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Office of Administrative Services
Administrative Support Assistant, GS-344-10

INTRODUCTION -

This position is located in the Office of Fair Housing and Equal Opportunity (FHEO),

 Office of the Deputy Assistant Secretary for Operations and Management, Office of -

Management and Planning, Budget and Administrative Support Division. The Budget
and Administrative Support Division is responsible for coordinating and providing
human resources and management and administrative services for the organization. The
Division services both Headquarters and the Field through administration of personnel
services, employee training and technical assistance, and administrative support, ’
including space management, telecommunications services, development and distribution
of publications, and directives and forms management. The Division provides advisory
and technical services to headquarter and field management and staff on issues involving

personnel an/or organizational changes and other administrative related issues. -

The incumbent performs substantive technical and administrative duties. Duties require

day-to-day working relationships with headquarters and field staff as well as a thorough
knowledge of the functions within the area of responsibility of the Budget and

- Administrative Support Division.

Duties and Respon51b111t1es:

Assists the Directives Management Officer with coordination and completion of activities -

related to the Information Collection Budget/Paperwork Reduction Act, the Departmental
Issuance Process, and publications.” Serve as the alternate Directives Management =

- Officer and responsible for distributing clearances according to subject matter. Assist
with replenishing, retrieving and distributing publications.

Reviews, compiles data and develops organization and management information. -
concerning FHEO staff and programs. Specific data includes weekly personnel action
status report and monthly staffing reports reflecting actual staffing figures compared to
allocations, such as ceiling numbers, occupational data, and retirement eligibility data,

Assists the Training Officer with the coordination of training activities.for FHEO staff in

Headquarters and the Field, which includes setting up meetings and conferences with
facilities and ensuring that materials are delivered timely for the training session.

Provide assistance in conducting software training, such as MSS Word, PowerPoint, and

" Excel for Headquarters staff.

Assist analyst responsible for organizational space management with scheduling
appropriate meetings with staff, management and union representatives, making
arrangements for space moves, and serving as a liaison between QAMS and FHEQ staff



Te

£

and management officials. Serves as an alternate contact for resolving space
management issues and coordinating space management activities.

- Assist in conducting analysis of physical properties, i.e., furniture and requisitioned

equipment assigned to staff in FHEO to ensure maximum utilization.

Leads, guides, and assists with the development of clerical staff within the Division.

- Performs a vanety of spec1a1 ass1gnments somet1mes on the’ basis of spemﬁc instructions

but more often with only a general outline of what is desired. Compiles and prepares.
recurring and special reports. Assumes responsibility for the preparation of artlcles
publications and reports.

Attends and participates in meetings with the D1v151on Director in which such i issues as
new initiatives, organizational changes, staff rea351gnments/real1gnments and

-management problems are discussed.

Assists in the development of directives and the design, development, documentation,
and implementation or various reporting systems. Performs typing work that calls for a
high degree of technical proficiency and substant1al fanuhanty w1th the program area for
which services are provided. :

Provides technical assistance to customers and potential customers on procedures and

program requirements. Validates text and data provided in customer-initiated documents '.

Conducts necessary research and analysis to respond to program inquiries.

Schedules meetings for the Division Director. Verifies agenda with the Division D1rector
and appropriateness of the agenda items. Ensures that all appropriate preparatory
materials have been received and forwarded to the Division Director or meeting invitees
as necessary before meetings are held. Attends and records the minutes of meetings.
Checks to ensure that commitments made at the meetings are met and keeps the Division
Director 1nformed

- Receives and screens correspondence, reports, etc., routed to the Division, personally

assuming responsibility for appropriate handling, disposition, or reply in select cases,
except those in which the Division Director or other staff members are known to be
personally 1nterested or those requiring policy decisions.

Prepares, verifies and submits Time and Attendance records: Conducts audits of Time
and Attendance records as needed. Prepares and distributes HQ TANDA reports to the
Division Director. Maintains appropriate, accurate and updated Time and Attendance

" records. .

Assists in preparing responses to control correspondence reports, mernoranda,
interrogatories, EEO complaints, and other personnel related inquiries. Reviews
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documents for accuracy and completeness and forwards documents to the ESC for ﬁnal
processing.

Provides administrative support, as needed in other personnel or adr_ninistrative' related

areas. -

Factor 1 - Knowledge Required

Knowledge of commonly used rules procedures and/or operations dealing with the
Departmental Issuance Regulatlons

Knowledge of FHEO policies, regulatlons actwmes and functxons in order to proV1de

appr0pr1ate gu1dance and assistance in responding to inquiries.
Ab1l1ty to make oral and/or written reports; give presentat1ons in a clear, concise manner.

Knowledge of administrative services pOllClCS and procedures in the areas of

-telecommun1cat1ons systems and space management.

Skill in researching, analyzmg, orgamzmg, and assernbhng data draw1ng conclus1ons and

. devising solut1ons to complex issues.

 Skill in using softw_are equipment, ie., MS -Word, Excel and PowerPoint.

Factor 2 — Supervisory Controls

The supervisor makes assignments by defining objectives, priorities, and deadlines when
necessary. The supervisor or senior staff members assist employee with unusual
situations, which do not have clear precedents.

The employee plans and carries out the successive steps and handles problems and
deviations in the work assignments in accordance with instructions, , policies, preV1ous
trammg, or accepted practices.

Completed work is usually evaluated for technical soundness, appropriateness, and
conformity to policy and requlrements The methods used in arriving at the end results

are not usually reviewed in detail.

Factor 3 — Guidelines.

Guidelines consist of Departmental manuals and handbooks, verbal and written .

instructions, policy directives and other publications governing administrative services.
- Guideline$ are not always applicable to specific assignments and requ1re interpretation

and application to appropriate situations. The employee exercises a'high degree of
initiative and judgment in interpreting and applying guidelines and procedures
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Factor 4 — Complexity

On a continuous basis the employee provide personnel action and staffing reports

. reflecting staffing figures, space management,equipment; training and publication

distribution. The decision regarding what needs to be done involves various choices
requiring the employee to recognize the existence of and differences among a few easily

* recognizable situations. Actions to be taken of responses to be made differ in such things

as the source of information, the kind of transactions or entries, or other differences of a
factual nature.

Factor 5 —Scope and Effect

The purpose of the work is to carry out administrative services for Headquarters and the
Field. This involves providing information, advice and recommendations to employees
and other officials within FHEO. Analyze and evaluate current policies and procedures
to determine a more efficient way to carry out the functions of the ofﬁcc and to support

. FHEO in meeting the goals and objectives.

Factor 6 — Persqnal Contacts A

Contacts are with employees, mahagcrs and supervisors throughout Headquarters and the .
Field. Outside contacts are gcnerally people en oaged in similar functions, missions, and
kinds of work.

Factor 7 — PUrpose of Contacts

Contacts are for the purpose of advising and/or clarifying information and instructions,"
reporting progress and problems. The employee rcprescnts FHEO in rncetmg W1th
ofﬁmals from othcr orgamzatlons :

o
v

' ,Factor 8 - thsical Demands-

The work is sedcnta.ry Extended penods for walking and standing are requ1red under
ccrtam circumstances.

Factor 9 - Work Environment :

The work is performed in an office setting. -



