POSITION DESCR]PT[ON (Please Read Instructions on the Back)

Z. Reason for Submission

Redescription

. Reestablishment

E Other

3. Service

Hdqurs, FIeId

4, Employing Office I.or.a'(lon
Arlington, VA

5. Duty Statlen

Explanation {Show any positions replaced)

Standardizes school-level GS-0318-05

7. Falr Labor Standards Act

_I Exempt

Nonexemut

8. Financial Statements -lie«-:ﬁired

Executive Personnel
Financial Disclosure

1. Agency Position No.

59334

| 4. OPM Cenification No.

Employment and
I | Financial Interests

9. Subject 1o 1A Action

E‘&s I INo

10. Position Starus V1. Position is: | }2. Sensitivity 13. Competirive Level Code
s i e
SLCI’C[dI'y (OA) PDs Competitive Supervisory : E‘e%?l:ive 8 glr};?we 0002
Excepted {Specify in Remarks) Managerial o s 14. Agency Use
-Nongritica -Special
Ses (Gen) [ ] sEs (CR) | Nettner  [] “sensicne - [ ] Sensicive
1 5. Classified/Graded by Official Title of Position Pay Plan Occupational Code Grade Initials Date
a, W.5. Office of Per.-
sonnel Management
b. Department, Agency
o Fitiiakommri Secretary (Office Automation) GS 0318 05

¢. Second Level
Review

d. First Level Review

€. Recommended by
Supervisor or
Initiating Office

T&. Organizational Title of Position (17 different from oincial titie)

17. Name of Employee (if vacant, specify)

I 8. Department, Agency, or Establishment

¢. Third Subdivision

Department of Defense Education Activity School B
a. First Subdivision S d. Fourth Subdivision
Domestic Dependent Elementary and Secondary Schools - L
b. Second Subdivision e. Fifth Subdivision
District
Signature of Employee {optional)

19. Employee Review-This Is an accurate description of the major duties and
responsibilities of my pesition.

20. Supervisory Certification, [ certify that this is an accurate statement of
the major duties and responsibilities of this position and its organizational
relationships, and that the position is necessary to carry out Government
functions for which | am responsible. This certification is made with the

knowledge that this information is to be used for statutory purposes relating

to appointment and payment of public funds, and that false or misleading
statements may constitute violations of such statutes or their implementing reg-
ulations.

3. Typed Name and Title of Immediate Supervisor b. Typed Name and-Title of Higher-Level Supenyisor or Managar {optional)
s 3 I
| : /2 i
Signature Date Signature Date
Elaine G. Beraza
Director, DDESS and DoDDS Cuba
21 Classiti Jab Grading Certifi 1 cortify that this position has been 77T 22, Pasition Classification Standards Used in Classifying/Grading Position
classifiedigraded as requived by Tirle 5, U.S. Code, in conformance with stap-
dards published by the U5, Office of Personnel Managemnent or, if no published
slandards agply ovectly, consiztently with the mast applhcable published standards.
Typed Name and Titke of Official Taking Action 7
| suiee Pt | OPM PCS for Secretarial Work, GS-0318, Jan 1979.
5 i 7 5 Information for imlom The standards, and information an [h!ll awﬁuan: n
Chlﬁf, Classification and Compensation are availablz in the pessonnel office. The classification of the position may be resiewed
Signature, ' Date and corrected by the agency or the U.S, Ditice of Parsonnel Management, Infor-
mation on classificationfjob grading appeals. aod complaints on exemptaan from
5 g,(/&_o / ‘5/} ‘/ﬁ; FLSA, ix available fram the persannel office or the U5 Otfice of Persannel
KL % Management.
23, Position Review Initials Date Initials Date Initials Date Initials Date Initials Date

a. Employee (optional)

b. Supervisor

¢. Classifier

24, Remarks

This is a career ladder position. The incumbent performs the same duties and responsibilities as the full performance position; however,
the incumbent receives closer supervision (Factor 2), performs less complex duties (Factor 4), and has a more limited scope of assignment

(Factor 5).
FPL = GS-06

25, Description of Major Dutles and Responsibllities (See Attached)
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