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Muscogee lterationa, LLC

STAFF REQUISTION FORM

Office Support 08/29/2018

Position Title: Submission Date:

Work Location (City, State): Washington, DC

Administrative

Job Function:

Clearance Reauirements:
Secret

Goldbelt Company (business unit): (Select Business Unit)

Kameron Turner

Hiring Manager:

HM/ Boss Approver: 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: Full-time

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

Travel Required: (Select Item) 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. 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.
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