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Secretary {(Office Automation), GS-318-5 R3-32
Introduction

The incumbent actively participates in the management of an organization by
carrying out and coordinating all administrative and miscellaneous clerical
work. Based upon a good working knowledge of the office and the programs
under the supervisor's control, the incumbent resolves problems associated
with the administrative and clerical work of the office. Typical, though not
all inclusive duties include:

Major Duties:

-- Receives calls, greets visitors, and directs to supervisor or other
staff members only those contacts needing their attention or action.
Takes care of routine matters, and on the basis of knowledge of the
programs and functions, project assignments, internal procedures and
relationships, and current work status, refers other inquires to
appropriate personnel. Incumbent personally responds to routine and
nontechnical requests for, procedural/compliance requirements, office
functions, and similar information readily available from the files.
Places both local and long distance calls for supervisor or staff
members. Maintains supervisor's calendar and schedules appointments
based on knowledge of supervisor's interest and commitments.

-- Composes correspondence on administrative support or clerical
functions of the office. Composes routine correspondence on other
subjects as outlined in regulations and procedures or specifically
requested by supervisor. Reviews outgoing correspondence for
procedural and grammatical accuracy, and returns to originator that
correspondence requiring corrections.

-- Receives and reviews all incoming mail. Determines which items
should be brought to the attention of the supervisor as opposed to
those that should be sent directly to other appropriate staff members
for action. Reviews outgoing mail for enclosures, dates, signature,
complete addresses, and destinations. Maintains suspense records on
all correspondence and action documents and follows up to ensure a
timely reply or action.

-- Prepares in final form all types of documentation and forms incident
to office management. Prepares travel requests and all associated
actions and documentation. Assembles, prepares and submits office
reports of staff time charges, and maintains personnel time cards.

-~ Maintains account records by reviewing, balancing, reconciling, and
resolving problems or inconsistencies.

-- Obligates funds, redistributes funds, and analyzes printouts to
ensure expenses have been recorded properly and balances are correct.

-- Reads directives and instructional material pertaining to
administrative practices and clerical procedures in order to be aware
of new, revised, or amended procedures for such matters as:
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preparation and processing of correspondence, filing, mail procedures
and preparation of travel orders/vouchers.

-- Provides guidance and assistance on applicable procedures,
instructions, and regulations to other support clerical personnel as
required.

-- Egstablishes and maintains files; revises and disposes of files in
accordance with governing regulatory procedures. Maintains ready-
reference files of frequently consulted regulations, policies,
rosters, directives, and other material. Establishes and maintains
lists and registers, by various categories, of persons or
organizations frequently contacted.

Typing:

-- Types into final form from written material, brief instructions
and/or voice recordings pertaining to correspondence, narrative and
tabulated reports, travel documents, personnel actions, etc. Uses
word processing and related equipment or automatic typewriters.
Utilizes knowledge of regulations and procedures in determining
number of copies required and arranging material in proper format.
Proof reads completed work and ensures correct punctuation,
capitalization, spelling, grammar and conformance to style.

Factors:

1. Knowledge Required by the Posgition:

-- Knowledge of the substantive programs of the organization as the
relate to the clerical and administrative functions of the office.

-- Knowledge of the duties, commitments, goals, and priorities of the
supervisor and organizational staff members to perform assigned tasks
and advise other clerical support personnel of such matters as the
application of instructions and regulations and their effect on the
work of the staff.

-- Knowledge of spelling, punctuation, capitalization, arrangement,
grammar, and required formats.

-- Skill in operating an electronic typewriter, word processor, OTr
microcomputer using a standard typewriter style keyboard with
additional function keys, to produce work accurately and efficiently.
Also, skill in operating related equipment, such as printers and
Modems, as required. Qualified typist required.

Work Situation A

The organization may be subdivided into subordinate elements responsible
for specific programs or projects assigned to the organization.
Internal procedures and controls are normally established for recurring
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actions. The supervisor usually coordinates the work of the
organization through face-to-face discussions with the staff.

2. Supervisor Controls:

Supervisor issues work assignments in terms of general instructions and
desired results. The incumbent plans and carries out the day-to-day
work of the office independently, referring only very unusual office
problems to the supervisor or other staff. The supervisory review is to
ensure that the work of the office is processed promptly and completely
in accordance with established priorities, policies and procedures.

3. Guidelines:

Specific guidelines are available as needed for reference purposes.
They include dictionaries, directives pertaining to administrative
practices and clerical procedures, correspondence manuals, and
prescribed filing systems. Incumbent uses judgement to select the
appropriate guidelines, references, and procedures for application to
specific cases. Significant deviations from established guides are
referred to supervisor.

4. Complexity:

The work consists of duties involving several related sequential steps,
processes, and methods. Decisions made by incumbent in performing the
work require recognizing the differences among a few easily recognizable
gituations. Differences in actions taken and responses made by
incumbent depend on the scurce of information, type of transaction, or
other factual matters.

5. Scope and Effect:

The purpose of the work is to carry out specific procedures. The work
affects the accuracy and reliability of further processes and the
overall performance of the office.

6. Personal Contacts:

Contacts are with office employees, Service employees, visitors, and
telephone inquirers.

7. Purpose of Contacts:

Contacts are for the purpose of fulfilling clerical, typing, financial
and administrative duties, to ensure that reports and responses to
correspondence are submitted by the staff on time and in the proper
format, making travel arrangements, and scheduling conferences.
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8. Physical Regquirement:

The work is sedentary and flexible so there are no physical requirements
beyond those required to operate a typewriter and carry light items such
as office files around.

9. Work Environment:

The work is performed in an office setting and meeting rooms. The
office is adequately lighted, heated and ventilated.

A condition of employment is the wearing of the official U.S. Fish and
Wildlife Service uniform in a manner prescribed in 3 AM 3 of the
Administrative Manual. Incumbent is required to obtain and properly
wear uniform components within Class and




