SECRETARY (OA)
NK-318-III (GS-10)
Serves as the principal office assistant, performing administrative and clerical duties in support of the Commander and/or Executive Director. Coordinates closely with members of the Command or organization to improve upon and provide continuity of office operations.

Ensures office procedures meet Command/organizational needs and are consistently understood and followed in subordinate offices. Establishes reviews and updates extensive, often complex office procedures. Analyzes the need for new procedures, and independently determines the approach, implements the process, and informs the supervisor. Resolves a wide variety of conflict and duplication. Clarifies complex and confusing guidelines. Advises office staff and ensures understanding of administrative and procedural requirements. Procedures often affect the orderly an efficient flow of work in transactions with parties outside the organization. Trains secretaries in subordinate offices on administrative policies and procedures.

Reviews outgoing correspondence for the Commander's/Executive Director's signature for correct grammar, consistency, and completeness. Discusses unsatisfactory correspondence with the originator and arranges for rewriting. Correspondence must often be handled with considerable judgment, because of its variety, nature, and sensitivity. For non-technical matters, the secretary assigns correspondence for staff action based on knowledge of priorities, staff workload, and program goals and unwritten policies, precedents, and practices of the supervisor and the command/organization.

Independently replies to mail not requiring the supervisor's personal attention and completes most business involving established policy or routine matters without referring correspondence to the supervisor. Resolves procedural and substantive problems not requiring technical knowledge based on a variety of alternatives and priorities set by the supervisor. Resolves most conflicts that arise and informs the supervisor of potentially controversial matters.

Make arrangements for meetings, conferences, and briefings. Serves as primary contact for calls and visitors to the Commander or Executive Director's office. Receives and screens incoming calls. Exercises primary control over the various calendars for scheduling appointments and activities. Assures the supervisor receives a calendar noting key appointments, conferences, social engagements, and VIP visits. Arranges for travel and social functions and special visitors. Coordinates with protocol directors and staff directors concerning reservations and preparations for conferences, briefings, and social events. Establishes and maintains records and files for supervisor's use. Personal contacts are typically with high-ranking officials from outside the employing agency at national or international levels in highly unstructured settings.
