
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: Office Support II
	Work Location: Washington, DC
	Employment Type: Full-time
	Job Description: POSITION DUTIES:
1. Receives requests and prepares travel orders.
2. Prepares vouchers upon travel completion; responds to meeting requests and maintains schedule for assigned personnel. 
3. Responsible for final preparation and submission of Congressional Notifications to the Bureau Staff Assistants for routing to the H Bureau.
4. Prepares and tracks front office taskers for submission to front office.
5. Prepares briefing book and travel dossiers for Office Directors and above.
6. Prepares and tracks 60-day reports for weekly meeting attended by Directorate management. 
7. Maintains a schedule of appointments for a senior management or office; Monitors e-mail and telephones of manager(s) or office members. 
8. Organize and schedule conferences/brown bags for internal and external attendees; Performs related archiving duties that pertain to the preparation, retention and retrieval of files; Handles correspondence from various sources.
9. Ensures all mail is open, logged, and distributed to the appropriate office/individual.

MINIMUM QUALIFICATIONS:
Must have a minimum Secret security clearance. Possess knowledge of the Department records retirement and disposition procedures and guidelines.


