PROGRAM SUPPORT ASSISTANT (Environmental Health/OA)

GS-0303-05

I.
INTRODUCTION


The mission of the Uniformed Services University of the Health Sciences (USUHS) is to provide the highest quality education programs in the health sciences to those selected individuals who demonstrate dedication to a career in the health professions in the Uniformed Services.  The USUHS is authorized to grant appropriate advanced academic degrees and has established postdoctoral, postgraduate, and technological institutes.  Programs in continuing education for military members of the health professions have been established so that the highest standards of health care may be maintained within the military medical departments.  The USUHS must be responsible to the overall educational needs of the Military Departments relating specifically to the preparation of individuals for careers in the health professions. The USUHS is developing programs designed to recruit and retain superior health science professionals as faculty and researcher, and to ensure maximum utilization of the health science labor force, facilities, and equipment available within military medical departments worldwide.  


This position is located in the Uniformed Services University of Health Sciences, F. Edward Hebert School of Medicine, Office of the Assistant Dean for Teaching and Research Support (TRS), Department of Environmental Health and Occupational Safety (EHOS).  In concert with the training mission of USUHS, an aggressive research program in the medical sciences is maintained; and in this capacity, employees of the university may be exposed to various hazardous materials, agents and conditions.  It is the responsibility of EHOS to identify, monitor and mitigate any such health threats.  This is accomplished by maintaining an effective industrial hygiene program, a radiation safety program, and occupational health program.


The purpose of this position is to provide administrative support 

and assistance for the Radiation Safety Program; management assistance 

to the Director of EHOS; administrative assistance to the EHOS staff; 

and coordination procedures for scheduling and monitoring program 

activities, including meetings of the Radiation Safety Committee.

II.
MAJOR DUTIES

1.  PROGRAM SUPPORT

The incumbent accesses the College and University Financial System 

(CUFS) to verify orders for radioactive materials placed into CUFS by 

users/principle investigators (PIs); verifies that orders are for 

approved radioisotope, chemical form, and ensures that the maximum, 

allowable activity is not exceeded.  Contacts departments concerning 

routine errors or problems occur; determines nature of problem; and 

recommends standard corrective actions, referring unfamiliar and non-

standard problems to the supervisor or designee.  


Prepares radioactive material issue-sheets when radioactive 

materials are received and ensures timely pick-up by personnel from 

other departments; and enters pertinent information into the computer 

tracking system.  Receives radioactive materials-logs from users when 

use of materials is completed.  Enters use-data into the tracking system 

for close-out.


Receives inquiries concerning radioactive waste-handling, safety, 

procedures.  Provides response to routine inquiries and refers more 

complex or unfamiliar inquiries to the appropriate EHOS personnel for 

action.


Maintains schedules for use of irradiator and radioiodination 

hoods used by all researchers authorized by the Radiation Safety 

Committee (RSC); and insures that requested hoods are available.  

Ensures that access to roof tops of buildings is prohibited where 

radioiodination is being performed.  Coordinates all such use with all 

offices that employee individuals who are authorized to access roof 

tops, such as facilities.  When problems arise, determines whether they 

may be handled independently or referred to other EHOS personnel.


Provides administrative support to the RSC.  Arranges meeting 

locations and times, and contacts PIs who must make submissions.  

Receives and reviews PIs' agenda items; collates information packets, 

sends copies to RSC members.  Takes notes during meetings; and prepares 

letters to PIs on action taken regarding their submissions.  Maintains 

records of Radioisotope Experimental Authorizations (REA) issued by the 

RSC, and ensures that required renewals, with modifications/changes made 

by the RSC, are performed in a timely manner.

2.  ADMINISTRATIVE SUPPORT


Accesses the Computerized University Financial System (CUFS) for 

input and update.  Monitors the EHOS budget and status of expenditures.  

Compiles information and prepares a report for supervisory review to 

determine available funds and their allocation.  Reviews 

budget/materials requests for accuracy, and submits to the Director for 

approval.  Follows-up with administrative offices to insure timely 

action on requests.  Ensures preparation of various recurring and 

special administrative reports and maintains a system of tracking such 

things as service and maintenance requests.


Determines what issues can be handled independently, and briefs 

supervisor on problems/discrepancies.  Ensures preparation of various 

recurring and special administrative reports and maintains a system of 

tracking such things as service and maintenance requests.  Ensures that 

numerous requests for action are completed in a timely manner.


Reviews incoming correspondence; maintains suspense records; and 

reviews outgoing correspondence for appropriate format.  Compiles and 

assembles background material for reports/briefings/meetings.  Utilizes 

familiarity with scientific and medical terminology in preparation of 

correspondence using Personal Computer (PC) word-processing software.  

Ensures correct punctuation, capitalization, spelling, grammar, and 

conformance to style.


Organizes and maintains office files, including USUHS Instructions 

and Department standard operating procedures, in accordance with DoD 

regulations, to facilitate their use and disposition; establishes 

procedures for complete documentation of filing system.  Assures the 

preservation of permanent records and the systematic disposal of all 

others.  Enforces the retention of files in accordance with regulations, 

including records and logs showing the status of actions and 

correspondence.  Ensures that files include all required documents and 

that all documents are properly signed. 


Receives visitors and answers phone calls.  Performs other duties 

as assigned.

III.
FACTORS

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION


Knowledge of radiation program and other department programs 

sufficient to screen requests for information, personally provide 

routine information from files and records; advise on established 

administrative support procedures used to obtain information; and refer 

non-routine requests to the appropriate staff member.


Knowledge of various USUHS programs and familiarity with their 

functions to effect administrative support procedures in a timely 

manner.

Knowledge of the CUFS for maintenance of inventories and for support of 

department programs.


Knowledge of internal control methods and procedures.  Knowledge 

of the duties, priorities, and commitments of the staff to prepare 

reports.


Knowledge of program correspondence requirements and preparation, 

and various report formats and styles.  Knowledge of the use of:  an 

electronic typewriter; electronic telecommunications for use of bulletin 

board and electronic mail systems on the VAX computer system; 

microcomputer, word processing, and computer software for data base 

management.  A fully qualified typist is required.

FACTOR 2.  SUPERVISORY CONTROLS


The supervisor defines objectives, priorities, and deadlines; and 

provides instructions for unfamiliar assignments.  


The incumbent plans and carries out familiar work of the office 

independently, using initiative to resolve problems based on training 

and experience. Refers unusual problems to higher grade staff members or 

to the supervisor.  


Review of work is to ensure that the  completed work is processed 

in a timely manner and in accordance with established procedures and 

policy.

FACTOR 3.  GUIDELINES


Guidelines include DoD regulations, operating policies of the 

University, operating policies of the department, manufactures manuals, 

precedents, dictionaries, instructions concerning correspondence such as 

format and the contents of files, as well as USUHS guidelines for 

handling biohazardous and radioactive wastes, and sensitive information.  

Guides also include standing, unwritten instructions concerning such 

matters as which member of the staff will handle various assignments.  


The incumbent uses judgment to determine appropriate guidelines 

and adapt guidelines to fit specific situations.  The incumbent is 

responsible for knowing which guide applies, referring problems to the 

supervisor or higher grade administrative personnel when they clearly 

are not covered by exiting guides.

FACTOR 4.  COMPLEXITY


The employee performs duties that require procedures which involve 

various steps and choices in support of the department programs, 

including such duties as providing or following-up on requests for 

information  and material.  


Decisions regarding what needs to be done involve various choices 

to be made in a timely manner and require the incumbent to recognize the 

existence of and differences among established procedures and clearly 

recognizable situations.  


Actions to be taken or responses to be made differ in such things 

as the sources of information, the nature of problems or issues to be 

handled, or matters that are factual in nature.

FACTOR 5.  SCOPE AND EFFECT


The purpose of the work is to carry out specific procedures which 

are most often segments of broader projects and program issues.  


The work affects the acceptability and reliability of further 

processes; and the degree to which the department staff performs and the 

department program operates smoothly is dependent upon the quality of 

program assistance provided by the incumbent.

FACTOR 6.  PERSONAL CONTACTS

Contacts are with faculty and staff, students, administrative support at 

all levels within USUHS and outside; and vendors, in moderately 

structured situations.  The ability to use tact and diplomacy are 

mandatory in personal contacts.   

FACTOR 7.  PURPOSE OF CONTACTS


Contacts are for exchange of information, resolution of problems, 

coordination of support services, to set up meetings or arrange travel. 

Incumbent must advise on operating program or program administrative 

procedures related to projects and regulatory requirements, and other 

work efforts to ensure that requirements are met, reports, and other 

work is completed within deadlines.

FACTOR 8.  PHYSICAL DEMANDS


Work requires some walking, standing, bending, and carrying of 

light items such as books, papers and office supplies.  No special 

physical qualifications are required to perform the work.

FACTOR 9.  WORK ENVIRONMENT


Work is performed in storage areas, offices, meeting rooms, and 

laboratories.

