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St andard Position Description (Standard Job #303-07)
Program Support Assistant (O fice Automation)
GS- 303- 07

A I nt roducti on

The incunbent of this position serves as a personal assistant to the
Research Leader (RL) and other professional staff, coordinating a w de
variety of adm nistrative and clerical tasks essential to the program
adm ni stration of the Managenent Unit. Provides technical and
procedural advice in support of research program adm nistration by
identifying and anal yzi ng i ssues and taking or recommendi ng acti on
usi ng established guidelines. Serves as the initial point-of-contact
for all questions, information and problemresolution in the areas of
budget and accounting, agreenents, travel, human resources, files
managenent, correspondence preparation and control, tinme and
attendance, office automation systenms, and purchasi ng/ procurenent. At
| east 25% or nore of the tinme is dedicated to program management and
adm ni strative assistance

B. Mjor Duties

Provi des a broad scope of program nanagenent and secretarial support
for the Unit including the foll ow ng:

Partici pates in program pl anni ng support work such as research project
coordi nation, travel docunentation, budget coordination/tracking,
agreenents, and purchasi ng/ procurenent of supplies and equi pnent, and
human resources adm nistration

Provi des trai ning and advisory services to the Research Leader (RL) and
prof essional staff in all program adm nistrative procedures ensuring
conpliance with regul ati ons.

Participates in the annual Resource Managenent Plan (ARMPS) process by
assisting in devel oping and executing the annual budget, e.qg.
devel opi ng financial plans, nonitoring spending, preparing financia
reports, tracking and providing information on | KRC costs, and
review ng for consistency, accuracy, and procedural/reporting

requi renents. Conpil es datal/sal ari es/ expenses/ personne
changes/ equi pnent / R&D needs based on previ ous year expenditures, and
prepares and ensures accuracy of all reports.

Serves as the primary adm ni strative business process point of contact
for the Unit. Responsible for the adm nistrative oversight of various
busi ness processes, which may include processing financi al

procurenent, extranural agreements, property, personnel, and other

adm ni strative instrunments for the managenent unit. Mintains tracking
| ogs, action itens, nmanages adm nistrative suspense itenms and
transaction records. Based on del egated authority fromthe Research
Leader may be responsible for approving expenditures, utilizing
Purchase Card Managenent System and Bl anket Purchase Agreenents.

Prepares task orders for Research Support Agreenents (RSA) by neeting
wWith scientists to assess work and tinme requirements for the year;
consults with appropriate university personnel to determ ne the correct



salary and staff benefits; nonitors Research Support Agreenents (RSA)
spendi ng throughout the year and prepares the necessary paperwork to
add or de-obligate funds as necessary; reviews Mnthly Managenent
Reports fromthe university for accuracy. Discrepancies are
identified, researched, and reported to the supervisor or ADODR
coordinating these actions with the Location Adm nistrative Ofice.

Advi ses on procedural and docunentation requirenents for the Current
Research Information System (CRIS) projects, research plans, annua
progress reports, research associate proposals, manuscripts,

i nternational travel proposals and followup trip reports, and
cooperative agreenents, grants, and trusts.

Coordi nates research docunentation reporting requirements and provides
oversight for the process; nmaintains a Project Docunentation Manual
notifies project |eader for CRIS units of term nation; advises of the
time-franme for approval of new project and/or term nation of the old
project; actively participates with the project |eader in preparing the
requi renment docunentation for conpliance with CRI' S guidelines;

coordi nates the peer review process; and electronically submits
docunents via the Agricultural Research Information System (ARl S)

Based on know edge of the subject matter, assenbles information froma
variety of sources for the use of the RL at neetings, conferences, etc.

Uses an el ectroni c cal endar, database or spreadsheet software to
docunent enpl oyee | eave schedules and to comrit the RL's tinme for
appoi ntnents and neetings; transnmits and recei ves docunents and
nmessages el ectronically.

Performs various tasks using on-line systens such as information
searches on the World Wde Wb (e.g., literature searches for CRI'S
projects) in support of the research program and constructions and/or
mai nt ai ns Managenent Unit’'s web site (i.e., selects and scans
materials, pictures, and slides; transfers files and information from
various PC prograns and downl oads fromthe Internet onto the server;
ensures that the information displayed on the Home Page is current and
accurately reflects the Unit’s research focus and acconplishments).

Uses a variety of graphical, spreadsheet, and database software
packages (e.g., QuatroPro, Excel) to obtain statistical data from
publ i shed reports and mani pul ate data to produce tables and charts for
program managenent and admini strative use. Prepares graphics,

phot os/slides, creates tables and graphs based on statistical data for
RL and professional staff for use in presentations at neetings,

wor kshops and conf erences.

Produces a wi de range of documents using a variety of office automation
technol ogi es. Applies advanced work processing software to materials

i nvol ving conplex formats such as automatic generation of indices and
tabl es of contents, inmportation of graphics, charts, or special synbols
or precise alignnent of nultiple colums.

Devel ops and inpl ements new systens or administrative processes to neet
Unit needs (e.g., Administrative Ofice Procedures Handbook

manuscri pt/abstract/ ARl S action tracking system files maintenance,
etc.). ldentifies, restructures, and recommends ways of elim nating,



combi ning, sinplifying or inproving administrative and clerical office
procedures and processes.

Prepares travel requests and vouchers for foreign and donmestic travel.
Mai ntai ns a detail ed know edge of travel policies and regulations in
order to serve as a technical resource to Unit personnel. Advises on
travel allowances and requirenent and ensures adherence to trave
regul ati ons. Uses autonmated systens and software for travel and
voucher preparation.

Screens all calls and visitors, answering nmost questions on established
policy or routine matters. \hen calls are referred to the RL, the

i ncunbent furnishes readily obtainable information to aid in the

di scussi on.

Recei ves and reads all incom ng correspondence directed to the Unit and
initiates actions necessary for its proper disposition. Records
correspondence referred to staff nmenbers reflecting del egations of
responsibility and follows through to ensure tinely disposition

Mai ntai ns control records and foll ow up measures on incomn ng
correspondence and action docunents to ensure pronpt handling.

I ndependent|ly prepares responses to inquiries on routine matters.
Reviews all formal outgoing correspondence for proper format, granmar,
punctuation, etc., in accordance with Agency correspondence guidelines.

Coordi nates the processi ng of manuscripts and reports for public
information; edits nmaterial for correct structure, clarity and
arrangenent of format for scientific journals and other nedia.

Participates in Unit reviews and workshops; keeps managers and
scientists informed of upcom ng reviews; prepares handouts; if
request ed, nmakes presentations related to the procedural and
docunentation requirenents of the reporting system

Schedul es conferences and neetings, including arranging |ogistics,
prepari ng agendas, and notifying participants.

Serves as principal tinekeeper to the |ocation. Responsibilities

i nclude; prepares, maintains, and transmts Tinme and Attendance (T&A)
reports using automated agency program (STAR) to he National Finance
Center (NFC); trains back-up tinmekeeper to serve during incunbent’'s
absence; prepares and submits Leave Audits/Lunp Sum paynents and
Donor/ Reci pi ent reports as required; reviews T&A logs of Unit personne
for conpl eteness and accuracy; and provides technical pay and | eave
advice on routine matters.

Est abl i shes, maintains and revises the office filing system

Conpl etes requests for personnel actions and wites and/or provides
sanpl e position descriptions; distributes fornms and instructions for
annual performance ratings and ensures tinely, proper conpletion;

provi des gui dance on preparation of Individual Devel opment Plans for
the staff; and may assist in local recruitnment and/or hold new enpl oyee
orientation sessions.

Coordi nates the submi ssion of RPES case wite-ups for nmandatory cyclic
reviews. Advises staff of current requirenents and schedul es. Reviews



write-ups for format, conpleteness and conformance to existing policies
and procedures. Suggests inmprovenents for clarify and to better
denmonstrate acconplishnents. Assists in developing in-depth reviewer
contact |lists. Maintains current publications |istings.

Performs other duties as assigned.
C. Evaluation Factors
1. Know edge Required by the Position

Knowl edge of Departnental and Agency prograns, regul ations, policies,
organi zati onal structure, and procedures to carry out fact-finding,

anal ysis and eval uation functions. Practical know edge of the
Center/Location’s organi zational and program structure as it relates to
the Agency’s mi ssion.

Ability to interpret and apply guidelines involving program and
adm ni strative processes.

Know edge of national research progranms and initiatives related to Unit
progranms in order to facilitate appropriate comruni cations.

Skill in oral and witten conmunication in order to prepare or conpose
correspondence, convey statenents of fact or make inquiries, and to
provi de assi stance.

Know edge of the nethods and procedures that are part of or subordinate
to a programarea (CRIS), ARMPS, ARIS, annual reports, travel, post
doct orates, agreenents).

Wor ki ng knowl edge of the work processes and procedures of an
adm nistrative field (e.g., office adm nistration, budget, travel,
agreenents, human resources, procurenent/purchasing, pay and | eave).

Know edge of the clerical requirements and processes involved in
mai nt ai ni ng the functional programs of the Unit.

Knowl edge of technical term nology, correspondence guidelines, and
edi ti ng/ proofreadi ng techni ques.

Ext ensi ve knowl edge of the rules, regulations, operations, and busi ness
practices of the office.

Know edge of Agency’s office managenent policies, regulations and
procedures in the areas of budget, travel, human resources, agreenents,
and procurenent/ purchasi ng.

Knowl edge of secretarial/clerical and adm nistrative/ program concepts
and practices to conplete assignnents and to recomend changes to

exi sting procedures or to develop new ideas to enhance or streanline
procedures.

Know edge of duties, priorities, commtnments, policies, and program
goals of the staff sufficient to perform assignments such as revi ew ng
incoming materials which may affect the Unit and taking appropriate
followup action, to |locate and sunmarize materials in order to respond



to correspondence or phone calls, and to inplenment and/or devel op new
procedures and gui delines for the Unit.

Ability to serve custoners and custoner needs through interaction with
individuals at all levels in order to facilitate expeditious handling
of requests and inquiries.

Ability to plan and organi ze the work by coordinating priorities and
commtnments of the office in order to serve as |iaison, prepare
background material, and anticipate information requests.

Skills in the use of personal conputers to access, manipul ate, and
retrieve information from automated systenms (ARI'S, PCTRAV, ARMPS, STAR
PCMS, FFIS, internet literature, and other information searching, web
site devel opnent, reports devel opnent, etc.).

Skill in operating a personal conputer, printers, scanners,

peri pherals, word processing, spreadsheet and presentation software
(e.g., Excel, Mcrosoft Wrd, Power Point, Wrd Perfect, Adobe,

Phot oShop, Corel Draw, Front Page). A qualified typist is required.

2. Supervisory Controls.

The supervisor sets the overall objectives. Incunbent independently
pl ans and follows through on commitnents and requests nmade by the
supervi sor and ot her professional staff. |s expected to organize own

work to nove from one assignment to another without instructions,
foll owi ng established procedures, and giving consideration to relative
priorities and urgent requests. Having devel oped expertise in the line
of work, is responsible for planning and carryi ng out assignments to
conpl etion, resolving nost conflicts that arise, coordinating the work
with others as necessary, and interpreting policy on own initiative in
ternms of established objectives; technical guidance is sought only when
unusual work situations arise or when avail abl e gui deli nes are | acki ng.
I ncunbent keeps the supervisor informed of progress and potentially
controversial matters. Wrk is evaluated on the basis of overal
acconpli shmrent and effectiveness and on the appearance and editoria
quality of material that is issues fromthe office. Methods used in
achieving end results are not reviewed in detail

3. @idelines

Gui delines are avail able but not conpletely applicable to the work or
have gaps in specificity. Sonme established procedures and specific
gui delines are available for reference purposes. Guidelines include
dictionaries, style manuals, manufacturer’s manuals and tutorials for
PC hardware and software, Departmental and Agency regul ations and
policies, Agency policies and procedures (P& s), manual s,

i nstructions, sanple work products and precedents, and the operating
policies of the supervisor. |ncunbent uses judgnment in selecting the
appropriate guidelines and references for application to specific
cases, referring significant deviations or unusual situations to the
supervi sor.



4. Conplexity

I ncunbent performs a full range of secretarial and program duties and
responsibilities in support of the Unit, consisting of typing and word
processing, filing, making travel arrangenents, budget, procurenent,
referring phone calls and visitors, etc., and programwork of a nore
vari ed and substantive nature (e.g., preparing special reports based on
gathering and interpreting information fromthe staff and the files,
perform ng office automation duties which require a variety of software
and differing nmethods and approaches, and setting up trave
arrangenents, neetings and conferences). |ncunbent deci des what needs
to be done and how to acconplish it by analyzing the issues involved in
the particular situation and the needs, priorities, goals and

comm tnents of the supervisor and staff.

In addition to routine decisions, significant judgnent and
interpretation are required for many decisions that are based on
factors that are not clear-cut or well established, i.e., guidelines
may have to be adapted or nodified to one-of-a-kind situations.

I ncunbent nust select frommany alternatives and exercise originality
in solving a wide variety of procedural and operational problens in the
program and adm ni strative functional areas.

5. Scope and Effect

The position supports the Research Leader and staff by relieving them
of various secretarial/admnistrative and program support duti es,
allowing themto focus on the organization's primary mission. The work
is essential to the snooth operation of the office where workl oad nust
be properly managed in order to neet deadlines. The work perfornmed
affects the accuracy and reliability of further processes and
contributes directly to the overall imge and effectiveness of the

of fice.

6/ 7. Personal Contacts/Purpose of Contacts

Principle contacts are with co-workers, office callers and visitors,
adm ni strative support service personnel (procurenent/purchasing, human
resources, travel, budget, etc.). and outside vendors. O her contacts
i nclude the general public, professional organi zati ons and societies,
uni versity personnel and representatives of government and industry.
Contacts are for the purpose of exchanging information with staff,
supervi sor, and other internal and external sources, planning and
coordi nating work efforts, and resol ving operational and procedura
probl ems or concerns in the acconplishnent of the incunbent’s work.

8. Physical Demands

Wrk is essentially sedentary, however, requires sone wal ki ng,
standi ng, bending, and carrying of light itenms such as papers, books,
or small parts. No speci al physical demands are required to perform
t he work.

9. Work Environnment

The work environnent involves the everyday risks or disconforts that
require normal safety precautions typical of such places as offices,



nmeeting and training roonms, libraries, or conmercial vehicles, e.g.

use of safe work practices with office equipnment, avoi dance of trips
and falls, observance of fire regulations and traffic signals. The
work area is adequately |ighted, heated, and ventil ated.

D. O her Considerations

May serve on special conmittees or special projects (i.e., CARE Team

| ocal or national councils, planning comittees, EEQ, nentoring
program awards, recruitment panel, Newsletter Editor) in either a | ead
or supporting role.



