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POSITION DESCRIPTION (Please Read Instructions on the Back)

1. Agency Position No.
NL10742 -

2. Reason for Submission 3. Senice 4. Employing Office Location 5. Duty Station 6. OPM Certification No.
@ Redescripton New | | ndgrs. [X| Fies |ORLANDO FLORIDA STRICOM
Reestablishment Other 7. Fair Labor Standards Act 8. Financial Statements Required 9. Subject to IA Action
Executive Personnel Employment and
Jlanation (Show any positions replaced) ——| Exempt [XI Financiol Disclosure H Fingnciol Intrests Yes H No
10. Position Status 11. Positionls: | 12. Sensitivity 13. Competitive Level Code
- . 1= Non- 3- citeal | 0710
Competitive Supervisory :I Sensitive Sensitive
£ " N N . 14. Agency Use
pted (Specify in ) 2- Noncrii .
- Nongritical 4- Speciol
ses@en) [ | sEsicR) Neiter X conciive | | sencitie
15. Classified/Graded by Official Title of Position Pay Plan | Occupational Code | Grade | Initials Date
a. U.S. Office of Per-
sonnel Management
b. Department, Agency
or Establishment
¢. Second Level
Review
¢ FistLowlReiow | SECRETARY (OA) Gs 0318 07 gp 5Dec 97
e. Recommended by
Supenisor or SECRETARY (OA) GS 0318 07
Initiating Office
16. Organizational Title of Position (if different from official titie) 17. Name of Employes (if vacant, specify)

18. D Agency, or E:
DEPARTMENT OF THE ARMY

¢. Third Subdivision
PROJECT MANAGER, ADV DISTRIBUTED

(D)

a. First Subdivision

d. Fourth Subdivision

US AMC
b. Second Subdivision e. Fifth Subdivision
STRICOM

Signature of Employee (optional)

19. Employee Review—This is an accurate statement of the major duties and |
responsibilities of my position. |

Supervisory Certification. / certify that this is an accurate statement of
~— the major duties and responsibilities of this position and its organizational
relationships, and that the position is necessary to carry out Government

a. Typed Name and Title of Immediate Supervisor
STANLEY A. GOODMAN, DEPUTY PM ADS I

knowledge that this information is to be used for statufory purposes relating
to appointment and payment of public funds, and that false or misleading
statements may constitute violation of such statutes or their implementing reg-

b. Typed Name and Title of Higher-Level Supervisor or Manager (optional)

MICHAEL W. ROGERS, PM ADS

Aémfw A4 iga

|

Signature ]Date

7%/ 4///,//?('/( — : 222770

21. Classlification/Job Grading Certification. [ certify that this position has been
classified/graded as required by Title 5, U.S. Code, in conformance with stan-
dards published by the U.S. Office of Personnel Management or, If no published
standards apply directly, consistently with the most applicable published standards.

22. Position Classification Standards Used in Cla g/Grading Position

US OPM PCS for Secretary Series, GS-318;

Information for Employ The standards, and inf on their app
are available in the personnel office. The classification of the position may be reviewed

e Date and corected by the agency or the U.S. Office of Personnel Management. Infor-
? 6 mation on classificationfjob grading appeals, and complaints on exemption from
M‘ u-% ?MQ‘? FLSA, is available from the personnel office or the U.S. Office of Personnel
M N
23. Position Review INTIALS | DATE INITALS | DATE INTIALS | DATE INITALS DATE INTALS | DATE
a. Employee (optional) ! ! ! I !
T T T T T
b. Supervisor | | | |
c. Classifier | l | ]
l l | I Il
24. Remarks
‘SITION IS AT FULL PERFORMANCE LEVEL
57777
25. Description of Major Duties and Responsibilities (See Attached)
NSN 7540-00-634-4265 Previous Edition Usable 5008-106 Sgéo,ﬁm::‘;fﬁ?mm, Management



| NTRODUCTI ON

This position is located in the office of the Project Manager
for Advanced Distributed Sinmulation (ADS). Serves as secretary
and is the principal adm nistrative assistant to the Project
Manager and his imedi ate staff with responsibility for the
performance and coordination of all the clerical, procedural,
day-to-day adm nistrative support and typing activities
required to acconplish the work of the organization.

MAJOR DUTI ES

The position receives all visitors and tel ephone calls to the
Proj ect manager. Screens in-comng calls by determ ning the
nature and purpose of the call, independently initiates action
on non-technical calls not requiring the Project Manager's
personal attention, refers themto other staff nenbers, or
handl es the matter personally. Infornms superiors on those
cases, which have been referred. Pl aces tel ephone calls to

ot her governnent agencies, industrial firns, and educati onal
institutions to relay nessages, clarify questions, etc., on a
vari ety of subjects particular to the functions of PM ADS
Receives visitors fromindustry, educational institutions, and
vari ous governnmental agencies. Ascertains purpose of their
visit, nature of information desired and determ nes who they
shoul d see to expedite the business nost effectively.

- Maintains office calendars for the Project Manager and his
i medi ate staff and is authorized to commit their tinme wthout
prior approval. Through personal or telephone contracts with
appropriate individuals, nmakes arrangenents for visits,
nmeeti ngs, conferences, synposia, workshops, etc., on own
initiative by reserving space, setting the specific tinme and
contacting appropriat3e attendees. |f necessary, arranges
transportation for participants and advi ses them of the topics
to be discussed. Remi nds PM and staff of appointnents and the
matters to be consi dered before the schedul ed neeti ng.
Reschedul es appointnments on own initiative when it becones
apparent that the previous schedul es cannot be net.

- Receives, screens and routes incom ng correspondence
(including all Command nessage traffic), retaining for own
personal attention that which does not require action by the
Proj ect Manager or other professional nmenbers of the staff,
scans periodicals, professional journals, technical reports,
TDRs, specifications, etc., and calls attention to urgent or



inportant new itens. Establishes, controls and maintains
suspense file ensuring that deadline dates and obligations of
the Project Manager are net as commtted. Reviews all outgoing
correspondence for neatness, accuracy, adherence to established
format, and adherence to the Project Manager's adm nistrative
policies. Drafts correspondence, such as routine official mil,
| etters of acknow edgenent, congratulatory letters, letters of
acceptance and routine official reports.

- Perforns a variety of one-of-a-kind duties to include
collecting and conpiling materials into various reports.
Conmposes correspondence, input to recurring reports, agendas,
and articles for publication based on factual information
obtained fromfiles, reports, or enployees. Determ nes rel evant
data to be incorporated into docunents.

- Perforns admnistrative details to ensure the snooth
operation of the office. Perfornms specific office support
functions based on know edge of the procedures applicable to
the control, authorization, securing, and justification of such
services as personnel, training, office equipnent, conputer
har dwar e and software, telephone services, visitor control,
files and tinekeepi ng.

- Utilizes word processing software and printing equi pnent to
create, copy and edit material. Transcribes various
correspondence and reports fromhandwitten drafts or verbal
instructions into proper format, with responsibility for
correct spelling, gramrmar, capitalization, and punctuati on.
Transmts, receives, and acknow edges el ectronic nmail and
nessages, prints copies of incomng nail or nessage.

100%

Perforns other duties an assigned.

FACTOR 1. KNOW.EDGE REQUI RED BY THE POSI TI ON
FL 1-4 - 550 PO NTS

Know edge of the duties, priorities, commtnents, policies,
subst antive prograns, and goals of the staff sufficient to
perform assi gnnents such as review ng publications, directives,
and other materials which may affect the organization and

t aki ng appropriate inplenenting actions.

Know edge of office autonmation systens in order to use several
types of software for office needs. Skill in operating a
keyboard to key data into an autonmated system to nake



appropriate corrections, store, retrieve, insert, and delete
dat a.

Know edge of the functions and organi zati on of the Naval Air
Warfare Center Training Systens Division, Arny and Navy conmand
channel s, Arny and Navy regul ati ons and i nstructions.

Know edge of substantive neetings/conferences subject matter
sufficient to brief Project Manager on purpose schedul ed
nmeetings and results of prior applicable neetings.

Skill in operating a typewiter, personal conmputer and word
processing equipnent. A fully qualified typist is required.

Know edge of grammar, spelling, punctuation and required
formats.

Know edge of adm ni strative/ support procedures sufficient to
make travel arrangenents, establish suspense files, and

adm ni stratively organi ze conferences.

Know edge of protocol and rel ated procedures.

Work Situation:

The PM ADS is one of the four major elenents of the Sinmulation,
Trai ning and Instrunentati on Command. Wth approxi mately 30
civilian and mlitary personnel, PM ADS was chartered to

devel op, test, acquire and support the Arny's next generation
training sinmulation systemfor training the Arny's commanders
from Corps to Conmpany |level and to centralize the devel opnent,
advancenent and application of distributed sinulation

technol ogy for the Arny application. Intricate parts of PM ADS
are Product Manager for the Famly of Simulation (PM FAMSI M
and the Product Manager for the Conbined Arns Assessnent

Net wor k ( PM CAAN) .

The Departnent of Defense, Departnent of the Arny, Menbers of
Congress, Representatives of Industry, Menbers of Acaden a

| ocal officials and the general public all, fromtine-to-tine,
show consi derable interest in PM ADS prograns, specifically in
the econom c inpact on the | ocal community, and the
participation by enployees in financial, civic, and ot her
community efforts.



FACTOR 2. SUPERVI SORY CONTROLS - LEVEL 2-3 - 275 PO NTS

The supervisor of this position is the Project Manager and
Deputy PM Instructions issued are mninmal and are of a general
nature pertaining to policies and objectives, while the

probl ens involved in acconplishing these objectives are left to
the discretion and initiative of the incunbent. The supervisor
describes in general terns the limts of authority, but depends
upon the incunbent to use own initiative and judgnent in
managi ng the office and schedul i ng/acconplishing the work. The
Project Manager's imedi ate staff al so assigns Wrk. Conpleted
work is reviewed with respect to its acconplishnment of
speci fi ed objectives.

FACTOR 3. GUI DELINES - LEVEL 3-3 - 275 PO NTS

In addition to normal guidelines such as dictionaries and style
manual s, guidelines for this position include DA, AMC, and

STRI COM admi ni strative and correspondence directives, software
user manual s, and standard operating procedures and policies.
The incunbent nust interpret and adapt these guidelines to the
specific work situation. Wien guidelines are not directly
applicable, incunbent is required to use a degree of judgenent
ininterpreting and adapting guidelines to neet specific
situations. Problens not subject to guideline resolution are
referred to the Project Manager or his staff for decision.

FACTOR 4 - COVPLEXITY - LEVEL 4-3 - 150 PO NTS

Assi gnnents i nvol ve maki ng deci sions on what needs to be done,
and how it should be done, based on the program goals,
priorities, and commtnents of the Project Manager, Deputy

Proj ect Manager, the Product Manager for Family of Sinulations,
and the Product Manager for Conbi ned Arnms Assessnent Networ K.
The chosen course of action nmay have to be sel ected from many
alternatives.

FACTOR 5. SCOPE AND EFFECT - LEVEL 5-2 - 75 PO NTS

The incunbent relieves all clerical and adm nistrative duties
fromthe Project Manager, allowing himto concentrate on
pr of essi onal nmanagerial duties. The degree, to which the
Project Manager's office runs snoothly, directly affects the
ef fecti veness of the subordinate Product Manager office.

The incunbent is the Secretary of the organization and wl|
ensure the clerical staff is aware of and foll ows al



gui delines set forth by DA, DOD, and STRICOM The incunbent
wi |l provide training and gui dance as necessary for new
clerical staff to famliarize thensel ves w th guidelines
particular to the PM ADS/ PM FAMSI M PM CAAN or gani zat i on.

FACTOR 6. PERSONAL CONTACTS - LEVEL 6-2 - 25 PO NTS

Contacts range fromthose internal to STRICOM to high-ranking
officials of all DOD services (Army, Navy, Air Force and Marine
Corps), Congressional representatives, managenent
representatives of private industry and nenbers of the academ c
comunity.

FACTOR 7. PURPOSE OF CONTACTS - LEVEL 7-2 - 50 PO NTS

The incunbent plans and coordi nates the work of the Project
Manager's office by such duties as ensuring a snooth fl ow of
correspondence, arrangi ng neetings and conferences and

foll owup on action itens.

FACTOR 8. PHYSI CAL DEMANDS - LEVEL 8-1 - 5 PO NTS

Largely sedentary, but occasionally requires carrying |light
obj ects such as files, books, and papers. No special physical
qualifications are required.

FACTOR 8. WORK ENVI RONVENT - LEVEL 9-1 - 5 PO NTS

The work is perfornmed in an office setting.



