PROGRAM SUPPORT ASSISTANT (OA)

GS-0303-06

I.
INTRODUCTION


The mission of the Uniformed Services University of the Health Sciences 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 University grants 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 University is responsible to the overall educational needs of the Military Departments relating specifically to the preparation of individuals for careers in the health professions.  The University 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 the Health Sciences, F. Edward Hebert School of Medicine, Department of xxxxxxxxxx.  The Department of XXXXXXXXXXX is a Basic/Clinical science department responsible for undergraduate medical student education, and graduate medical education.  Department personnel are located at .......  


The primary purpose of this position is to provide clerical administrative support to the Department faculty and staff.

II.
MAJOR DUTIES


Provides program budget support involving several grants and appropriated funds.  Maintains the status of requisitions and trouble shoots for problems associated with administrative, and research supplies for faculty and staff located at NNMC, WRAMC, and MGMC.  Uses the College and University Financial System (CUFS) to transmit Department requests for supplies and equipment for faculty members.  Performs monthly check-and-balance of program budget and ensures accurate reporting.  Keeps abreast of problems and resolutions resulting from the requisitioning of supplies, equipment, and the repair/maintenance of equipment.  Follows through on procurement initiatives to determine status, course of action to be taken, costs, receipts, delivery, shipment, and other charges incurred.  Compiles data, reviews for accuracy, and prepares reports used to review status of appropriated funds and grants.  


Serves as point of contact for numerous requests for reprints of articles. Contacts publishers via telephone, FAX machine, or through correspondence.  Orders reprints of articles from publishers and forwards to requestors.  Uses the CUFS to place orders and follows up until received.  


Handles problems that arise because of such things as vague descriptions, incorrect information provided in requests, requests for out-of-print information, etc.  


Responds to requests for information concerning Department programs, or use of correct procedures related to Department program elements, special projects, conferences/seminars.  Advises when the information can be furnished; provides readily available, authoritative information on procedures, operations, and policies related to non-technical issues; or follows up with staff to see that information is provided.  Reviews requests for completeness and clarifies conflicting information.  Refers unusual requests to supervisor or appropriate staff.


Reviews incoming correspondence and action documents to screen items that can be handled personally, and forwards the remainder to the staff for action.  Ensures timely and accurate distribution of correspondence to staff located at NNMC, WRAMC, and MGMC.  Also drafts letters of limited complexity based on a basic understanding of the issues involved.  Ensures correct punctuation, capitalization, spelling (including medical and scientific terminology), grammar, conformance to style.  


Applies knowledge of a variety of formatting and editing requirements for the production of correspondence and lengthy documents that require familiarity with scientific and medical terminology.  Using Personal Computer (PC) word-processing software, types correspondence, program and protocols, abstracts, memoranda, manuscripts, articles for journals, reports, grant applications and renewal applications, and other records in final from rough draft, notes, information taken from files or other printed material or own compositions using automated equipment such as the VAX system (bulletin board, E-mail), PC and word 

processing software, electronic typewriter.  Ensures correct punctuation, capitalization, spelling, grammar, and conformance to style.


Using the Learning Resource Centers automated database, performs information searches and compiles data.  Responds to staff requests for reproduction/duplication of scientific and research articles, manuals, journals, abstracts, reports used in the execution of program mission.  Tracks all requests (audio/visual requests, duplicating requests, and various work order requests) for services through administrative support and handles problems.  


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.  Ensures that files are properly located for maximal utilization with minimal duplication, assures the preservation of permanent records and the systematic disposal of all others.  Incumbent prepares and initiates an up-dated file listing to aid in centralizing the system and enforce the retention of files as necessary, 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. 

Performs other duties as assigned.

III.
FACTORS

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION


Knowledge of substantive USUHS and Department programs, policies, regulations and goals for program administrative assistance.  


Knowledge in the use of clear, correct and concise verbal and written communication to document and maintain detailed applicant and personnel records and files.  Ability to compose letters, reports, and bulletins in draft or final form.  Knowledge of correct grammar, spelling, punctuation, including scientific and medical terminology.  


Knowledge and organizational skills in prioritizing activities and work to coordinate a variety of projects and assignments simultaneously.


Skills to meet and talk with all types of people in various positions and levels of authority.  Ability to work effectively as a member of a team.

Knowledge of internal control methods and procedures.


Knowledge of records management and maintenance in accordance with USUHS Instructions; and use of automated database systems.


Knowledge of various manuscript requirements and preparation, lecture preparation, correspondence, and various report formats.  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, and word processor.  A qualified typist is required. 

Knowledge to use an automated academic or Federal financial system such as the CUFS.

FACTOR 2.  SUPERVISORY CONTROLS


Supervisor provides general instructions of work assignments, incumbent participates in establishing deadlines.  The incumbent keeps supervisor and staff informed of status of various issues.


Based on experience and judgement incumbent uses initiative to independently plan and carry out assignments and resolve a wide variety of administrative problems in accordance with established procedures and which require the incumbent to determine the approach to be taken or methods to use.  


Completed work is reviewed for adherence to program objectives and conformance to program policy.

FACTOR 3.  GUIDELINES


Guidelines include DoD regulations, University Operating Instructions, and Manuals, Department of Neurology standard operating procedures, and a large body of unwritten practices and policies.


Incumbent uses substantial judgment in applying guides to fit a variety of problems, determining their priority, and the appropriate guide to resolve problems in a timely manner.

FACTOR 4.  COMPLEXITY


The work consists of a variety of processes and procedures to solve program administrative issues in acquiring, reviewing, extracting, compiling and providing information.  


Problems and issues require the incumbent to make numerous decisions and choices in order to accomplish required actions in a timely manner.  


Actions to be taken differ in such things as the source of information, the kind of transactions or differences of a general, specialized/ factual nature and type.

FACTOR 5.  SCOPE AND EFFECT


Incumbent ensures that the clerical-administrative work is accomplished in accordance with established procedures.  Work involves specific procedures related to extracting and compiling data, providing specific information based on experience and mature judgment gained through extensive on-the-job training.  


The degree to which the faculty and staff perform, and the Department of Neurology operates smoothly is dependent on the quality of clerical administrative support provided by the incumbent.

FACTOR 6.  PERSONAL CONTACTS



Personal contacts include students and USUHS personnel at all levels; external to USUHS, visiting lecturers, physicians, Federal government agencies, and professional societies and organizations.

FACOTR 7.  PURPOSE OF CONTACTS


Contacts are for request and exchange of information; resolution of program problems; scheduling coordination; advice related to operating or administrative procedures and projects; and other work efforts.

FACTOR 8.  PHYSICAL DEMANDS



Work is performed in an office setting and requires some walking, standing, bending, and carrying light items such as books and office supplies.

FACTOR 9.  WORK ENVIRONMENT

Work areas are adequately lighted, heated, and ventilated.

