day administrative support.  The Office of (name of the office) is a large and complex program with important areas of (type of expertise) requiring the secretary to have an extensive and detailed knowledge of numerous program needs.

Major Duties

The incumbent provides the primary administrative and clerical support to the Assistant Administrator in the Office of (name of the office).  The incumbent:

Manages the immediate Office of (fill in the appropriate office) and ensures that administrative practices and procedures used are consistent with the Assistant Administrator’s policies.  On own initiative recommends, designs and implements changes in office practices and procedures, as well as provides advice and instruction to staff secretaries on these procedures.   Carries out individual assignments that involve coordination encompassing all aspects of FSIS.

Responsible for establishing priorities and bringing them to the supervisor’s attention, or assigning them to other professionals within the organizational structure; exercising discretion in segregating priority issues from routine; referring correspondence replies to supervisor for signature, assuring the correspondence (a) conforms with established policy and/or views of supervisor, Agency, or Department; (b) is grammatically correct and/or returned with appropriate directions for correction; and correspondence prepared for signature meets specified format before referring to appropriate officials. S/he drafts and signs non-policy correspondence, using own or supervisor’s name, and title, and initialing when signing supervisor’s name.

Serves as liaison between the Assistant Administrator and representatives of private industries, State and national organizations, State colleges and universities, Departmental, and other Government agency officials, members of Congress and others, and meets requests made by these individuals by furnishing them with current and background information on (program name) programs.  

Screens and receives all calls and visitors to the Assistant Administrator’s office in a professional manner.  Ascertains the nature of business, and using own discretion, determines whether and how to refer calls or visitors to supervisor or staff member.

Exercises control over the Assistant Administrator‘s calendar, with complete authority for commitment of time or appointments, speaking engagements, and various official contacts.  The secretary has full authority to change or adjust appointments or to arrange for a substitute based on a thorough knowledge of the Assistant Administrator’s priorities and prior commitments.

Independently, and based on general knowledge of the programs, and Agency issues prepares briefs for the Assistant Administrator’s attention detailing these items in reports, memoranda and correspondence that requires the supervisor’s immediate or special attention.  Develops or researches background materials and pertinent information to aid the supervisor in making prompt decisions; makes necessary contacts that may be required in accomplishment of these tasks.

Ensures that the practices and procedures used by secretaries in subordinate offices are consistent with those of the Assistant Administrator’s office.  On own initiative, recommends changes in administrative policies.  Devises and implements office procedures and practices to be used by secretaries in subordinate offices.  Prepares agenda for and conducts periodic secretarial training sessions for all program secretaries.

Arranges meetings and conferences for and as requested by the Assistant Administrator. Arrangements include locating the facility, insuring necessary materials are available, notifying or inviting participants, and arranging for speakers and guests.  Prepares agenda, arranges special appointments for the supervisor, and as required attends conferences or meetings when requested by the Assistant Administrator, prepares brief for same and follows up on commitments or action items that arise from said meetings.

Arranges all travel for supervisor, including preparing the itinerary.

Establishes and maintains files for the Assistant Administrator’s office, including confidential and classified files. Establishes action items and follows-up on items assigned by the supervisor. Maintains suspense file and log of due dates to ensure timely reply or action. Routes correspondence to appropriate managers or other technical personnel without going to the supervisor until final reply is returned.   Follow up with staff members to ensure various commitments made by the supervisor.

Also, serves as time keeper and maintains office filing system.

The incumbent applies knowledge of and adheres to Agency civil rights policies, goals, objectives, and the philosophy of valuing diversity in performing everyday duties and responsibilities.  The incumbent contributes to a productive and nondiscriminatory work environment through written and oral communications and interpersonal relations.  In addition, the incumbent avoids offensive or discriminatory displays (e.g., posters, pictures), language, or nonverbal behavior (e.g., hand gestures).

III.
FACTORS

Knowledge Required by the Position 
(FL 1-5   750 points)




(Work Situation B)

(Full descriptions of Work Situations A, B, and C are provided at the end of this PD.  Contact the Human Resources Division if you are uncertain which situation applies.) 
The incumbent is the Senior Secretary for the Office of (name of office), which is organized into subordinate segments and may be further divided.  Direction of the staff is exercised through intermediate supervisors, and the subordinate groups differ from each other in such aspects as subject matter, functions, relationships with other organizations, and administrative requirements in ways that place considerable demands upon the secretary. There is a system of formal internal procedures and administrative controls, and a formal production or progress reporting system.  Coordination among subordinate units or among external organizations is sufficiently complex to require continuous attention. 
Knowledge Type IV

The incumbent must have a comprehensive knowledge of the organization, Agency/Department policy, the mission of FSIS and functions of  (name of office) as well as the policy and views of the Assistant Administrator on significant issues to develop background material for meetings and decision making; to provide information to outside individuals or groups or to subordinate managers/supervisors on key issues and problems; reviews reports and correspondence and identifies issues of particular concern for the Assistant Administrator attention; determines appropriate action to take in response to requests for information, makes recommendations for effective office management practices and administrative controls

Knowledge of the mission of the Office and the organization of work functions, and understanding of how the supporting Divisions and Branches are integrated within the structure of FSIS as they relate to clerical and administrative support functions of the Program. 

Knowledge of the program areas to perform assignments and respond to correspondence, phone calls, or visitors, including knowledge of grammar,  spelling, punctuation, proofreading, and required formats and procedures. 

Knowledge of administrative concepts, principles, and practices in order to coordinate the work of the office, interpret and adapt established procedures necessary to handle unusual situations, and provide guidance and instructions to subordinate offices on the preparation of correspondence, reporting requirements, or other administrative procedures.

Knowledge of office procedures prescribed by FSIS regulations and the style manual, as well as skill in composing routine correspondence.   Knowledge of grammar, spelling, punctuation composition and written formats in order to write and edit materials and review the accuracy of a wide range of complex materials.  Ability to compile data and prepare correspondence and material.

Knowledge of advanced office automation software, practices, and procedures and their application in the performance of office support work.   Knowledge of advanced functions of MS Excel, Lotus, or other newer software that assists in the development of spreadsheets and reports.   The ability to develop presentations using MS PowerPoint or newer presentation software packages.  Use office automation software to prepare presentations and reports that include textual documents, charts, graphs and spreadsheets.   Capability of learning new software packages and procedures to remain current and increase office efficiency and productivity.  

Ability to schedule and coordinate meetings.   Ability to coordinate the work of the office with other offices, including advising staff on new procedures or regulations, and on information to be provided for use in conferences or reports. 

Skill in effective communications, both oral and written, in order to respond to non-technical issues.

A qualified typist is required.
Supervisory Controls (2-4   450 points)

The employee reports to the Assistant Administrator for the Office of (name the office) and is relied upon to use her/his own initiative to organize the workload in such a manner that it can be done quickly and effectively. Independently initiates, develops, and accomplishes secretarial duties. The incumbent, in consultation with the supervisor, set priorities and deadlines for assignments and defines overall objectives. 

The incumbent handles a variety of situations and conflicts requiring the use of initiative to determine the approach to be taken or methods to be used.  The secretary plans and carries out the work of the office and handles problems and deviations in accordance with established instructions, priorities, policies, commitments, and program goals of the Project.  Priorities and deadlines for the day-to-day workflow of the office are set by the incumbent based on knowledge of the overall functions and projects of the program. 

Completed work is reviewed by the supervisor for overall effectiveness.

Guidelines (3-3   275 points) 

Guidelines include written and verbal operating policies of the Assistant Administrator, Agency and Departmental laws and regulations, directives, manuals, and instructions pertaining to office administration, correspondence, time and attendance procedures, and training and travel requirements.  However, they are not always completely applicable to the work or are not specific requiring the employee to use judgment and originality to adapt, interpret, and apply the guidelines that include a large body of unwritten policies, precedents, and practices.  (Specifically identify some of the guidelines governing the incumbent’s work.)
Complexity (4-3   150 points)

The nature of the work is such that it involves many different and unrelated processes and methods.  Decisions regarding what needs to be done, and how to accomplish the work is based on the secretary’s knowledge of the duties, priorities, commitments, policies, and program goals of the supervisor and staff.  The work includes a great deal of coordination, and follow-up on clerical and administrative work in subordinate offices.  The incumbent must choose the appropriate course of action which may be selected from many alternatives.  (Provide examples of the variety of methods and processes that the incumbent would employ and identify representative problems and situations that demonstrate the depth of analysis required.)
Scope and Effect (5-3   150 points)

The Assistant Administrator and key staff in the Office of (insert name of office)  perform work that directly affects a wide range of FSIS activities and impact either domestic or international business communities (e.g. food industry).  The secretary modifies and devises methods and procedures that significantly and consistently affect the accomplishment of the mission of the office.  The secretary identifies and resolves various problems and situations that affect the orderly and efficient flow of work in transactions with parties outside the organization.   (Provide examples of the impact of the employee’s work.)
Personal Contacts (6-3   60 points)

Contacts are with individuals or groups from within and outside the agency in a moderately unstructured setting.  Typical contacts at this level include attorneys, contractors, representatives of professional organizations, the news media, or public action groups when the office deals with them on a variety of issues.  Many of these contacts occur on a non-routine basis requiring the secretary to apply significant skill and knowledge in determining proper response or routing.   (Identify a representative range of contacts.)
Purpose of Contacts (7-2   50 points)

The employee’s contacts typically are for the purpose of planning and coordinating the clerical and administrative work of the office, resolving operating problems, and obtaining or conveying information on behalf of the Assistant Administrator.  Contacts often require tact and diplomacy to ensure that required actions are completed in a timely manner.  (Provide examples of the incumbent’s responsibility for contacts of the nature described.)
Physical Demands (8-1   5 points) 

The work places no unusual physical demands on the employee.  Work includes some walking, standing, bending, and occasional carrying of light objects such as files, books, and papers, such as involved in keeping the office and supplies in an orderly and efficient arrangement.  The work is sedentary.

Work Environment (9-1   5 points)

The work is performed in an office setting.

Total Points:  1895

GS-09 Range:  1855-2100

	Work Situation A
	Work Situation B
	Work Situation C

	The organization in which the secretary works is small (it has up to 75 employees) and it is of limited complexity. 
	The organization in which the secretary works is large (typically between 90 and 450 employees) and it is of moderate complexity.
	The organization in which the secretary works is very large (typically more than 450 employees) and it is inherently complex.

	The organization does not have subordinate organizational components or it has subordinate organizational components that carry out similar functions.
	The organization has subordinate organizational components and each component differs in terms of subject matter, function, relationship with other offices, and administrative requirements and controls. 
	The organization has many subordinate organizational components; there are at least three distinct subordinate levels, each with multiple offices; each of the organizational components differs in terms of subject matter, function, relationship with other offices, and administrative requirements and controls.

	The secretary’s supervisor provides direction to the staff mostly via face to face meetings.
	The secretary’s supervisor is not able to provide direction to the staff exclusively via face to face meetings, direction is also provided via correspondence, e-mail, phone calls, and formal procedures.
	The secretary’s supervisor is not able to provide direction to the staff exclusively via face to face meetings, direction is also provided via correspondence, e-mail, phone calls, and formal procedures.

	Administrative controls and processes are relatively simple.
	There is a formal system of administrative controls and processes and there is a formal progress reporting system.
	There is a formal system of administrative controls and processes and there is a formal progress reporting system.

	There are few complications associated with coordinating the work. 
	The secretary must devote considerable attention to coordinating the work.
	The secretary must devote considerable attention to coordinating the work.

	There are no or a few administrative support specialists in the immediate organization.
	There are no or a few administrative support specialists in the immediate organization.
	There is a full compliment of administrative support specialists (e.g., HR specialists, budget analysts, management analysts, etc.) in the immediate organization

	
	
	One of the following conditions exists and it substantially increases the knowledge requirements placed upon the secretary:


The program is interlocked on a direct and continuing basis with programs of other Federal Departments or organizations & it requires constant attention to formal clearances and controls;


The program is directly affected by conditions outside the organization which vary widely in nature and intensity and frequently require organizational and program adjustments;


There is active and extensive public interest or participation in the program and the supervisor is required to devote substantial time to personal contacts with professional societies, the media, community leaders, etc.




