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Acquisition Workforce Demo Project
Position Requirements Document

I Organization information:

Position is located in a Medium/Large Group or Office in the
Program Executive Office, Simulation, Training and
Instrumentation (PEO STRI).

II. Position information:
Secretary (OA), NK-0318-T1T
III Duties:

Serves as the principal administrative support person for the
supervisor and supported office.

Prepares correspondence, reports, and other documents. Reviews
work prepared by other clerical staff.

Keeps supervisor's calendar and schedules appointments and
meetings in accordance with instructions, coordinating with the
supervisor as necessary.

Receives visitors and phone calls.
Reads and processes incoming correspondence and material.
Makes travel arrangements.

Uses a variety of office automation software in support of the
organization.

Establishes and maintains office records of various types that
may be needed or will assist in the efficient operation of the
office. Provides advice and guidance to staff on clerical and
administrative matters.

Schedules in-house conferences and meetings in the local area.
Also schedules large meetings and conferences, possibly at
distant locations. Attends function to assist in administrative
details.

Requisitions office supplies, printing support, and related
materials. May manage the supply budget for the organization and
may be assigned as a Purchase Card holder.



Initiates and coordinates human resource functions for the
organization including tracking due dates and initiating
Requests for Personnel Action (RPAs). May also include drafting
Position Requirements Documents based on verbal instructions and
existing documents and tracking a variety of personnel-related
matters such as the organization’s staffing plan, tracking
certification levels and security clearances, etc.

May manage the Property Book for the organization.

May be assigned to manage/coordinate wvarious functions and
special projects such as Combined Federal Campaign, Organization
Day Events, CMWRA events, SHAPE and Blood Drives, etc.

Other duties as assigned.

IV. Factors:
Factor: 1. - Problem Solving Level II

Work is timely, efficient, and of acceptable quality. Completed
work meets project/program objectives. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Plans and conducts administrative activities for projects.
Develops, modifies, and/or applies rules, procedures, or
operations to resolve problems of moderate
complexity/difficulty. Independently plans and executes
assignments; resolves problems and handles deviations.
Identifies and adapts guidelines for new or unusual situations.

Factor: 2. - Teamwork/Cooperation Level TII.

Work is timely, efficient, and of acceptable quality. Personal
and organizational interactions exhibit and foster cooperation
and teamwork. Flexibility, adaptability, and decisiveness are
exercised appropriately. Works with others to accomplish tasks.
Resolves administrative problems; facilitates cooperative
interactions with others. Guides others and coordinates
activities in support of team goals. Proactively functions as an
integral part of the team.

Factor: 3. - Customer Relations Level II.

Work is timely, efficient, and of acceptable quality. Personal
and organizational interactions enhance customer relations and



actively promote rapport with customers. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Guides the administrative efforts of individuals or team members
as they interact with customers. Independently interacts with
customers to understand customer needs/expectations. Interacts
independently with customers to communicate information and
coordinate actions.

Factor: 4. - Leadership/Supervision Level TTI.

Work is timely, efficient, and of acceptable quality.

Leadership and/or supervision effectively promotes commitment to
mission accomplishment. Flexibility, adaptability, and
decisiveness are exercised appropriately.

Actively contributes as team member or leader; takes initiative
to accomplish assigned projects. Guides others in accomplishing
projects. Coordinates appropriately with others to complete
tasks within established guidelines. Identifies and pursues
individual/team developmental opportunities.

Factor: 5. - Communication Level IT.

Work is timely, efficient, and of acceptable quality.
Communications are clear, concise, and at appropriate level.
Flexibility, adaptability, and decisiveness are exercised
appropriately.

Interprets and communicates administrative procedures within
immediate organization. Prepares, coordinates, and consolidates
documents, reports, or briefings. Communicates/presents
internal administrative/functional procedures and tasks
internally and externally.

Factor: 6. - Resource Management Level TI.

Work is timely, efficient, and of acceptable quality. Resources
are utilized effectively to accomplish mission. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Identifies and uses resources to accomplish projects. Plans
resources to achieve project schedules. Effectively
accomplishes projects within established resource guidelines.

Incumbent must be able to obtain and maintain a Secret security
clearance.



KNOWLEDGE, SKILLS, AND ABILITIES (KSAS) FOR QUALIFICATION
PURPOSES.

Knowledge of the organizational and functional responsibilities
and operations of the employing organization

Sufficient knowledge of human resources processes, staffing
plans, certification requirements and clearance requirements to
track, coordinate, record and process actions, clearances and
certifications

Ability to use correspondence rules and regulations to prepare
and/or edit written correspondence, ensuring proper use of

English grammar, spelling, and punctuation

Knowledge of general office administrative and clerical
procedures

Ability to access or locate information through the use of a
personal computer or terminal

Ability to use office automation tools and techniques to support
office operations; must be a qualified typist

Ability to establish and maintain relationships with key
individuals/groups outside immediate work unit

Ability to plan and organize work
Ability to identify problems and develop innovative solutions
Ability to provide guidance to customers

Ability to interpret and apply rules, regulations, and
procedures

Ability to communicate orally and in writing

Ability to advise others
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