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FLSA:
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JOB SHARE:
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EMERGENCY ESS:
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POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Secretary (Office Automation), GS-0318-07

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
75%
ANT
Secretary

2ND SKILL CODE:
25%
OAS
Office Automation Clk/Ast

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 2/24/98

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER SIGNATURE


                   DATE

__________________________________________________________________________________________________SUPERVISORS CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.
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SUPERVISOR SIGNATURE


                   DATE
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[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*
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*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To serve as the principal office assistant, performing various administrative and clerical duties in support of an organization normally found in a major command headquarters.  Performs office automation duties such as word processing in support of the administrative and clerical work.
The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Prepares a wide variety of recurring and nonrecurring correspondence, reports, and other documents from information obtained from the staff, files, and other sources.  Prepares and finalizes various recurring reports, determining and modifying format, content, and frequency requirements.  Independently composes and prepares nontechnical correspondence such as requests for information concerning the organization’s mission and programs; office procedures; and letters of acknowledgment, commendation, or notification.  Anticipates need for information, gathers and summarizes information from files, and systematically prepares material so that it is immediately available for supervisor’s needs.  Proofreads/edits correspondence and documents for correct grammar, spelling, capitalization, punctuation, and format.  Coordinates/forwards correspondence to appropriate office updating the tracking system and suspense files as required.  Signs routine correspondence of a nontechnical nature in the supervisor’s name or in own name as secretary to the supervisor.

STANDARDS:
A.  Typically researches files and other sources thoroughly and prepares documents accurately and in accordance with regulations and policies and in appropriate format.

B.  Normally reviews all correspondence thoroughly to ensure correct grammar, spelling, capitalization, and punctuation.

C.  Documents are routinely finalized in a timely manner, meeting prescribed suspense dates or established deadlines.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 2:







%
Critical



Reviews and processes incoming and outgoing correspondence, materials, publications, regulations, and directives. Screens incoming mail to identify what needs to be brought to the attention of the supervisor, referred to appropriate staff, rerouted to other organizations/offices, or handled personally.  Reads incoming correspondence, publications, regulations, and directives which may affect the organization, determining which can be acted on personally and taking appropriate action, such as obtaining clarification from originating offices when necessary, preparing a summary for supervisor’s information, determining which ones impact/affect subordinate units and ensuring units are informed, and assisting administrative and clerical personnel in interpreting instructions and establishing action required of them.  Establishes suspense dates and brings to supervisor’s attention those that cannot be met by requested date or when there is a conflict.  Reviews outgoing correspondence prepared by others for procedural and grammatical accuracy, conformance with general policy, and factual correctness.  Advises the writer of any deviations or inadequacies.  Responsible for extensive, formal internal and external coordination.

STANDARDS:
A.  With few exceptions, thoroughly screens and forwards incoming and outgoing mail to appropriate person or office in a timely manner.

B.  Routinely follows-up on suspense items to ensure completion by the suspense dates.

C.  Typically coordinates all correspondence appropriately with other offices as required.

KSA:  1, 2, 3, 6

__________________________________________________________________________________________________

DUTY 3:







%
Critical



Receives telephone calls, greets visitors, and ascertains the nature of the calls or visits.  Based upon detailed knowledge of the organization and it’s programs and operations, determines appropriate action.  When supervisor is not available, determines whether important business and high ranking calls and visitors should be referred to another staff member or delayed until supervisor is available, taking telephone messages or making later appointments as appropriate.  Personally provides administrative and readily available operational information to callers and visitors upon determination of their rights to receive the information; frequently resolves complaints/problems by interpreting, adapting, and applying guidelines to specific situations or issues; and answers substantive nontechnical requests for information which can be provided based on information from records and files or personal knowledge of the organization.  Also provides status of reports, suspense dates for matters requiring compliance, and similar information.  Provides follow-up for request of information.

STANDARDS:
A.  Typically receives, greets, and answers questions from visitors and telephone callers promptly and courteously.

B.  Routinely screens and refers those contacts needing staff attention properly.

KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 4:







%
Critical



Independently notes and follows-up on commitments made at meetings and conferences by staff members, and maintains supervisor’s calendar, coordinates meeting arrangements, and/or schedules meetings and/or conferences.  Schedules appointments and meetings, without prior approval, based on personal knowledge of workload and current issues, and coordinates with the supervisor as necessary.  Based on information provided by supervisor concerning the purpose of meetings and/or conferences and people to attend, makes necessary arrangements such as location, time, contacting participants, and ensuring all required materials and services are provided.  Informs supervisor of conflicts, reschedules appointments when it is clear that the supervisor will not be able to make all commitments, contacts other people to attend meetings in lieu of supervisor when necessary, and makes calendar available to supervisor and others to minimize conflicts in scheduling.

STANDARDS:
A.  Typically maintains calendar efficiently and promptly informs supervisor of any changes or conflicts.

B.  Typically reminds supervisor and others promptly and courteously of scheduled events to ensure timely attendance and/or of commitments made at meetings and/or conferences.

KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 5:






%
Critical



Performs other clerical and administrative work in support of the office/organization.  Develops, establishes, updates, and maintains office procedures and records/files of various types to ensure effective and efficient operation of the office.  Serves as liaison between the supervisor and subordinate units.  Provides advice and guidance to staff in subordinate organizations on administrative, clerical, and procedural requirements and instructions, and responds to fluctuating workloads by shifting clerical staff in subordinate units.  Assists other clerical staff in locating and selecting the appropriate guidelines, references, and procedures for application to specific cases.  Updates tracker or suspense files for unclassified document control as required.  Independently makes extensive travel arrangements, such as scheduling transportation, making reservations, and preparing travel orders and vouchers based on general travel intentions, known preferences of the traveler, and in accordance with appropriate travel regulations.  Prepares, consolidates, submits, and maintains time and attendance records in accordance with established procedures.  Assists in making arrangements for sponsored events ensuring proper protocol is followed.  Requisitions office supplies, printing support, and related materials and services.  May be responsible for the receipt, control, logging, safekeeping, and necessary action on all classified material received.

STANDARDS:

A.  Almost always advises office staff properly and in accordance with rules, regulations, and policies to ensure consistency and regulatory compliance.

B.  Typically establishes, maintains, controls, and updates file system accurately to enable quick and efficient retrieval of information.

C.  With few exceptions, appropriately prepares and submits paperwork such as timesheets, travel orders, file plans, and supply requisitions in a timely manner.

KSA:  1, 2, 3, 4, 6 

__________________________________________________________________________________________________

DUTY 6:







%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses advanced functions to generate tables of contents, import graphs or databases, create glossaries, and align multiple columns.  Performs such functions as add, copy, correct, delete, or move text; automatically print document identification or other notations at the top or bottom of each page; automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Receives and transmits electronic mail.

STANDARDS:
A.  Typically uses word processing software effectively to update, prepare and maintain accurate and useful documents.

B.  Routinely receives, processes, transmits, and/or forwards electronic messages and documents promptly and appropriately.
KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of extensive rules, procedures, or operations applied to secretarial and clerical assignments to perform the procedural and administrative work of the office, such as preparing and editing documents, maintaining files/records, making and preparing travel arrangements, locating, assembling and composing information for various reports, inquiries, and nontechnical correspondence.

2.  Knowledge of office functions and commitments of supervisor and staff to prepare and review correspondence, to screen telephone calls and visitors, to maintain supervisor’s calendar, and to perform other substantive or administrative work of the organization.

3.  Knowledge of correct grammar, spelling, punctuation, capitalization, and format to accurately prepare and edit written correspondence and reports.

4.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents, such as letters, reports, memos, and form letters.

5.  Skill in typing; a qualified typist is required.

6.  Ability to communicate effectively, both orally and in writing.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required, Type III





Level 1-4
550 Points

-- Knowledge of the duties, priorities, commitments, policies, and program goals of the organization sufficient to perform nonroutine assignments, such as independently noting and following-up on commitments made at meetings\conferences; shifting clerical staff in subordinate offices to respond to fluctuating workloads; advising other clerical staff on preparing correspondence, requirements for various reports, and interpreting new instructions and procedures; or locating and summarizing information from files and documents that requires recognizing which information is or is not relevant to the problem at hand.

-- Knowledge of the organization and other installation organizations (such as Personnel, Public Affairs, Legal Office, etc.) required to coordinate the work of the office and for recognizing the need for such coordination in various circumstances.

-- Knowledge of correct grammar, spelling, punctuation, capitalization, and format to be able to prepare and edit written correspondence and reports.

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

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions such as generating tables of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merge these with mailing lists.

-- Knowledge of standard office equipment, such as electric typewriters, copiers, fax machines, and office automation systems, to perform a substantial range of office automation support.  A fully qualified typist is required.

Work Situation B:  The position is located in a multi-layered organization, with subordinate groups which differ from each other in terms of subject matter, functions, relationships with other organizations, and administrative requirements.  There is a system of formal internal procedures and administrative controls, formal coordination among subordinate units, and a formal progress reporting system which is sufficiently complex to require continuous attention on the part of the secretary. 

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor defines overall objectives and priorities of the work in the office and assists the secretary with some special assignments.  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 supervisor, and accepted practices.  Priorities and deadlines for the day-to-day flow of the office are set by the secretary based on knowledge of the overall functions and projects of the organization.  Methods used are almost never reviewed in detail.  Completed work is evaluated for adequacy, appropriateness, and conformance to established policy.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include a large body of unwritten policies, past practices and precedents, and practices which are not completely applicable to the work or are not specific and deal with matters relating to judgment, efficiency, and relative priorities rather than with procedural concerns.  Administrative management is not rigidly controlled by higher levels.  Responsible for putting reports and information together and determining and modifying format, content, and frequency requirements.  The secretary frequently interprets and adapts guidelines to specific problems for which the guidelines are not clearly applicable.  The secretary instructs and assists secretaries in subordinate organizations with these problems.

Factor 4, Complexity






Level 4-3
150 Points

The work includes various duties involving different and unrelated processes and methods.  The secretary performs such work as preparing one-of-a-kind reports from information in various documents when this requires reading correspondence and reports to identify relevant items and planning and arranging conferences/meetings based on knowledge of the schedules and commitments or the participants.  Decisions regarding what needs to be done, and how to accomplish them, are based on the secretary’s knowledge of the duties, priorities, commitments, policies, and program goals of the supervisor and staff and involve analysis of the subject, phase, or issues involved in each assignment.

Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to ensure the administrative and clerical work of the organization conforms to the appropriate policies and specific procedures and provide advice and guidance to others within the organization on administrative and procedural requirements.  The work affects the accuracy and reliability of further processes.

Factor 6, Personal Contacts





Level 6-3
 60 Points

Personal contacts are with individuals or groups from inside and outside the employing agency in a moderately unstructured setting.  Typical contacts include people in their capacities as attorneys, contractors, or representatives of professional organizations, the news media, or public action groups when the office deals with them on a variety of issues.

Factor 7, Purpose of Contacts





Level 7-2
 50 Points

Purpose of the contacts is to plan, coordinate, or advise on work efforts or to resolve operating problems.  This includes contacts for purposes of clarifying or exchanging information, scheduling and arranging meetings, making travel arrangements, providing other office employees with guidance and help on applicable procedures, and ensuring reports and responses to correspondence are submitted by staff on time.

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is sedentary.  May require some walking, standing, bending, climbing stairs, and carrying and/or lifting of light items such as papers or books.  No special physical demands are required to perform the work.

Factor 9, Work Environment





Level 9-1

  5 Points

The work is performed in a typical office setting, requiring the use of normal safety precautions necessary for an office environment.  The work area is adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

May be required to have/obtain a security clearance.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

GS-07 POINT RANGE:  1355 - 1600

TOTAL POINTS:  1445

GRADE:  GS-07

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standards for Secretary Series, GS-318, TS-34 dated January 1979; Office Automation Clerical and Assistance Series, GS-326, TS-100 dated November 1990; and Office Automation Grade Evaluation Guide, TS-100 dated November 1990.

CLASSIFICATION REMARKS:

1.  The GS-318 is a Factor Evaluation System (FES) standard.  As with all FES standards, the position must fully meet the overall intent, rather than aspects, of a selected factor level to warrant crediting that factor level.

In this position, Factor Level 3-3 is assigned.  The secretary works with a large number of unwritten policies, precedents, and practices which are not completely applicable to the work and deals with matters relating to judgment, efficiency, and relative priorities rather than procedural concerns.  The secretary is responsible for adapting guidelines to specific situations/problems for which guidelines are not clearly applicable and require significant deviation.  This exceeds level 3-2 where guidelines typically include dictionaries, style manuals, agency instructions concerning such matters as correspondence or handling of classified information, and operating policies of the supervisor or organization served.  At level 3-2 the secretary adapts and applies guidelines, but significant deviation is referred to someone else such as the supervisor, an executive or protocol officer, supervisors/chiefs in subordinate units, etc.  Additionally, unlike level 3-2 where the secretary consolidates and finalizes reports completed/prepared by lower units or other organizational employees, this position is responsible for independently putting together and completing reports and modifying format, content, and frequency requirements of the reports.

2.  The Office Automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1&7-A/30, 8-1/5, 9-1/5

TOTAL POINTS:  790

GS-04 POINT RANGE:  655 - 850

GRADE:  GS-04

GS-326 work is credited with Factor Level (FL) 2-2 because the employee seeks further guidance when new or unusual office automation assignments call for deviations from established procedures or otherwise require special instructions.  Factor Levels for factors 6/7 differ from the secretarial duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators.  The purpose of the contacts is to exchange information about the assignment or methods to be used to complete the assignment.

3.  Final Classification:  Secretary (Office Automation), GS-0318-07

NOTE(S) TO USERS:

1.  Work of the secretary supports an organization divided into subordinate segments/groups where there is a system of formal internal procedures and administrative control.  The subordinate groups differ from each other in subject matter, functions, relationships with other organizations, and administrative requirements.  The secretary must exercise continuous attention to the coordination among internal or external work units.

2.  The presence of subordinate supervisors does not by itself mean that Work Situation B applies.  Work Situation B envisions an entire substantial body of formal written procedures and administrative controls that has been set up by the secretary’s supervisor and subordinate units to facilitate coordination among the subgroups/units, and a formal production or progress reporting system.

3.  Crediting Factor Level 3-3 is only appropriate if:


- there are a large number of unwritten guidelines and formal requirements;


- administrative management is not rigidly controlled by higher levels;


- secretary has responsibility for putting reports and information together instead of the reports being completed 


   by lower units within the organization;


- secretary is free to modify format, content, and frequency requirements of required reports; and


- areas/issues requiring adaptation of guidelines are assigned to the secretary, and not to someone else such 


   as an executive officer, NCOIC, supervisors/chiefs in subordinate units, etc.

Normally, this level would be found at major command headquarters positions.  Regardless of position location, if the full intent of Factor Level 3-3 is not met with significant impact to the position, then the use of this SCPD is not appropriate.

4.  SCPD was updated 12/18/02.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards, as needed, were changed from absolute to non-absolute.

Number of KSAs was revised from 8 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

__________________________________________________________________________________________________
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