PROGRAM SUPPORT ASSISTANT(OA)

GS-0303-07

I.
INTRODUCTION


The mission of the Uniformed Services University of the Health Sciences (USUHS) is to provide the highest quality education programs in the health sciences to those selected individuals who demonstrate dedication to a career in the health professions in the Uniformed Services.  The USUHS is authorized to grant appropriate advanced academic degrees and has established postdoctoral, postgraduate, and technological institutes.  Programs in continuing education for military members of the health professions have been established so that the highest standards of health care may be maintained within the military medical departments.  The USUHS must be responsible to the overall educational needs of the Military Departments relating specifically to the preparation of individuals for careers in the health professions.  The USUHS is developing programs designed to recruit and retain superior health science professionals as faculty and researcher, and to ensure maximum utilization of the health science labor force, facilities, and equipment available within military medical departments worldwide.  This position is located in the Uniformed Services University of Health Sciences, F. Edward Hebert School of Medicine, Department of      .


This position is located in the Division of XXXXXXXXXX, Department of             .  The incumbent of this position serves as a  Administrative Assistant by providing support for the educational and administrative programs of the Division.

II.
MAJOR DUTIES


Reviews division's academic schedule, and proposed room schedule and makes reservations for classrooms, meeting rooms, lecture rooms and the auditoriums.  Makes necessary arrangements for appropriate audiovisual aids and logistic support.


Prepares and assembles teaching materials including extensive lecture notes for students, course descriptions, course schedules, examinations, and related materials.  Ensures that such materials are prepared, duplicated, and distributed.  Ensures that examinations are developed in a timely way, reproduced, and stored under appropriate security conditions. Supervises grading and recording procedures. 


Maintains related educational files, including past examinations, student performance records, grades, and correspondence. Initiates correspondence for all invited lecturers, arranges travel schedules, prepares follow-up correspondence.


Implements administrative procedures of the department's Continuing Medical Education conferences. Approximately 6 months per year, scheduling, coordinating and setting up committee meetings.  Contacts faculty by phone, correspondence, and E-mail.  Schedules lecture rooms. Arranges for conferences, including such matters as location, schedule, agenda, attendance list, and availability of audio-visual equipment. Assembles background material for supervisor.              


Types and prepares a variety of documents to include lengthy transcripts, lecture notes, articles, and letters using a word processor.  Usually works from typed drafts and notes.  Performs manual and computer bibliographic searches to verify correct citations or to compile subject matter bibliographic listings for supervisor's use. Consults specialized reference sources, such as Index Medicus, Biological Abstracts, Citation Index, MEDLINE, etc. Obtains requested references from the USUHS library.  


Incumbent serves as point of contact and coordinator for budget, procurement, data system and other administrative matters for the Division by performing the following:


For the USUHS Clinical Services at WRAMC and NNMC; locates students, post-doctoral fellows, fellows and faculty and facilitating information exchange; maintains patient documentation; keeps record on dates, hospitals, drugs information, and follow-up on each patient. Coordinates applications with the Credential Office of the teaching hospitals. Maintains credentialing information for both teaching hospitals.  


For the Computerized University Financial System (CUFS) and budget, the employee monitors, inputs, and updates CUFS database.  Monitors the Division's budget; prepares financial reports for personnel costs, travel, service, procurement requirements, and status of contract expenditures, and tracks expirations dates, and funds.  Enters requisitions, retrieves reports on funds status, pending orders, and completed requisitions. 


Reviews incoming correspondence.  Maintains suspense records.  Reviews outgoing correspondence for appropriate format.  Receives visitors and answers phone calls.
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Performs other duties as assigned.

III. 
FACTORS

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION 


Knowledge of budget, procurement and personnel management procedures and regulations to monitor accounts, to log and track entries, and to expedite processing of related forms.


Knowledge of the education programs of the office sufficient to supervise and coordinate administrative aspects of the teaching program and to prepare teaching materials, lecture notes, examinations, etc.


Knowledge of the duties, priorities, and commitments of the organization and staff sufficient to assist manage day to day priorities, make arrangements for guest lecturers or seminar speakers, to apply for CME credits, to arrange for their travel and accommodations, and to maintain appropriate records and files.


Knowledge of various technical reference sources and procedures to perform bibliographic searches.  Knowledge of the duties, commitments, goals, and priorities of the division staff to advise other personnel on such matters as the application of instructions and regulations and their effect on the work of the staff.


Skill of a qualified typist is required.  Skill in the use of office automation (OA) equipment sufficient to prepare a variety of lengthy documents using personal computer and printers.

FACTOR 2.  SUPERVISORY CONTROLS


The Division Chief defines the major priorities of the office and explains special assignments. The incumbent plans and carries out the day-to-day work of the office independently, referring only very unusual office problems to the faculty supervisor. Much of the work cannot be reviewed in detail. The supervisory review is to ensure that the work of the office is processed promptly and completely in accordance with established priorities.

FACTOR 3.  GUIDELINES


Guides in USUHS Instructions and office instructions concerning such matters as correspondence and controls, the format and content of the files, and the processing of travel orders and vouchers.  Guides also include standing, unwritten instructions concerning such matters as which member of the staff will handle various assignments. The incumbent is responsible for knowing which guide applies and referring problems to supervisor when they clearly are not covered by existing guides.

FACTOR 4.  COMPLEXITY


The incumbent performs full range of procedural duties in support of the office, including arranging travel and providing or follow up on requests for information. Decision regarding what needs to be done involve several choices. Actions to be taken or responses to be made differ in such things as sources of information, kinds of transactions or entries, and other readily verifiable differences.

FACTOR 5.  SCOPE AND EFFECT


The purpose of the work is to carry out specific procedures, facilitating the work of the division.

FACTOR 6.  PERSONAL CONTACTS


Contacts are with physicians, basic scientists, residents, students and subordinate clerical workers, visiting teaching faculty, other University personnel, members of professional organizations, universities, governmental regulatory agencies, and military hospitals.

FACTOR 7.  PURPOSE OF CONTACTS


The incumbent coordinates the clerical and administrative work of the office, including the resolution of clerical and administrative problems.


FACTOR 8.  PHYSICAL DEMANDS


The incumbent's work requires some walking, standing, bending, carrying light items such as books and papers.

FACTOR 9.  WORK ENVIRONMENT


The work is performed in an office environment, but also entry into basic science research labs.

IV.
OTHER WORK REQUIREMENTS


The employee may be required to travel locally between several research sites or to teaching hospitals and clerkship locations.

