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Principal Objective

FPleaze type the principal objective in the box below, There is a limitation of 400 characters (including
spaces and punctuations) for this field.

rite & PD ﬂ

¢

Bock

Save 'In prooress’ PT

ACS Home = ACS Help m Logoff ® Main Menu ® OHRM Search ® OHRM Home



Select Career Path

 ZP Scientific and Engineering

C ZT Scientific and Engineering Technician
® ZA Administrative

. Z3 Support

Career Path Description

Adwministrative: two—-grade interval positions 1in o
such administrative and managerial fields as
finance, procurement, personnel, librarianship,
public information, and program management and
analysi=; =student pozitions for training in these :j

~ave 'In progress PD




Select Series

Series Title

0301 Administratve Specialist

Series Description

Performs or manages administrative work not :J
clagsifiable in & more specific series. Reguires
analytical ability, Jjuddgment, discretion, and

knowledge of a substantial body of adwinistrative or
program principles, concepts,; policies;, and Dhjecti?es.:j
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Select Band

EBand Hurmber

P—— -

General Duties and Responsibilities for Selected Band:

Serves as the policy & planning auth. & the o
expert advisor to Cop managers & outside
officials on a mwogmt. function or mwajor extratmaral
programm for a bureasu or mwajor line component:
dewvelops recommend=s, &£ implewments policies that :j

Knowledge, Skills and Abilities for Selected Band:

Lduthoritatiwve mastery of all aspects of a maljor s
management funhction, incl. concepts, laws, &

public policy issues; ability to assess the
rolitical £ institutional environment: ability to
analyze & relate complex wariabhles to a specific :j
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Select Official Position Title

Cffclal Poalton Tis

I Administrative specialist j

Tt Cecripton

Performs or manages admwministrative work not

save [n progress’ PI

classifiable in another occupational series.



Select Specialty Descriptors

1. Search for Specialty Descriptors

Use one or more of the search methods below to find specialty descriptor codes related to your position.

Click the radio button next to the search method, To search by Series Family, select the =series family from the
list box. To search by keyword, type in a keyword and click 'Search Now!'. The Keyword search will search
by m=atching roots or word prefixes in Specialty Descriptor titl=.

After 3 search method has been determined scroll down to #2 Add up to 2 Specialty Descriptors. Click on
the Specialty Descriptor Code and Title drop box. Select 2 descriptor to wiswy.

& by Series Mumber 0301
0 by Series Family | oelect a Sernes Family j

by Keywiord I search Mow |

2. Add up to 3 Specialty Descriptors

Selaect a specialty descriptor from the pick list and click ADD to add it to the selection box in section 3.

Specialty Descriptor Code and Title

select Specialty Descriptor (2

select Specialty Descriptor - |

030100 International Standards Administratiee Specialist

030101 Hahbitat Folicy —_l
030131 Telecommunications Standards Support =

030151 Architectural and Faciliies Management
030162 Confidential Liaizon

030163 Financial Disclosure Repors

030164 Human Resources Automation Sywstems
030170 Operations Policy -

030175 Institute Operational Folicies

1030180 Operations Management -




2. Add up to 3 Specialty Descriptors

Select 3 specialty descriptor from the pick list and click ADD to 2dd it to the selection box in section 3.

Specialty Description

Anticipates management problems and devises LA
solutions in the form of operational policies to
ensure that the technical programwms are carried

out with mwaximun efficiency and adhere to
established laws and regulations. ITdentifies= :j

Add Specialty Descriptor

3. Confirm Selections

‘four selections appear belows. To delete 5 selection, highlight it and click OELETE.
Click DOME when you are finished.

Selected Specialty Descriptor=s

Delete Selaection Cone I

mave 'In prooress' D




Key Phrases

Flease type position-specific key phrases inthe box below, There is a limitation of 400 characters
[including spaces and punctustions ) for this fisld.

Thiz iz an unlikely combination of duties. ﬂ

e
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Supervision Exercised

" Less Than 25% - Employes does not meet supenvisor itling
Critera.

¢ Greater Than or Equal to 25% - Employee performs full range of
supervision at least 22% of the time.
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Supervisory Responsibilities

Does the employee perform technical and admitistrative supervision that includes, as a
mdtutran, all of the following?

h o D B

e

e

o

Acsgigng and rewviews wotk daily, weekly, or monthly.
Assures production and accuracy reguirements are met.
Approves leawve.

Erraluates work petformance of subordinates.

Exercizes four or five of the following:

Platis work to be accomplished by subordinates, sets and adjusts short-term
priorities, and perpares schedules for completion of work,

Aozsigns wotk to subordinates based on priorities, and prepares schedules
for completion of work.

Gives adwice, counsel, or instractin to employees on both wotk and
administrative matters.

Interviews candidates for positions in the vt recomends appointment,
promotion, or reassigrunent to such positions.

Hears and resolves complaints from employees, referring group grievances,
anid more serious wresolved complaints to higher lewvel supetvisor or
matiager.

Effects minor disciplinaty measures, such as warnings and reprimands,
recomemeniding other action in more seriowls cases.

Identifies dewvelopmental and training needs of employees, providing or
arratizing for needed dewvelopment and traiting.

Finds ways to anprove production or increase the guality of the work
directed.

Dewelops petformance standards,

“*r’esl Mo |
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Employee Name (leave blank for vacancy)

Employee Last Name:

Employee First Name:

Employes Middle Initial

save nprogress P




Position Requirements

Dioes this position require the aperation of a Federal -~

i ‘0
motar vehicle? Yes Mo

|5 this position involved in activities requiring
submission of SF450, Confidential Financial " Yes & pg
Disclosure Form?

Dioes this position have physical requirements ather
than those identified in SF177, Statement for i Yes  hg
Fhysical Ability or Light Duty Work?

mawve 'In prooress’ PL




Position Sensitivity

Lewvel of Sensitivity

I Monctitical sensitive ‘ﬂ

sensitivity Description

Position with potential for 30ME To 3ERICUS |-
DAMAGE to national security, including aposition
with accesz to CONFIDENTIAL or SECEET national
security mwaterials or with duties that may —
adversely affect agency national security v

o o>
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Review Screen

ACHE: 510020020141 Preparation Date: s/5/2002
Org. Name: OFFICE OF THE SECRETARY
Line Office:

Edit | Incumbent Name: “ACARMNCY

Edit | Career Path: 72 Series: 0301 Band: 4

Edit | Title: Supervisory Miscellaneous Administration

Edit | Principal Objective:
YWiite a PD

Series Definition:

Ferforms or manages administrative work not classifiable in a more specific
series. Requires analytical ability, judgment, discretion, and knowledge of a
substantial baody of administrative or program principles, concepts, policies,
and objectives.

General Duties and Responsibilities:

merves as the policy & planning auth. & the expert advisor to top managers &
outside officials on a mgmt. function or major extramural program for a bureau
ar major line component; develops recommends, & implements policies that
lead directly to the accomplish. of major programs; or serves as the principle
admin. advisor to the head of a major line component with operational
respons.for budget, proc., personnel, &for other admin. functions; or spends at
least 25% of time superv. a signif. workload of admin. work, at least 25% of
which has career ladder to PE Il




Knowledge, Skills, and Abilities:

Edit

Autharitative mastery of all aspects of a major management function, incl.
concepts, laws, & public policy 1ssues; ability to assess the political &
institutional environment; ahility to analyze & relate complex variables to a
specific palicy issue and frame feasible aptions; and ability to represent the
organization and present controversial 1ssues and recommendations orally and
in writing; or ability to perfarm the full range of supervisory functions, including
planningfassigning/reviesing wark, providing or arranging training &
development; and evaluating performance.

Incumbent's Supervisory Responsibilities:

Employee performs full range of supervision at least 25% of the time.

Specialty Description(s):

Edit

Edit

Edit

99999 Mo specialty descriptors for this position,
Position-Specific Key Phrases:

This iz an unlikely combination of duties.

Position Requirements:

There are no special requirements for this position.
Position Sensitivity:

This is & Noncritical sensitive position.

Back ( Save and Return to PD Display )
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Your position description has been saved

ACH: 510020020142 Preparation Date: &/7/2002

Org. Name: OFFICE OF THE SECRETARY
Line Office:

Incumbent Hame: vACANCY
Career Path: 72 Series: 0301 Band: 4
Title: Supervizory Administrative Specialist

Principal Objective:
Wirite & PD

Series Defintion:

Performs or manages administrative wark not claszifiahle in a more zpecific zeriez. Reguires
analytical akilty, judament, dizcretion, and knowledge of a substantial body of administrative ar
program principles, concepts, policies, and objectives.

General Duties and Responsibilities:

zerves a2 the palicy & planning auth. & the expett advisor to top managers & outzide officials
an a mamt. function ar major extramural program for a bureay of major line component;
develops recommends, & implements policies that lead directly to the accomplish. of major
programs; or serves as the principle admin. advizor to the head of a major line component with
operational respons for budget, proc., perzonnel Zfor ather admin. functions; or spends at least
25% of time supery. a signif. workload of admin. work, at least 25% of which has career
ladder to PE .



Hnowledge, Skills, and Abilities:

A thoritative mastery of all aspects of a major management function, incl. concept=s | laws, &
public policy izsues,; ability to assess the political & institutional environment,; akbility to analyze &
relaste complex variables to a specific policy izsuse and frame feasible options; and akility to
represzent the organization and preszent comtroversial iszsues and recommendations arally and in
weritimg;, ar akility to perform the Tull range of supervisory functions, inclhuading
planningfassigningSJgeviewing work; providing ar arranging training & desvelopment; and
evalusting performance.

Incumbemnt’s SupernAasorny Responsibilities:

Employese perform= full range of supervision at least 259 of the time.
Speciabhy Descripionis):
022110 Fosition Classification

Prowides adwvice on the classification of po=sitions according to kind of wwork, degres of
reszponsibility, qualification requirement s, and other factors described in the Position
Classification Procedures;, maintains position classification records, which describe appropriste
pay =vstems, occupational groupings, titles, career path=s, and pay bands.

O20170 DOperations Foalicy

Arnticipates managemeaent problems and devises solution= inthe form of operational policies to
enzure that the technical programs=s are carried out w»wwith maximum efficiency and adhere to
establizhed lawes and regulations | ldentifies internal barriers to produactivity, designs action
plans 1o overcome these barriers and provide organizational mechanisms 1o optimize research
crestivity .

200310 Supply Prodram Managerment

hManages a supply program of several technical supply functions;, analvzes, develops,
evaluate=, and promotes improvement=s in the policies, plans, method=s, procedures, systems=,
and technigque= of a supply activity .

Position-Specifiic ey Phrases:

Thi= i= an unlikely =t of duties
Position Regquirements:

There are Nno zpecial regquiremenrts for this position.
Position Sensitnoity:

Thi= i= a Honcritical sensive po=sition.
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