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training requirements for certain administrative series positions. Managers
and supervisors may find this document useful in the employee devel opment
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INTRODUCTION

The ARS Administrative Series Training Matricesthat follow areintended asa
general guide and/or basic reference to use solely or supplement with
individual position or headquarters/field mission requirements. Thisguideis
considered to be applicable to most administrative positions in Genera

Schedule (GS) series 201, 203, 301, 318, 326, 341, 503, 525, 560, 1101,
and 2210. Each occupational seriesin thetraining matrices hasthree levels:.

Entry Level Typicaly consisting of introductory, fundamental,
basic, and routine activities.

Intermediate Level Typically consisting of activities which address
specifics, proficiency, applications, and local
missions.

Advanced Level Typically consisting of activities which address

complex, expertise, program impact or extended
operations involving multiple organizations.

The Employee Development Section, Human Resources Division, identified three
methods to obtain the knowledge, skills, and abilities (KSAS) listed on the matrices. The
methods are formal training courses, on-the-job training, and self-study. Any other

activities that can be collectively outlined as developmental may also be included as
needed.
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ACCOUNTING TECHNICIAN
GS-525

This series includes account maintenance clerical and accounting technician support positions requiring a basic
understanding of accounting systems, policies, and procedures in performing or supervising the examination,
verification, and maintenance of accounts and accounting data. Positions in this series require a knowledge of existing
accounting systems, standard accounting codes, classifications, and terminology; an understanding of agency accounting
policies, procedures, and requirements; and the ability to apply various accounting methods, forms, and techniques, but

less than the broad understanding and theoretical knowledge of accounting acquired through professional education and
training.



ACCOUNTING TECHNICIAN —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of standardized, established accounting procedures, and
techniques.

Knowledge of accounting terminology, policies, standard
procedures, and regulations.

Skill in working with automated accounting systems.
Ability to learn to detect and analyze simple data errors.

Ability to learn software packages used to perform accounting
functions.

Skill in reconciling LOTS to CAS.

Communications Management
Financial Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Basic Communications Skills, Accounting for Non-
Accountants; and I ntroduction to Federal Accounting
USDA Graduate School

ARS Financial Management Training including FFIS, LOTS,
and SAMS

In-House Training (Financial Management Division) and National
Finance Center

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

Wor dPer fect
In-House Training (Information Technology Division)

GroupWise
In-House Training (Information Technology Division)

L otus/Excel
In-House training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Consider Basic Math Courses and/or Math Refresher




ACCOUNTING TECHNICIAN —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of accounting procedures and techniques.

Knowledge of Agency accounting terminology, policies, standard
procedures, and regulations.

Knowledge of complex automated accounting systems and
procedures.

Skill in analyzing numerous accounts and determining needs for
adjustments.

Ability to learn methods of maintaining and analyzing salary data.
Ability to learn budget formulation and execution process.

Ability to learn CAS/NFC Payment System/Reconciliation
Process.

Ability to learn to locate and apply reference material applicable to
specific transactions.

Ability to learn Government Commercial Credit Card Program.

Communications Management
Financial Management
Human Resour ce M anagement
Procurement Management

Systems/Technology M anagement

TRAINING RESOURCES:

Inter personal Communications
American Management Association
SMART Center

Listening and Memory Development; Budget Execution; and
Budget Formulation
USDA Graduate School

Principles of Accounting |
Loca Community College

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

PCMS Training
In-House Training (Procurement and Property Division)

Lotus/Excel - Level 11
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Effective Writing
Shadow a Senior/Lead Accounting Technician




ACCOUNTING TECHNICIAN—-ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of accounting procedures and techniques.
Knowledge of budget formulation and execution processes.

Knowledge of the CAS/INFC Payment System/Reconciliation
Process.

Ability to use reference material applicable to specific transactions.
Ability to examine and verify data and draw conclusions.

Skill of internal control for the purpose of safeguarding government
resources.

Communications Management
Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Communicating for Results; Briefing Techniques;
Report Writing; Budget Analysis Workshop; and
Introduction to Federal Budgeting

USDA Graduate School

ARMPS
In-House Training (Financial Management Division)

Principles of Accounting Il
Local Community College

Principles of Auditing
Loca Community College

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Budget Analyst




BUDGET AND ACCOUNTING TECHNICIAN
GS-503

This series includes positions the duties of which are to perform or supervise clerical or technician work in support of
accounting, auditing, budgeting or financial management functions when no other established series in the Accounting
and Budget Group GS-0500 is appropriate. The work requires a knowledge of the procedures and techniques involved
in carrying out the work of an organization and involves application of procedures and practices within the framework
of established guidelines.



BUDGET AND ACCOUNTING TECHNICIAN —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of Agency organizational structure as it relates to
budgeting, accounting, auditing, and financial management
functions.

Knowledge of accounting and procedures, terminology, documents,
and account structures.

Knowledge of financia acquisition and reporting fund control and
accounting procedures.

Knowledge of records maintenance and filing systems.

Skill in operating a personal computer.

Financial Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Accounting for Non-Accountants; Contracting Basics for
Support and Administrati ve Personnel
USDA Graduate School

Travel Rules and Regulations
In-House Training (Financial Management Division)

ARMPS Training
In-House Training (Financial Management Division)

ARS Financial Management Training including FFIS, LOTS,
and SAMS

In-House Training (Financial Management Division) and National
Finance Center

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

WordPerfect and GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Shadow a Senior Budget Technician

10




BUDGET AND ACCOUNTING TECHNICIAN —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of accounting and budget procedures, terminology,
documents, and account structures to determine errors and resolve
underlying causes of problems.

Ability to identify, categorize, and analyze salary data in order to
relae effects of changes in salary obligations to overal costs.

Knowledge of Annual Resources Management Systems (ARMS)
and associated documentation.

Knowledge of NFC regulations and instructions concerning the
preparation and submission of time and attendance reports.

Knowledge of travel and correspondence regulations.

Skill in operating a personal computer and systems in accounting
and programming functions.

Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Budget Analysis Workshop and Simplified Acquisition
Procedures
USDA Graduate School

Project Management for the Office Professional
USDA Graduate School

Travel Rules and Regulations
In-House Training (Financial Management Division)

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Shadow a Senior Budget Technician

11




BUDGET AND ACCOUNTING TECHNICIAN —ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of budget and fiscal administration, laws, principles,
objectives, and regulations.

Knowledge of the NFC centralized accounting system to follow
individual funds and specific monies from initiation through
expenditure stages in order to trace discrepancies and determine
underlying causes.

Knowledge of procurement transactions and documents, symbolic
codes, account structures, and procedures for setting up,
liquidating, and transferring obligations.

Knowledge of fund accounting methods, procedures, and techniques
used in maintaining and analyzing al classes of accountsin an
accounting system encompassing a great number of diversified
activities.

Administrative M anagement
Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Project Management
USDA Graduate School

Activity-Based Costing Workshop; Budget Analysis; Budget
and Accounting for Revolving Funds; Federal Cost
Accounting Concepts; and Working Capital Funds

USDA Graduate School

Management Concepts, Inc.

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Shadow a Budget Anayst
Take developmental detail assignments

12




BUDGET ANALYST
GS-560

This series covers positions that perform, advise on or supervise work in any of the phases of budget administration
when such work requires knowledge and skill in applying budget-related laws, regulations, policies, precedents,
methods, and techniques.

13



BUDGET ANALYST —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of principles and objectives of Government budget and
fiscal administration to perform routine, continuing assignments for
appropriate fund activities.

Knowledge of Departmental and Agency management and
functional policies and regulations, Federal Statutes, Comptroller
Generd Decisions, and ARS regulations and procedures relating to
budget and fiscal administration.

Ability to prepare financia statements and reports for fund
managers.

Knowledge of the Agency-s financial management functions and
responsibilities related to budgetary and fiscal control methods,
including internal and externa reporting.

Financial Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Introduction to Federal Budgeting; Budget For mulation; and
Federal Budget Process
USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

ARMPS Training
In-House Training (Financial Management Division)

ARS Financial Management Training including FFIS, LOTS,
and SAMS

In-House Training (Financial Management Division) and National
Finance Center

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

WordPerfect
In-House Training (Information Technology Division)

GroupWise — Optional (specific to L ocation)
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Leadership Training
Shadow a Senior Budget Analyst

14




BUDGET ANALYST —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of budget and fiscal administration, laws, principles,
objectives, and regulations.

Knowledge of the NFC centralized accounting system to follow
individual funds and specific monies from initiation through
expenditure stages in order to trace discrepancies and determine
underlying causes.

Knowledge of procurement transactions and documents, symbolic
codes, account structures, and procedures for setting up,
liquidating, and transferring obligations.

Knowledge of fund accounting methods, procedures, and techniques
used in maintaining and analyzing all classes of accountsin an
accounting system encompassing a great number of diversified
activities.

Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Accounting for Non-Accountants;, Budget and Accounting for
Revolving Funds; Budget Analysis Workshop; Contracting
Basics for Administrative Personnel;

Federal Appropriations Law; Federal Cost Accounting
Concepts; Simplified Acquisition Procedures; and Working
Capital Funds

USDA Graduate School

Project Management for the Office Professional
Management Concepts, Inc.
USDA Graduate School

Travel Rules and Regulations
In-House Training (Financial Management Division)

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

DEVELOPMENTAL RECOMMENDATIONS:

Cooperative Resolution Training

Leadership Training

Shadow a Senior Budget Analyst

Supervisory Training

Work towards obtaining/completing Certificate in Financia
Management (USDA Certification Program from
USDA Graduate School)

15




BUDGET ANALYST —ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of Government principles and objectives of budget and
fiscal administration.

Knowledge of Departmental and Agency management and
functional policies and regulations, Federal Statutes, Comptroller
Generd Decisions, and ARS regulations and procedures relating to
budget and fiscal administration; and ability to interpret and apply
directives and guidelines to a variety of situations.

Knowledge of the varied and complex methods used by ARS
managers and units to plan, coordinate, and support agricultural
research programs, to help ensure the resources available to support
these methods are adequate, efficiently planned for, and utilized.

Analytical knowledge to plan, develop and evaluate procedures to
ensure that a sound and effective budget and fiscal program isin
place to meet regulatory requirements and to satisfy the principles
of good budget and fiscal management.

Administrative M anagement
Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Project Management (Advanced)
USDA Graduate School

Budget Analysis and Budget and Accounting for
Revolving Funds
USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

DEVELOPMENTAL RECOMMENDATIONS:

Cooperative Resolution Training

Shadow a Senior Budget Analyst

Leadership Training

Work towards obtaining/completing Certificate in Financial
Management (USDA Certification Program from
USDA Graduate School)

16




EXTRAMURAL AGREEMENTS SPECIALIST
GS-301 or 1101

This series includes positions which provide functional leadership, technical direction, and policy guidance for the
Agency-s extramura agreement programs. The paramount functions and responsibilities include the execution of
extramural agreement awards, assisting senior staff personnel in the development of extramural programs, monitoring of

recipient project performance and issuing policies and procedures for extramural agreements programs and conducting
reviews of these programs.

17



EXTRAMURAL AGREEMENTSSPECIALIST —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of rules, regulations, principles, practices, and concepts
related to extramural agreements programs.

Skill in formulating contractual documents.

Ability to apply cost accounting standards and related financial
operating practices in order to develop financia accountability
controls for monitoring extramural agreements.

Knowledge of related functional areas such as acquisition, property,
records, ADP/information processing, budget, and fiscal
management. Extramural agreements interface with al of these
functional areas and consideration of their requirements is required
when formulating any extramura agreements.

Administrative M anagement
Communications Management
Extramural and Agreements M anagement
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Administrative and Financial Management Workshop
In-House Training (Human Resources Division)

Grants Management Certificate Program (Core Cour ses)
(Management Concepts, Inc.)
Introduction to Grants and Cooperative Agreements

for Federal Personnel
Uniform Administrative Requirements: OMB Circulars A-102 and
A-110
Cost Principles: OMB Circulars A-21, A-122, and

A-87,and FAR31.2
Electives (6 days) — Cooperative Agreements and Substantial
Involvement, Audit of Federal Grants and Cooperative Agreements,
Ethics in the Grants Environment, and Grants and GPRA: A
Performance-Based Approach to Federal Assistance

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

WordPerfect and GroupWise
In-House Training (Information Technology Division)

ARS Extramural Agreements Training
In-House Training (Extramural Agreements Division)

DEVELOPMENTAL RECOMMENDATIONS:

Gain knowledge of ARS Programs

Gain knowledge of ARIS

Gain knowledge of FFIS

Gain knowledge of CRIS Accountability

Network/Shadow a Senior Extramural Agreements Specialist
Review P& P applicable to Extramural Agreements Office
Review and adhere to Customer Service Plan

18




EXTRAMURAL AGREEMENTS SPECIALIST —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of Federal statutes and Government-wide policies,
rules, and regulations, principles, practices, and concepts related to
extramural agreements programs.

Knowledge of Federal contractual policies, procedures, and
requirements in order to evaluate a wide variety of extramural
agreements and determine their applicability to coverage under
formal contract administration.

Generd familiarity with related functional areas such as acquisition,
property, records, ADP/information processing, budget, and fisca
management. Extramural agreements interface with al of these
functional areas and consideration of their requirements is required
when formulating any extramural agreements.

Skill in formulating unique extramural agreement documents that
are technically sound and in compliance with applicable policy and
law.

Ability to apply cost accounting standards and related financial
operating practices in order to develop financial accountability
controls for monitoring extramural agreements.

Ability to write effective agreements, |etters, memoranda, and
reports which accurately present findings on a wide range of
assistance-related topics.

Communications Management
Extramural Agreements Management
Human Resour ce M anagement
Financial Management

Systems/Technology M anagement

TRAINING RESOURCES:

Creative Problem Solving
USDA Graduate School

Advanced Effective and Technical Writing and Practical
Negotiation

USDA Graduate School

Management Concepts, Inc.

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Ethicsin the Grants Environment
Management Concepts, Inc.

ARS Financial Management Training
In-House Training (Financia Management Division) and National
Finance Center

ARS Extramural Agreements Training
In-House Training (Extramural Agreements Division)

Word Processing Applications

SMART Center/on-line

DEVELOPMENTAL RECOMMENDATIONS:
Shadow a Senior Level Extramural Agreements Specialist
Participate in Area level staff meetings

Review Annua Appropriations Bill

Review NEPA Laws

Review updates of State Laws

View C-Span

Briefing and Presentation Skills: Capturing and Holding
Their Attention and Creative Thinking: Setting the
Stage for Innovation

Management Concepts, Inc.

19




Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

20
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Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of Federa statutes and Government-wide policies,
rules, and regulations, principles, practices, and concepts related to
extramural agreements programs.

Knowledge of Federal contractual policies, procedures, and
requirements in order to evauate a wide variety of extramural
agreements and determine their applicability to coverage under
formal contract administration.

General familiarity with related functional areas such as acquisition,
property, records, ADP/information processing, budget, and fiscal
management. Extramural agreements interface with al these
functional areas and consideration of their requirements is required
when formulating any extramura agreements.

Skill in formulating unique extramural agreement documents that
are technically sound and in compliance with applicable policy and
law.

Ability to apply cost accounting standards and related financial
operating practices in order to develop financial accountability
controls for monitoring extramural agreements.

Ability to write effective agreements, |etters, memoranda, and
reports which accurately present findings on a wide range of
assistance-related topics.

Skill in developing innovative and creative solutions to
complicated technical or managerial issues and must exercise
initiative, originality, and sound judgement.

Communications M anagement
Extramural Agreements Management

Human Resour ce M anagement

TRAINING RESOURCES:

Advanced Briefing Techniques and Benchmarking;

Effective Communications with Customer; Effective Writing;
and Negotiation Techniques

USDA Graduate School

Critical Thinking and Problem Solving and Decision Making
Management Concepts, Inc.

Technical Writing
Management Concepts, Inc.
USDA Graduate School

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Conflict Resolution
Management Concepts, Inc.

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

ARS Extramural Agreements Training
In-House Training (Extramural Agreements Division)

DEVELOPMENTAL RECOMMENDATIONS:
Attend Congressional Briefing Conference - HRD
Attend Research Leader meetings

Attend ARMPS Reviews

Attend Grants Management Association Conferences
Review Annua Appropriations Bill

21




HUMAN RESOURCES ASSISTANT
GS-203

This series covers one-grade interval administrative support positions that supervise, lead or perform human resources
(HR) assistance work requiring substantial knowledge of HR terminology, requirements, procedures, operations,
functions, and regulatory policy and procedura requirements applicable to HR transactions. The work does not require
the broad knowledge of Federal HR systems or the depth of knowledge about HR concepts, principles, and techniques
that are characteristic of the recognized HR specialist positions in the Human Resources Management Series GS-0201.

21



HUMAN RESOURCESASSISTANT —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of human resources

Knowledge of human resource documentation and record keeping
procedures.

Skill in effective communications and customer service.

Understanding of the organization and workflow structure.

Communications Management
Human Resour ce Management

Systems/Technology M anagement

TRAINING RESOURCES:

Basic Communication Skills
USDA Graduate School
SMART Center

Effective Communications with Customers and
Introduction to Human Resour ce M anagement
USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Processing Personnel Actions
In-House Training (Human Resources Division/L ocation)

Payroll/Per sonnel Operational Procedures
National Finance Center
USDA Graduate School

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

PACT/PRES for Beginners
In-House Training (Human Resources Division/L ocation)

WordPerfect and GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Human Resources Specialist
View Video on Customer Service - SMART Center

22




HUMAN RESOURCESASSISTANT —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of human resource processing procedures.

Knowledge of procedures, requirements, and terminology related to
human resource management.

Skill in basic communications.

Administrative M anagement
Communications M anagement

Human Resour ce M anagement

TRAINING RESOURCES:

Time Management
Fred Pryor Seminars
SMART Center

USDA Graduate School

Communicating for Results
Management Concepts
USDA Graduate School

Customer Service Excellence
Management Concepts
USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

HCUP Processing
In-House Training (Human Resources Division/Location)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Human Resources Specialist
Consider an Advanced Processing Course (NISC)
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HUMAN RESOURCESASSISTANT —ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of specialized human resource methods, regulations,
and principles related to a human resource specialty.

Skill in basic research and how to apply it to solving routine
human resource cases.

Extensive knowledge in both oral and written communications.

Administrative M anagement
Communications Management

Human Resour ce M anagement

TRAINING RESOURCES:

Creative Problem Solving
Management Concepts, Inc.
USDA Graduate School

Dealing with Angry Customers
USDA Graduate School

Effective Supervision
USDA Graduate School

Basic Staffing and Placement
In-House Training (Human Resources Division/Location)

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Human Resources Specialist

24




HUMAN RESOURCES SPECIALIST
(CLASSIFICATION/RECRUITMENT/PLACEMENT)
GS>ZUL

This series covers two-grade interval administrative positions that manage, supervise, administer, advise on or deliver
human resources management products or services. This series includes the following speciaties. Classification - work
that involves position evaluation, establishing and maintaining a position classification program to determine appropriate
pay system, occupational grouping, title and grade of positions, and advising on position and organization design; and
Recruitment and Placement — work that involves recruiting, examining, selecting and placing employees, performing job
analysis, workforce planning and analysis, and advising management in identifying, attracting, and retaining a high-
quality and diverse workforce that is capable of accomplishing the organization’s mission.
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HUMAN RESOURCES SPECIALIST —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of OPM, USDA, ARS, and delegated examining
authority rules, regulations, and policies.

Knowledge of position classification.
Ability to process personnel actions.
Skill in both oral and written communications.

Skill in using personal compute's.

Communications Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Basic Communication Skills
Fred Pryor Seminars

SMART Center

USDA Graduate School

Clear Writing Through Critical Thinking
M anagement Concepts, Inc.
USDA Graduate School

Basic Processing of Personnel Actions; Basic Pay Setting
Training; Basic Position Classification; Basic Position
Management; and Basic Staffing and Placement

USDA Graduate School

RPES Familiarization
In-House Training (Human Resources Division/Location)

Qualification Standards for GS positions
In-House training (Human Resources Division/L ocation)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

WordPerfect and GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Senior Human Resources Specialist
View selfstudy videos on Staffing and Classification
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HUMAN RESOURCES SPECIALIST —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of OPM, USDA, ARS, and delegated examining
authority rules, regulations, and policies.

Knowledge of Special Employment Programs.

Knowledge of REE organizational structure, programs, and
occupations.

Skill in processing personnel actions.
Skill in both oral and written communications.

Skill and proficiency with personal computers.

Administrative M anagement
Communications Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Administrative Management Training
In-House Training (Human Resources Division/Location)

Communicating for Results; Clear Writing Through Critical
Thinking; Effective Communication with Customers;
Intermediate Business Writing; and I nter per sonal
Communications

Management Concepts

USDA Graduate School

Job Analysis and KSA Examining; Qualifications Analysis
Workshop; Processing Personnel Actions; and Qualifications
Standards for GS/WG Positions

USDA Graduate School

New Panelist RPES Training
In-House Training (Human Resources Division/L ocation)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Windows 95
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Gain knowledge of Specia Employment Programs
Shadow a Human Resources Specialist on special

or progressively complex projects
Review selfstudy videos on staffing and classification
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HUMAN RESOURCES SPECIALIST —ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of OPM, USDA, ARS, and delegated examining
authority rules, regulations, and policies.

Skill in processing personnel actions.
Knowledge of Special Employment Programs.
Skill in organization analysis.

Knowledge of REE organizational structure, programs, and
occupations.

Skill in both oral and written communications.

Skill and proficiency with personal computers.

Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Advanced Position Classification; Advanced Staffing;
Advanced Employee Relations; Job Analysis and KSA
Examining Cour se; Qualifications Analysis Workshop; and
Organizational Development

USDA Graduate School

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Detail assignment in another Human Resource discipline such as
Employee Relations or Employee Development.
Consider supervisory training
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HUMAN RESOURCES SPECIALIST (EMPLOYEE RELATIONYS)
GS>Z01

This series covers two-grade interval administrative positions that manage, supervise, administer, advise on or deliver
human resources management products or services. This series includes Employee Relations which is work that
involves providing advice and assistance to employees and managers, program administration, research, and case
management in matters related to conduct, performance, attendance, and dispute resolution.
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HUMAN RESOURCES SPECIALIST (EMPLOYEE RELATIONS) — ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of employee relations laws and regulations.
Ability to analyze, interpret, and organize information.
Skill in written and oral communications.

Knowledge of basic staffing and classification.

Administrative M anagement
Communications Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Creative Problem Solving; Basic Communications SKills;
Interpersonal Communications; Fundamentals of Writing; and
Basic Employee Relations

USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Introduction to Human Resour ce M anagement
USDA Graduate School

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

WordPerfect
In-House Training (Information Technology Division)

GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Attend a MSPB/EEO hearing

Attend an onsite investigation or training provided by a
Senior Human Resources Specialist

Attend a Career Planning Workshop
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HUMAN RESOURCES SPECIALIST (EMPLOYEE RELATIONS) — INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of principles, rules, regulations, practices, and case law
applicable to administrative hearings.

Knowledge of procedures required to represent the Agency in
administrative hearings.

Skill in conducting analysis, developing solutions, and
recommending alternative solutions.

Skill in both oral and written communications.

Communications Management

Human Resour ce M anagement

TRAINING RESOURCES:

Briefing Techniques
Management Concepts, Inc.

Effective Communications with Customers; Clear Writing
Through Critical Thinking; Adverse and Performance Based
Actions; Alternative Dispute Resolution; and Basic L abor
Relations

USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

M SPB Case Preparation and Presentation Workshop
In-House Training (Human Resources Division/Location)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Shadow a Senior/Lead Human Resources Specialist
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HUMAN RESOURCES SPECIALIST (EMPLOYEE RELATIONS) — ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of principles, rules, regulations, practices, and case law
applicable to administrative hearings before MSPB, EEOC, and
grievance examiners.

Skill in representing the Agency at administrative hearings before
MSPB, EEOC, and grievance examiners.

Skill in problem analyses and resolution techniques to provide
aternative solutions to complex issues or solutions.

Skill in both oral and written communications.

Human Resour ce M anagement

TRAINING RESOURCES:

EEOC and M SPB Advocacy and Advanced EEOC and M SPB
Advocacy
USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

DEVELOPMENTAL RECOMMENDATIONS:

Attend Symposium on Labor Relations
Attend Society of Labor Employee Relations Specidists
Shadow a Senior Human Resources Specialist
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INFORMATION TECHNOLOGY SPECIALIST
GS-2210

This series covers two-grade interval administrative positions that manage, supervise, lead, administer, develop, deliver,
and support information technology (IT) systems and services. This series covers only those positions for which the
paramount requirement is knowledge of IT principles, concepts, and methods, e.g., data storage, software applications,
networking. IT refersto systems and services used in the automated acquisition, storage, manipulation, management,
movement, control, display, switching, interchange, transmission, assurance or reception of information. IT includes
computers, network components, peripheral equipment, software, firmware, services, and related resources.
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INFORMATION TECHNOLOGY SPECIALIST —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of persona computer fundamentals.
Knowledge of data communications concepts.
Skill in both oral and written communications.

Knowledge of LAN/WAN architecture and topologies and
knowledge and skill in operation of LAN/WAN software.

Communications Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Basic Communication Skills and Fundamentals of Business
Writing - USDA Graduate School

Data Communications and Telecommunications
Global Knowledge
Bellcore

Introduction to Networking - Learning Tree Internationa

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

Local Area Networks, NetWare Administration (current level);
and Novell NetWare

Global Knowledge

Orange Technologies Institute

UNIX or equivalent and Windows NT or current Windows OS
Learning Tree International
Orange Technologies Institute

Basic Troubleshooting and Repair
In-House Training (Information Technology Division/Location)

Administrative Specific Office Suite
In-House Training (Information Technology Division/L ocation)

GroupWise - Optional (Specific to L ocation)
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:
Shadow a Senior Level IT Specialist




INFORMATION TECHNOLOGY SPECIALIST —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of personal computer fundamentals.
Knowledge of data communications concepts.
Skill in both oral and written communications.

Knowledge of WAN/LAN architecture and topologies and
knowledge and skill in operation of LAN/WAN software.

Communications Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Communication Skills for Information Technology
Professionals - Globa Knowledge

Communicating for Results - USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

Local Area Networks; NetWare Administration (current level);
and Novell NetWare

Global Knowledge

Orange Technologies Institute

CISCO Router Configuration

Firewall Administration and Configuration
Learning Tree International

Global Knowledge

UNIX or equivalent
Learning Tree International
Orange Technologies Institute

Windows NT or current Windows OS
Learning Tree International

DEVELOPMENTAL RECOMMENDATIONS:

Shadow a Senior Level IT Specialist
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INFORMATION TECHNOLOGY SPECIALIST — ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of personal computer fundamentals.
Knowledge of data communications concepts.
Knowledge of system architecture and design.
Skill in both oral and written communications.

Knowledge of WAN/LAN architecture and topologies and
knowledge and skill in operation of LAN/WAN software.

Communications M anagement
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Communication Skills for Information Technology
Professionals - Globa Knowledge

Communicating for Results - USDA Graduate School

Civil Rights Training
In-House Training (Equal Employment Opportunity Office)

Ethics Training
In-House Training (Human Resources Division/L ocation)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Local Area Networks; NetWare Administration (current level);
and Novell NetWare

Global Knowledge

Orange Technologies Institute

Advanced Firewall Administration and Configuration
Learning Tree International
Global Knowledge

Intrusion Detection Systems and Proxy Services
Learning Tree International

UNIX or equivalent
Learning Tree International
Orange Technologies Institute

Windows NT or current Windows OS
Learning Tree International

DEVELOPMENTAL RECOMMENDATIONS:
Supervisory Training

Team Leadership

Leadership Training Opportunities
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LOCATION ADMINISTRATIVE OFFICER
GS-341

This series includes positions in which the employees are responsible for providing or obtaining a variety of
management services essential to the direction and operation of an organization. The paramount qualifications required
are extensive knowledge and understanding of management principles, practices, methods and techniques, and skill in
integrating both administrative and management services with the general management of an organization. Positions will
require an understanding of basic budgetary and financial management principles and techniques as they relate to long
range planning of programs and objectives. The work requires skill in oral and written communications, supervisory
skills, and knowledge of computer systems internal and externa to the organization. Also required are basic skillsin
procurement, safety and health, human resources, and property management.
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LOCATION ADMINISTRATIVE OFFICER —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of federa procurement, purchasing, and contracting
administration including grants, agreements, and trusts.

Ability to advise on budget and fiscal management including
budget development, analysis of fund expenditures, and
reconciliation of accounts.

Ability to direct facility and property management including
vehicle fleet management, repair and maintenance, revokable
permits, and easement.

Skill in communicating effectively with Agency and university
personnel, as well as vendors and contractors.

Knowledge of and ability to interpret administrative management
policies, procedures, and operating guidelines and to implement
them in accordance with existing laws, regulations, and policies.

Administrative M anagement
Communications Management
Facilities M anagement
Financial Management
Human Resour ce M anagement
Procurement Management
Property Management

Systems/Technology M anagement

TRAINING RESOURCES:

Basics for Administrative Management; Basic Communication
Skills; and Basic Accounting
USDA Graduate School

FFIS, LOTS, and SAMS; TRVL; Travel Rules and
Regulations Training

In-House Training (Financia Management Division) and
National Finance Center

Basic Grants and Agreements Training

Management Concepts, Inc.

Basic Procurement; Basics for COR; Federal Acquisition
Training; and Basics for Property Management and Fleet
Management

Management Concepts, Inc.

USDA Graduate School

LAO Personnel Management Workshop
In-House Training (Office of the Deputy Administrator, AFM)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

STAR, PINQ, Workplace Violence, and Ethics Training
In-House Training (Human Resources Division/L ocation)

PCMS Training

In-House Trai ning (Procurement and Property Division)
ARIS

In-House Training (National Program Staff)

WordPerfect, GroupWise, Lotus Notes, and Basic Presentation
Graphics

In-House Training (Information Technology Division)
DEVELOPMENTAL RECOMMENDATIONS:

Consider course in Creative Problem Solving

Shadow a Senior Level Location Administrative Officer
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LOCATION ADMINISTRATIVE OFFICER —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of administrative areas such as human resources, general
services, budget and fiscal, procurement and contracting, and
property management in order to plan and organize the
administrative functions of an office or organizational unit.

Knowledge of and ability to interpret administrative management
policies, procedures, and operating guidelines and to implement
them in accordance with existing laws, regulations, and policies.

Knowledge of Federa procurement, purchasing, and contract
administration including grants, agreements, and trusts.

Skill in communicating effectively with Agency and university
personnel as well as vendors and contractors.

Skill in computer software to prepare budget packages, inventories,
administrative reports, and documents.

Ability to advise on budget and fiscal management including
budget development, analysis of fund expenditures, and
reconciliation of accounts.

Administrative M anagement
Facilities Management
Financial Management
Human Resour ce M anagement
Procurement Management
Property Management

Systems/Technology M anagement

TRAINING RESOURCES:

Project Management
USDA Graduate School
Management Concepts, Inc.

Strategic Planning
USDA Graduate School
Management Concepts, Inc.

Creative Problem Solving; Budget Formulation;
and Personal Property Utilization and Disposal
USDA Graduate School

Basics for Safety and Health
In-House Training (Facilities Division)

ARMPS Training
In-House Training (Financial Management Division)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Conflict Resolution, Workplace Violence, and Ethics Training
In-House Training (Human Resources Division/Location)

Supervising Problem Employees
American Management Association

Field Acquisition Training
Management Concepts, Inc.
USDA Graduate School

DEVELOPMENTAL RECOMMENDATIONS:

Consider training courses in the following areas:
Introduction to Employee Development
Management Analysis
Statistics for Management Improvement

Shadow a Senior Level Location Adminigtrative Officer
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LOCATION ADMINISTRATIVE OFFICER — ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Advanced knowledge of a broad complex range of principles,
concepts, techniques, and practices o management and skill in
applying this knowledge to difficult problems and complex work
assignments.

Detailed knowledge of administrative regulations pertaining to
procurement, contracting, personnel, budget and fiscal, property,
ADP, safety and health, facilities management, computer services,
and office services along with the ability to apply this knowledge to
unprecedented work situations and to provide technical advice and
assistance to management officials.

Broad knowledge of the mission and functions of ARS, together
with an in-depth knowledge of each location, work site or project:s
research program to effectively participate in daily operations and
overall planning.

Ability to advise and counsel management, staff, and employees on
substantive and procedural matters within the full range of
administrative matters, including human resources, general
services, budget, and fiscal administration.

Ability to analyze, develop, administer, monitor, coordinate, and
evaluate programs and procedures involved in operating and
maintaining a variety of special use and multi-use Government
buildings and facilities as well as university leased property and
space.

Ability to direct an administrative and facilities management
program through subordinate personnel , including a wide range of
knowledge of the principles of supervision and concepts,
techniques, and practices of management.

Ability to express onesdlf logically, concisely, and persuasively in
both oral and written form to secure understanding and support
from program and other officias.

Administrative M anagement
Communications Management
Financial Management

Human Resour ces Management

Procurement Management

TRAINING RESOURCES:

Time Management Cour ses
Management Concepts, Inc.
USDA Graduate School

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Communications (Advanced)

Advanced Briefing Techniques and Managing Other Peoples
Writing

USDA Graduate School

L ong-Range Financial Planning Training
Administrative Management Association

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Federal Acquisition Training

Management Concepts, Inc.
USDA Graduate School

DEVELOPMENTAL RECOMMENDATIONS:

Consider training courses in following areas:
AAO Intermediate Management Analysis
Multicultural Diversity
Public Speaking
Strategic Planning

Shadow a Senior Level Location Administrative Officer
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OFFICE AUTOMATION CLERK/ASSISTANT
GS-326

This series includes all positions the primary duties of which are to perform office automation work that includes word
processing, either solely or in combination with clerical work, when such work is performed in the context of genera
office clerical support. Also included are positions that supervise work characteristic of this series when the knowledge,
skills, and ahilities for general office automation support work are essential requirements of the supervisory position.
Positions in this series require: (1) knowledge of general office automation software, practices, and procedures; (2)
competitive level proficiency in typing; and (3) ability to apply these knowledge and skills in the performance of general
office support work.
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OFFICE AUTOMATION CLERK/ASSISTANT — ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of secretarial and clerical occupational requirements and
procedures.

Skill in interpersonal communications.
Knowledge of stateof-the-art office procedures.
Skill in secretarial/clerical functions such as making travel

arrangements, completing time sheets, making credit card
purchases, etc.

Administrative M anagement
Communications Management
Financial Management
Human Resour ce M anagement
Procurement Management

Systems/Technology M anagement

TRAINING RESOURCES:

Better Office Skills and Service
Fred Pryor

Basic Communications Skills; Essentials of English;
Interpersonal Communications; and Telephone Service Skills
USDA Graduate School

TRVL and Basic Travel Rules and Regulations
In-House Training (Financial Management Division)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

STAR, Workplace Violence, and Ethics Training
In-House Training (Human Resources Division/L ocation)

PCMS
In-House Training (Procurement and Property Division)

ARIS
In-House Training (National Program Staff)

WordPerfect and GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:
Planning for Career Advancement
Shadow a Senior Level Secretary
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OFFICE AUTOMATION CLERK/ASSISTANT —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Skill in organization and coordination of office work.

Knowledge of how to develop, process, and recommend
improvements to the administrative process.

Ability to write clear and logical reports and correspondence.
Ability to analyze office procedures.

Skill in operating a personal computer and application of various
software packages.

Administrative M anagement
Communications M anagement
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Creative Problem Solving
American Management Association

Time Management; Letter Writing; Listening and Memory
Development; Proofreading; and Report Writing

SMART Center

USDA Graduate School

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Basic Graphics Skills and Basic I nternet Skills

SMART Center
USDA Graduate School

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Senior Level Secretary
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OFFICE AUTOMATION CLERK/ASSISTANT — ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Ability to interpret and carry out difficult assignments.
Ability to design and present well-developed briefings.
Ability to provide guidance and information on administrative

processes to al levels of Agency personnel, other government
agencies, and customers.

Communications Management
Financial Management

Human Resour ce M anagement

TRAINING RESOURCES:

Dealing with Angry Customers
SMART Center
USDA Graduate School

Federal Budgeting for Non-Budget Personnel
USDA Graduate School

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Senior Level Secretary




SECRETARY
GS318

This series includes all positions the duties of which are to assist one individual, and in some cases the subordinate staff
of that individua, by performing general office work auxiliary to the work of the organization. To be included in this
series, a position must be the principal office clerical or administrative support position in the office, operating
independently of any other such position in the office. The duties require a knowledge of clerical and administrative
procedures and requirements, various office skills, and the ability to apply such skillsin away that increases the
effectiveness of others. The duties do not require atechnical or professional knowledge of a specialized subject-matter
area.
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SECRETARY —ENTRY LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Knowledge of secretarial and clerical occupational requirements and
procedures.

Skill in interpersonal communication skills.

Ability to assist management in applying stateof-the-art office
procedures.

Skill in secretarial/clerical functions such as completing time
sheets, ordering supplies, making travel arrangements, preparing
general correspondence, etc.

Skill in operating a personal computer and using required
applications.

Administrative M anagement
Communications Management
Financial Management
Human Resour ce M anagement
Procurement Management

Systems/Technology M anagement

TRAINING RESOURCES:

Better Office Skills and Service
Fred Pryor

Basic Communications Skills; Essentials of English;
Interpersonal Communications; and Telephone Service Skills
USDA Graduate School

TRVL and Travel Rules and Regulations
In-House Training (Financial Management Division)

Civil Rights
In-House Training (Equal Employment Opportunity Office)

STAR, Workplace Violence, and Ethics Training
In-House Training (Human Resources Division/L ocation)

PCMS Training
In-House Training (Procurement and Property Division)

ARIS
In-House Training (National Program St&ff)

WordPerfect, MSWord, and GroupWise
In-House Training (Information Technology Division)

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Senior Level Secretary
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SECRETARY —INTERMEDIATE LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Skill in organizing and planning the workflow of an office.

Knowledge of developing, processing, and recommending
improvements to the administrative process.

Skill in writing clear and logical reports and correspondence.

Ability to analyze office procedures and make suggestions to their
maintenance and improvement to managers.

Skill in operating a personal computer and application of various
software packages.

Skill in both written and oral communications.

Skill in tracking and maintaining budget systems and reconciling
accounts.

Administrative M anagement
Communications M anagement
Financial Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Creative Problem Solving
American Management Association

Time Management; Letter Writing; Listening and Memory
Development; Proofreading; and Report Writing

SMART Center

USDA Graduate School

Basics of Budget Tracking
Senior Level Secretary/Office Manager

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/L ocation)

Basic Graphics Skills and Basic Internet Skills
SMART Center
USDA Graduate School

DEVELOPMENTAL RECOMMENDATIONS:

Planning for Career Advancement
Shadow a Senior Level Secretary
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SECRETARY — ADVANCED LEVEL

Competencies

Developmental Areas

Training Resour ces and Developmental
Recommendations

Ability to interpret and carry out difficult assignments.

Skill in designing and presenting well-developed briefings.
Ability to provide guidance and information on administrative
processes to al levels of Agency personnel, other government

agencies, and customers.

Knowledge and ability to follow-through on documents,
correspondence, and other assignments to completion.

Advanced skill in both written and oral communications.
Skill in tracking and maintaining budget systems, reconciling

accounts, and providing guidance to other secretaries within the
organization on same.

Administrative M anagement
Communications Management
Financial Management
Human Resour ce M anagement

Systems/Technology M anagement

TRAINING RESOURCES:

Management Analysis
American Management Association
USDA Graduate School

Project Management; Stress Management; Dealing with Angry
Customers; and Federal Budgeting for Non-Budget Personnel
SMART Center

USDA Graduate School

Civil Rights
In-House Training (Equal Employment Opportunity Office)

Workplace Violence and Ethics Training
In-House Training (Human Resources Division/Location)

Power Point 6
In-House Training (Information Technology Division)

Advance Desktop Publishing Software
USDA Graduate School

DEVELOPMENTAL RECOMMENDATIONS:

Supervisory Training

ARMPS Training

Developmental Detail Assignments
Project Management Training
Shadow a Senior Level Secretary
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‘SPECIFIC TRAINING RESOURCES ‘

ARIS

Contact: Jll Stetka
Nationd Program Staff
5601 Sunnyside Avenue
Bdtsville, MD 20705
Telephone: 301-504-4581

Cooper ative Resolution Training
Contact: Pat Frick

Human Resources Divison

5601 Sunnyside Avenue

Bdtsville, MD 20705

Telephone: 301-504- 1450

Employee Development Training
Contact: Marianne Plumb

Human Resources Divison

5601 Sunnyside Avenue

Bdtsville, MD 20705

Telephone: 301-504-1470

Website: www.afm.ars.usda.gov/divisons

hrd/hrdhomepage/eds/eds.htm

IT Training (new required applications only)

Contact: Kirk Webber
Information Technology Divison
5601 Sunnyside Avenue
Bdtsville, MD 20705
Telephone: 301-504-1064

PCMS Training

Contact: Pam Rogers

Procurement and Property Divison
5601 Sunnyside Averue

Bdtsville, MD 20705

Telephone: 301-504-1741

REE SMART Center
Contact: Anita Kopman

Human Resources Divison

5601 Sunnyside Avenue
Bdtsville, MD 20705
Telephone: 301-504-1428

Retirement and Benefits Training
Contect: Carol Phillips

Human Resources Divison

5601 Sunnysde Avenue

Bdtsville, MD 20705

Telephone: 301-504- 1505

Safety and Health Training (Basic)
Contact: Terry Roark

Fadilities Divison

5601 Sunnyside Avenue

Bdtsville, MD 20705

Telephone: 301-504-1248

STAR

Contact: Denise Corhitt
Human Resources Divison
5601 Sunnyside Avenue
Bdtsville, MD 20705
Telephone: 301-504-1443

Travel Training (RuleRegy
On-Line)

Contact: Linda Mahoney
Financia Management Divison
5601 Sunnyside Avenue
Bdtsville, MD 20705
Telephone: 301-504-1307
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‘NATIONAL TRAINING RESOURCES ‘

American Management Association

1601 Broadway

New York, NY 10019
Teephone: 1-800-262-9699
Website: www.amanet.org

CareerTrack/Fred Pryor Seminars
9757 Metcdf Avenue

Overland Park, KS 66212
Teephone: 1-800-556-2998
Website: www.€etrain.com

Global Knowledge

P.O. Box 1039

Cary, NC 27512

Phone: 1-800-COURSES

Website: www.globa knowledge.com

Graduate School, USDA
Website: www.grad.usda.gov/

= Nationd Capitd Training Center
Telephone: 202-314-3400

= Center for Applied Technology
Telephone: 202-314-3600

»  Midwest Training Center
Telephone: 312-353-2919

» Northeast Training Center
Telephone: 215-861-4700

» Pacific Training Center
Telephone: 808-523-1650

= Southeast Training Center
Telephone: 404-331-3488

= Southwest Training Center
Telephone: 214-767-8245

»  Wedern Training Center

Learning Tree International
1805 Library Street
Reston, VA 20190-5630
Telephone: 1-800-843-8733
Website: www.learningtree.com

M anagement Concepts
8230 Leesburg Pike

Suite 800

Vienna, VA 22182
Telephone: 703-790-9595

Webdte: www.managementconcepts.com

National Finance Center
13800 Old Gentilly Road
New Orleans, LA 70160-0001
Information Center: 504-255-5370
Webste: www.nfc.usda.gov/

Office of Personnel M anagement

Management Development Center

Phone 1-888-676-9632
Website: www.leadership.opm.gov/

Orange Technologies, Inc.
13 First Field Road
Gaithersburg, MD 20878

Telephone: 301-840-2220/1-800-895-8008

Website: www.orangetechinc.com

Padgett Thompson
11221 Roe Avenue

Leawood, KS 66211
Telephone: 1-800-255-4141
Website: www.ptseminars.con/




Telephone: 415-281-7025
= National Independent Study Center
Telephone: 303-236-8500

NATIONAL TRAINING RESOURCES (continued)

SkillPath Seminars

6900 Squibb Road

P.O. Box 2768

Mission, KS 66201-2768
Teephone: 1-800-873- 7545
Webste: www.skillpath.com
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