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ADMINISTRATIVE ASSISTANT
: - GS-3023. 7

l. INTRODUCTION

This position is located in the Adminisirative Service Center (ASC),
Administrative Resources Division (ARD). Tne incumbent is responsible for planning,
implementing, and performing & variety of administrative services in a state or area
(Field) office and the ARD providing local support, in some-or &il of the functional
arees identified below. These assignments cover a full range ¢f administrative suppor:
relating to the mission of the division. Actuzl assignments in particular funciional ereas
will vary depending upon the icentified mission requirements of the office.

Il. DUTIES AND RESPONSIBILITIES'

Small Purchasing/Procurement

ACminisiers end periorms work invciving the procurement of supplies and
services, in eccorcance with Federal preccurement reguletions and Deparimental
cuicelines to suppcrt the cperations of the field office. Evaluates proposals for ogen
market purcnhases uncer S2.200, Iccal service contracts, and menitcrs GSA schedule
ccntrects for compliance. Esiablishes crerating procedures fcr cbtaining products
2nCc services, resolves Creciems enc Lredares reports on procurement ctivities.

Tne incumoent 1S resceonsitie fcr entering ell obligations cnarced to U ne st or
areac cfiice into the Feceral Finencial Sysiem (FFS). Obiigations inciuce ail HUD-28s
rave!), SF-182s (training), KUD-24001 (curcnase orders), and FEDSTRIP crcers.

\..

Hesource Management

Coordinates with the Servicing Human Resource Office and OPM (en
appropriate grade levels) the routine handling of cartificates; and contacts certiied
candidates to ascertain interest and further explain job requirements.




Incumbent is responsible for coordinating and conducting the orientation
program for all new employees. Guidelines for this program are general in nature and
require moderate interpretation and judgment. The incumbent has delegated authonty
to administer the Oath of Office.

Serves as the timekeeper for the Field Administration employees. Insures that
data collection is timely and accurate, and maintains required records so that the
appropriate audit may be conducted.

Office Services

Coordinates requests for various support services for the repair or maintenance
of office equipment, including telecommunication equipment. Establishes and
maintains a system for tracking the submission and status of service requests,
including the submission of Standard Form 182s (Request, Authorization, Agreement

and Certification of T. aining) generated by staff in the field office with the HUD Training
Academy.

The incumbent is responsible for the establishment of a system for stocking
and distributing a limited number of Departmental forms, local office forms and other
governmental publications. The incumbent has overall inventory management
responsibility, exercising independent judgement in establishing stock levels, and &
system for cetermining and forecasting the distribution forms. Serves &s the
cocrdination point for HUDCLIPS in the field office.

Incumbent is responsible for preparing print orders for procram areas and the
transmission of crinting requests to the designated print facility.

Coordinates the records management program for the fieid office, including the
retirement ana dispcsal of records, and coordinating records services with the
National Archives and Records Service



Transportation Management

Answers routine inquiries on temporary duty travel including regulations, and
the travel management center services.

Administers transportation activities for the field office, primarily the use of GSA
vehicles, but also activities such as parking, leased or rented vehicles, transit
subsidies, and other transportation related activities. Establishes a system for and
monitors the assignment and use of GSA vehicles and transit subsidy programs.
Determines utilization, resolves assignment problems with GSA vehicles. Prepares
reports for submission to ‘GSA, HUD Headquarters and the ARD.

Mail Management -

Serves as the principle contact for mail distribution services in a field office
which involves the receipt, sorting, delivery and metering of mail. Also included are
the maintenance of logs for the receipt of all specially handled mail, negotiabie
instruments, and collection registers in the field office.

Imprest Fund
Serves as the primary imprest fund cashier. Insures that travel advances,
reimbursements, and funds for miscellaneous purchases are processed in compliance

with required regulations and procedures. Reconciles ledgers against disbursements
and cash on hand, and prepares requests for replacement of funds, as needed.

1. SUPERVISION RECEIVED

Incumbent is under the supervision of the Administrative Resources Director,
and receives day to day assignments and guidance from the local Administrative
Cticer. Work is assigned in terms of objectives, priorities and deaalines. The
incumbent works independently in resolving most conflicts. Compieted work is
evaluated for conformance to management policy or the program requirements of the
specific administrative function. Guidelines such as management, policies or
requirements contained in the Federal Personnel Manual require interpretation and
adaptation to the specific case.




