MANAGEMENT AND PROGRAM ASSISTANT

NK-344-II (GS-7)

AUTHORIZED TITLES:

MANAGEMENT ASSISTANT (OA)
PROGRAM ASSISTANT (OA)
MANAGEMENT AND PROGRAM ASSISTANT (OA)
Level II assistants provide non-routine support to analysts or other personnel for assigned programs in specialized areas. The work supports efforts to evaluate or improve the efficiency, effectiveness, and productivity of organizations and programs, and/or involves records, reports, directives, forms, space, equipment utilization, or similar management systems. Comprehensive knowledge gained from on-the-job training is required due to the complexity of the assignments. Work under the general direction of the supervisor. The supervisor defines objectives, priorities, and deadlines. The incumbent independently plans and organizes work within the parameters of established polices and guidelines. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for conformance to policy.

Serves as a personal assistant to managers, senior analysts, and/or other personnel, relieving them of many administrative and procedural matters. Work requires knowledge and skill to recognize problems, collect information, establish facts, and take or recommend appropriate action. 

Provides a variety of clerical/administrative support to analysts or other personnel regarding assigned programs and/or projects. Organizes, collects, analyzes, prepares, and presents information/data for required reports. 

Interacts with customers to communicate information and to understand customer needs. Actively participates as a team member, when necessary, to accomplish projects.

The incumbent uses advanced office automation skills to develop a variety of correspondence. The employee must be a qualified typist.
 

