GS-7 Secretary Sample

Critical Element 1. Office management 

Major Activities:

· Receives telephone calls and Branch visitors, personally answers routine office questions, refers visitors/callers to appropriate staff member as needed  

· Handles incoming mail personally or attaches background information as needed and routes to appropriate staff members to handle

· Takes care of office supplies 

· Maintains Branch records/files

· Maintains Division Head’s calendar, provides Division Head with necessary materials for meetings

Supplemental Measures: With few exceptions, work is routed appropriately and in a timely manner, questions are answered in a complete and accurate manner.  Branch office supplies are maintained at an adequate level and records and files are easily retrieved.  Calendar is maintained in an accurate and complete manner and division head is provided with appropriate materials with few exceptions.

Critical Element 2.  Receives, develops, reviews, and maintains office correspondence 

Major Activities:

· Reviews and routes correspondence to appropriate staff member or supervisor

· Maintains necessary controls on correspondence, following up as required

· Reviews correspondence prepared for division chief’s signature for grammatical accuracy, clarity and conformance with policy and revises as needed

· Prepares/types correspondence, reports, etc.

· Assists others in administrative and procedural matters and the proper operation of word processing equipment

Supplemental Measures: With few exceptions, work is routed appropriately and in a timely manner and follow ups insure no adverse effect on office operations.  With few exceptions, work is completed within the requested time-frames.  Whenever deadlines cannot be met due to a conflict in priorities the division head is advised timely so that conflict can be resolved without negative impact on the office operations.  Work is typically accurate and complete.  Assistance provided is adequate and appropriate to the intended purpose.  Work is returned to the employee for correction of errors (including typographical, grammatical, format, proper assembly of materials, incorrect data, etc.) no more than 2 out of 10 documents.

Critical Element 3.  Administrative Support

Major Activities:

· Data base/computer duties?

· Sets up conferences, arrange travel, prepare orders, itineraries, and vouchers

· Prepares time cards

· Prepares training forms?

· Filing?

Supplemental Measures:  Work is typically accurate and complete and submitted within the requested time-frames.  Whenever deadlines cannot be met due to a conflict in priorities, the division head is advised timely so that conflicts can be resolved without negative impact on the office operations.  Material filed should be easily retrieved with no more than 2 out of 10 failures of quick retrieval for material requested.  Prepares travel orders and vouchers and makes all necessary arrangements with minimal assistance.  No more than 3 untimely or incorrect actions per 10 work products.

