Excepted Appointment Announcement

U.S. Department of Transportation (DOT)
Federal Highway Administration (FHWA)

Position Title, Series and Grade:  Administrative Assistant, GS-303-07/08
Salary Range:

           GS-07 = $42,209 – 54,875






           GS-08 = $46,745 – 60,765
Job Location:
Office of Infrastructure, Office of Research Development & Technology
6300 Georgetown Pike
McLean, VA 22101



Citizenship:

U.S. Citizenship is required

Number of positions:
          1

Relocation:


          Authorized, but silent

Background:  Federal Highway Administration (FHWA) 

The Federal Highway Administration (FHWA) is charged with the broad responsibility of ensuring that America’s roads and highways continue to be the safest and most technologically up-to-date. 

Overview:

The Administrative Assistant provides support direct administrative and clerical support to the Office Director of the Office of Infrastructure.
Major Duties:
· Maintain the Office Director’s calendar and schedules without prior approval.  Brief the Office Director on background and matters to be covered prior to scheduling meetings.
· Prepare and maintain the necessary control mechanisms of requisition requests in purchasing a variety of supplies and office equipment. 

· Make all travel arrangements for the Office Director (transportation, rental car, hotel reservations, etc).  Prepare and submit travel authorizations and vouchers. 

· Make arrangements for meetings and conferences, including space, time, participants, and agenda. 

· Prepare correspondence using office automation equipment and software.  Review outgoing correspondence for completeness, grammar, spelling, format, and conformance with office procedures and instructions.
· Log incoming correspondence into the Correspondence Tracking System (CTS) and determine which staff member should be assigned to the action.

· Receive all visitors and telephone calls.  Screen calls and visitors to determine which requires the Office Director’s personnel assistance or direct them appropriate staff members.  Provide administrative and technical information to all callers and visitors.
· Work with other clerical staff to ensure coordination of work flow.  Instructs subordinate clerical staff of FHWA correspondence regulations.
Qualifications:
· GS-07 Grade Level

· To qualify for the GS-07 Grade Level, you must have at least one full year of specialized experience equivalent to the work performed at the next lower grade level (GS-06) for this occupation.  The specialized experience must include:

· Experience providing a wide variety of clerical and administrative support activities, such as using automated office systems; composing and reviewing correspondence for grammar, punctuation, format, and conformance; receiving telephone calls; and scheduling appointments, meetings and agenda. 
· GS-08 Grade Level

· To qualify for the GS-08 Grade Level, you must have at least one full year of specialized experience equivalent to the work performed at the next lower grade level (GS-07) for this occupation.  The specialized experience must include:

· Experience providing a wide variety of clerical and administrative support activities, such as using automated office systems; composing and reviewing correspondence for grammar, punctuation, format, and conformance; tracking incoming correspondence and ensure all required actions are completed by established due date; making travel arrangements and preparing travel authorizations and vouchers; receiving telephone calls; and managing a supervisor’s calendar to include: scheduling appointments, meetings and agenda. 
· Experience coordinating administrative activities within an office, such as monitoring administrative and/or clerical processes.
To view the complete education requirement for Administrative and Management positions, go to:

http://www.opm.gov/qualifications/standards/group-stds/Gs-admin.asp
Reasonable Accommodations:

The DOT provides reasonable accommodations to applicants and employees with disabilities.  If you need reasonable accommodations for any part of the application and hiring process, please notify Juana E. Sosa, Human Resources Specialist, at juana.sosa@dot.gov or at (202) 366-1753.  Reasonable accommodation decisions are made on a case-by-case basis.
Equal Opportunity Employer:

All eligible and qualified candidates will be considered regardless of race, color, religion, sex, national origin, age, disability, marital status, political affiliation, sexual orientation, or other non-merit factors.

How to Apply:

Please forward your application (résumé, Schedule A letter, DD-214 (if applicable), and college transcripts) by close of business: November 6, 2012, to Juana.Sosa@dot.gov or by fax to (202) 366-7462.  In the subject/attn: line, please be sure to include the title, series and grade of the position.  In addition, please state how you heard about this vacancy. To be considered, all Schedule applications must be accompanied by a current Schedule A letter from a vocational rehabilitation counselor, licensed medical practitioner, or representative from an agency that issues disability benefits. Visit http://www.dot.gov/drc for guidance and other helpful information.
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