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INTRODUCTION

This position is located in the Office of the Project Manager for
Combined Arms Tactical Trainers (PM CATT) within the Simulation,
Training, and Instrumentation Command (STRICOM). STRICOM is a
Major Subordinate Command under the U.S. Army Materiel Command
(AMC) . PM CATT has the mission to manage the development,
acquisition, production, and life cycle support of Virtual
Simulation Systems within STRICOM. Incumbent serves as the
Travel Assistant in PM CATT with responsibility for
administratively supporting the PM CATT and subordinate Product
Manager/Assistant Project Manager organizations. Duties include
travel management, record management, and clerical support as
required across all PM offices. The supervisor of the position is
the Deputy PM CATT.

MAJOR DUTIES

1. Plans, coordinates, prepares and tracks travel arrangements
and documents in support of PM CATT and subordinate offices.
Utilizes knowledge of travel policies and procedures and
general employee travel needs to research and execute travel
arrangements within mission requirements and within current
Joint Travel Regulations (JTR) and STRICOM travel policies.
Arranges travel, to include airline/vehicle transportation,
hotel/BOQ arrangements, conference facility arrangements,
visit requests, country clearances, and any unique travel
requirements for single or multiple travelers to meet mission
requirements. Prepares tracks travel claims and maintains PM
CATT records for travel reporting against travel goals and
limitations. Represents the PM in travel process discussion
forums. Recommends travel policy changes as needed to
maintain an effective and efficient PM CATT and STRICOM travel
system.

70%

2. Manages records and maintains selected PM CATT filing
requirements in a up-to-date status in accordance with general
PM CATT filing policy. Supports the PM CATT Lead Secretary in
maintaining, updating, archiving files and retrieving
information as needed by the PM, APM, or PM CATT Project
Directors and Program Analysts.

15%

3. Provides general clerical support across PM CATT in support of
overall workload requirements of PM CATT, PM Air and Command
Tactical Trainers (PM ACTT), PM Ground Combat Tactical
Trainers (PM GCTT), and the Assistant Project Managers (APM’s)
for Close Combat Tactical Trainers (CCTT) and Special
Operations Training Systems. Works with several types of word-
processing software, e.g., electronic mail, graphics,
spreadsheet and database management to create, copy and edit
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material. Performs typing on both an electronic typewriter - |
and computer keyboard. Transcribes various correspondence and
reports from handwritten drafts or verbal instructions into
proper format, clarity, repetition, structure, continuity of
thought, accuracy of references and cross references, with
responsibility for correct spelling, grammar, capitalization
and punctuation, plus consistency and propriety of information
for non-technical material. Substitutes as assigned for
PM/APM secretary to include general clerical and
administrative support. (15%)

Performs other duties as assigned.
Nature of Assignment

Work typically entails processing a wide variety of transactions
related to travel, general clerical and a variety of
administrative services to the PM CATT and subordinate Product
Manager/Assistant Project Manager organizations. Work requires
comprehensive knowledge of rules, regulations, and other
guidelines relating to completing assignments in travel
management. Work requires ability to interpret and apply
regulatory and procedural requirements to process unusually
difficult and complicated travel management transactions. Work
also requires knowledge of automation systems including office
automation equipment (computers, printers, scanners and related |
hardware) and both commercial automation programs (MS Word,

Excel, etc.) and STRICOM unique software applications (Automated

Travel Process software). Must know how to prepare, edit, store

and retrieve automation documents using proper punctuation,

grammar, spelling, and formats. A fully qualified typist is

required.

Level of Responsibility

The supervisor reviews completed work for conformance with policy
and requirements. Incumbent is recognized as an authority on
processing travel transactions or completing assignments within a
complicated framework of established procedures and guidelines,
often when there are no clear precedents. This recognition
typically extends beyond the Office of the PM CATT to the overall
organization. The employee is regarded as an expert source of
information on regulatory requirements for the various
transactions, and is frequently called upon to provide accurate
information rapidly on short notice. Guidelines for the work are
numerous and varied, to include Joint Travel Regulations (JTR),
PM CATT policies, higher headquarters directives, and oral
instructions regarding office priorities and assignments.
Guidelines often do not apply directly, requiring the employee to
make adaptations to cover new and unusual work situations. This
may involve deviating from established procedures to process
transactions involving actions where guidelines are conflicting
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or unusable. Contacts are with employees in the Army, users and

providers of agency services, i.e., private industry. Incumbent

provides information, explains the application of regulations, or
resolves problems relating to the assignment.




