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Muscogee lterationa, LLC

STAFF REQUISTION FORM

Staff Assistant 10/09/2018

Position Title: Submission Date:

Work Location (City, State): Washington, DC

Administrative

Job Function:

Clearance Requirements:
Top Secret

Hiring Manager: Kameron Turner

Program Manager: Ty Taylor Desired Start Date:

Salary Range (to — from):

Contingency (please select all that apply):

[ ] Contingent on Task Award and Funding

[C] Contingent on Customer Approval

[C] Contingent upon interim security clearance

[0] Contingent upon client-specific background check (i.e., DHS clearance)
[] Not Contingent upon any of the above

Position Type : New Position Employment Type: "ull-time

FLSA Status: Exempt (Salary) Citizenship Required : Yes
Number of positions : 1

Travel Required: minimal Estimated Percentage:

Certifications:

Notes to Recruiter:

[ ***Insert description on pg.2 before signing or requesting approvals* \

Hiring Manager Approval/Date:

Program Manager Approval/Date:

Vice President Approval/ Date:

President Approval/Date:
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Muscogee lterationa, LLC

STAFF REQUISTION FORM

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

POSITION DUTIES:

1. Types a large volume of correspondence, telegrams, and memoranda for the Ambassador and
Department principals, briefing papers and reports, ensuring that all conform to style and format guidelines
established by the Department's Executive Secretariat.

2. Has a working knowledge of Government Travel authorization program (Travel Manager). Drafts/prepares
travel authorizations on behalf of supervisor or staff member who is traveling. Prepares travel
authorizations for staff member as requested based on information provided by traveler. Prepares trip
itinerary, obtains travel expenses estimates (M| & E costs, taxi, hotel costs etc; prepares travel authorization
request. Upon completion of trip assists traveler in preparing electronic travel voucher. Follows up with
traveler to ensure all expense documents have been submitted and on time (i.e. within 30 days).

3. Reviews all incoming correspondence and forwards it with necessary information or instructions to the
appropriate offices for action. Composes replies for his/her own signature when appropriate. Exercises
judgment in presenting material to the Ambassador that he/she has special interest or which for reasons of
special confidential consideration is not reviewed by any member of the immediate staff. Composes
correspondence for the Ambassador's signature;

4. Processes / reviews all incoming and outgoing letters, memos and related correspondence. Prepares
reports, memoranda and other forms of written communication. Composes and edits letters, reports and
general office memoranda for publication/distribution on behalf of the Ambassador or senior level officer.
5. In the absence of the Ambassador, maintains a file of correspondence and events of which the
Ambassador should know about and upon his or her return. Brings such matters to their attention.

6. Demonstrates extensive experience and demonstrated ability in working with classified and unclassified
computer data base. Operation and knowledge of Excel, Microsoft windows, and related computer based
programs operations. Ability to prepare e-mails, notices etc from scratch.

7. Ability to work under pressure and tight or short deadlines.

8. Responsible for carrying out special assignments for the Ambassador which require a high degree of tack
and diplomacy and comprehensive knowledge of the views of the Assistant Secretary.

9. Maintains office files. Manages other tasks authorized by the Government Task Manager that fall within
the scope of this task order. Develops and maintains trackers that monitor the Ambassador’s travel,
outreach and interagency work to support strategic planning by the special advisors.

10. Excellent knowledge of Department of State operations and overall office management experience.

11. Experience as a senior level secretary/office manager working under pressure.

12. Working knowledge of personal computers and general administrative practices.

MINIMUM QUALIFICATIONS:

1. 5 plus years increasingly responsible administrative assistant/secretarial experience (preferably includes 2
years to executive level management) as a skilled specialist.

2. Ability to learn and apply advance understanding of the organization and its functional policies and
processes. Excellent written and verbal communication skills.

3. Excellent data entry skills and be an excellent customer service provider.

4. Strong organizational and planning skills. Proficiency in the use of MS Office computer programs for word
processing, databases, spreadsheets, e-mail, and internet.

5. High School Diploma, BA/BS preferred. Post- secondary education in business, computers, or office
management is an asset.
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POSITION DUTIES:
1. Types a large volume of correspondence, telegrams, and memoranda for the Ambassador and Department principals, briefing papers and reports, ensuring that all conform to style and format guidelines established by the Department's Executive Secretariat.
2. Has a working knowledge of Government Travel authorization program (Travel Manager). Drafts/prepares travel authorizations on behalf of supervisor or staff member who is traveling. Prepares travel authorizations for staff member as requested based on information provided by traveler. Prepares trip itinerary, obtains travel expenses estimates (MI & E costs, taxi, hotel costs etc; prepares travel authorization request. Upon completion of trip assists traveler in preparing electronic travel voucher. Follows up with traveler to ensure all expense documents have been submitted and on time (i.e. within 30 days).
3. Reviews all incoming correspondence and forwards it with necessary information or instructions to the appropriate offices for action. Composes replies for his/her own signature when appropriate. Exercises judgment in presenting material to the Ambassador that he/she has special interest or which for reasons of special confidential consideration is not reviewed by any member of the immediate staff. Composes correspondence for the Ambassador's signature;
4. Processes / reviews all incoming and outgoing letters, memos and related correspondence. Prepares reports, memoranda and other forms of written communication. Composes and edits letters, reports and general office memoranda for publication/distribution on behalf of the Ambassador or senior level officer.
5. In the absence of the Ambassador, maintains a file of correspondence and events of which the Ambassador should know about and upon his or her return. Brings such matters to their attention.
6. Demonstrates extensive experience and demonstrated ability in working with classified and unclassified computer data base. Operation and knowledge of Excel, Microsoft windows, and related computer based programs operations. Ability to prepare e-mails, notices etc from scratch.
7. Ability to work under pressure and tight or short deadlines.
8. Responsible for carrying out special assignments for the Ambassador which require a high degree of tack and diplomacy and comprehensive knowledge of the views of the Assistant Secretary.
9. Maintains office files. Manages other tasks authorized by the Government Task Manager that fall within the scope of this task order. Develops and maintains trackers that monitor the Ambassador’s travel, outreach and interagency work to support strategic planning by the special advisors.
10. Excellent knowledge of Department of State operations and overall office management experience.
11. Experience as a senior level secretary/office manager working under pressure.
12. Working knowledge of personal computers and general administrative practices.


MINIMUM QUALIFICATIONS:
1. 5 plus years increasingly responsible administrative assistant/secretarial experience (preferably includes 2 years to executive level management) as a skilled specialist. 
2. Ability to learn and apply advance understanding of the organization and its functional policies and processes. Excellent written and verbal communication skills. 
3. Excellent data entry skills and be an excellent customer service provider. 
4. Strong organizational and planning skills. Proficiency in the use of MS Office computer programs for word processing, databases, spreadsheets, e-mail, and internet. 
5. High School Diploma, BA/BS preferred. Post- secondary education in business, computers, or office management is an asset.
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