
Job Description Form 

Position Title: _____________________________________________   Submission Date:______________ 

Work Location: ___________________________ Clearance Requirements: _________________________ 

Employment Type: ________________________ Travel Required: ________________________________ 

Job Description (Required Information: job duties, required skills, & required education) 


	Submission Date: 02/11/2021
	Clearance Requirements: Secret
	Travel Required: No
	Position Title: Front Office Assistant
	Work Location: Washington, DC
	Employment Type: Full-time
	Job Description: POSITION DUTIES:1. Provides administrative support to the Acting Coordinator from travel, time keeping, supplies and equipment order and inventory, as well as manage the senior management calendar.2. Updates the office’s Shared Point Site. Administer the preparation of materials for use by the Acting Coordinator at high levels and sensitive meetings and conferences, gatherings, and public appearances both within the United States and abroad. 3. Maintain liaison with senior officials, both within and outside of the Department.4. Oversee the Coordinator’ calendar to ensure that priority needs are considered and met. 5. Review, analyze, and screen incoming correspondence, routing issues of overriding and central importance to the Acting Coordinator, Deputies and all other correspondence to other appropriate staff members.6. Make independent decisions on selected matters that can be resolved with own expertise.  7. If necessary, task bureaus and offices in anticipation of the Under Secretary’s and the Acting Coordinator’s needs. Oversee the preparation of materials for use by the Acting Coordinator at high levels and sensitive meetings and conferences, gatherings, and public appearances both within the United States and abroad and including invitations. 8. Assist with logistical planning for the Acting Coordinator’s participation in these meetings. Plan, design and prepare creative visual presentations using Power Point, Visio and other state- of- the- art applications. 9. Prepare confidential background material and reports for the Acting Coordinator’s use in preparing him/her for meetings with other USG officials, leaders and high level officials of foreign governments, White House staff, and Members of Congress.10. Escort officials to see the Acting Coordinator to ensure that they get to their meetings in a timely manner. Screen visitors and telephone calls for the Acting Coordinator. 11. Assist the Coordinator and with travel arrangements and prepare the Acting Coordinator’s travel vouchers for reimbursement upon returning from travel. 12. Assists with office functions, planning, and logistical support.13. Provides backup support to the partner OMS administrative support to office staff from travel, time keeping, supplies and equipment order and inventory, as well as manage office calendar. 14. Helps manage the maintenance of Front Office paper and electronic files. Facilitates internal meetings, training sessions, and discussions related to administrative policy and procedures. 15. Determines distribution and deadlines for items requiring the Coordinator’s attention. 16. Back-up scheduler for the Acting Coordinator, Chief of Staff, and Deputy Coordinators. Scheduling conference rooms/VTCs. Duty officer schedulingMINIMUM QUALIFICATIONS:1. Experience in tracking document flow and clearance processes and distribution of documents to appropriate personnel. 2. Familiarity with database management and analyses of quantitative and qualitative data (involving various data sources) and results reporting.3. Familiarity with principles and practices of knowledge management. 4. Experience in formulating and writing policies, processes and procedures. 5. Experience in developing data logs and reports (with quantitative and qualitative data). 6. Demonstrated skills in database management, data entry, mining and analysis, and reporting. Ability to learn and work with database applications. 


