Management Assistant

 GS-344-6

I. INTRODUCTION

This position involves performance of clerical and technical work in support of the examination of work processes and data, improvement of records, paperwork, documentation, and information management.

II. MAJOR DUTIES AND RESPONSIBILITIES

The management assistant applies clerical and technical procedures, methods, and techniques to support management analysis functions and processes.  This involves analyzing, evaluating, and improving the efficiency of internal administrative processes, organizations, or management. The work also includes studying and recommending improvements to organizational structures, processes, and workflow, and in the use of staff, funding, and other resources. Management analysis also involves developing, evaluating, and advising on the methods and policies for providing administrative or information management systems, such as records, directives, mail, or forms management systems.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-4 550 points

Knowledge of an extensive body of management and/or program analysis technical rules, guidelines, regulations, and precedents, including the basic objectives and policies governing various management or program operations.  Skill in applying basic data gathering methods, such as standard interviewing or surveying techniques, to collect various types of factual information. Knowledge of the standardized processes and procedures for evaluating management or program operations to perform duties such as planning the steps to take to complete assignments, identifying problems from collected data, and selecting solutions from alternatives in guidelines and precedent cases.

Factor 2 - Supervisory Controls 





FL 2-3 275 points

The supervisor or higher level employee defines the objectives, priorities, and deadlines for projects or assignments and assists the employee with unusual situations, problems, or studies that do not have clear precedents.

The employee plans and carries out the successive steps of management analysis technical projects and assignments and handles problems and deviations in accordance with instructions, policies, previous training, or accepted practices. 

The supervisor or higher level employee evaluates reports and other completed work for technical soundness, appropriateness of conclusions or recommendations, consistency, relevance of support material, and compliance with policies and requirements. The methods used in arriving at the end results are not reviewed in detail.
Factor 3 - Guidelines 






FL 3-2 125 points

A number of established instructions and procedures for doing the work are readily available and clearly applicable to most assignments. The number and similarity of guidelines and work situations require the employee to use judgment in locating, selecting, and applying the most appropriate instructions, references, or procedures to management or program analysis clerical or technical assignments. The employee may make minor deviations in guidelines to adapt to specific tasks such as when questioning operating officials concerning errors or discrepancies in reports.

The employee refers situations involving significant deviations from established guidelines or issues and problems requiring significant judgment to the supervisor or higher level employee for guidance or resolution.
Factor 4 - Complexity 






FL 4-3 150 points

The work consists of various duties, projects, or assignments involving different and unrelated processes and procedures.  The employee decides what needs to be done by considering the characteristics, practices, objectives, and interrelationships of the work.  The employee selects, adapts, and applies the most suitable practices, procedures, methods and precedents to collect and analyze various types of information, formulate conclusions, define needs, and/or make recommendations for resolving problems to higher level employees.

Factor 5 - Scope and Effect 





FL 5-2 75 points

The purpose of the work is to apply specific rules, regulations, or procedures to perform a full range of clerical or technical tasks, duties, and assignments. These assignments typically comprise a complete segment of a broad management analysis project, study, or process.  The work affects the accuracy, reliability, quality, and timeliness of management analysis products, recommendations, studies, projects, and processes. 
Factor 6 - Personal Contacts and Factor 7 - Purpose of Contacts

FL 6/7-1b 60 points

Contacts are with employees within the immediate organization in related support units.  The purpose of the contacts is to plan, coordinate, or advise on work efforts; discuss significant findings; or resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 1245

This position is non-exempt from coverage under the Fair Labor Standards Act.

