Core Document Cover Sheet                                                                 Position Number:
NRA8970001

Classification:
Secretary (Office Automation), GS‑0318‑05

Unofficial Title:

 Management Assistant (Office Automation)

Employing Office Location:     Goose Creek, SC

Duty Station:
       NWS Charleston, SC

Org Info: Agency:
NAVY


1st Div:
NAVAL WEAPONS STATION


2nd Div:
HOUSING DEPARTMENT


3rd Div:


4th Div:


5th Div:

Supervisor's Certification:   I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that the position is necessary to carry out government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

Immediate Supervisor:   Minnie M. Mouse

Title: 
Housing Project Manager

Signature:
Date:
Higher Supervisor or Manager:

Title:

Signature:
Date:
Classification/Job Grade Certification:   I certify that this position has been classified/graded as required by Title 5, U.S. code, in conformance with standards published by the U.S. Office of Personnel Management or, if no published standards apply directly, consistently with the most applicable published standards.

Classification Official:

Title:

Signature:
Date:
Org & Func Cd:

lst Skill Cd:
0%

2nd Skill Cd:
0%

3rd Skill Cd:
0%

AFSC/MOS: N/A                                                                         BOC:



BUS Code:
CFI: N/A                                                                            Comp Level:

               
FLSA:  Nonexempt                                                                                                                                       

Drug Test:
N             


               Emergency Ess:  N

                           Position is:  Competitive
                                                                                        

Job Share:
N                                                                Key Position:


          Target Grade:  07                              

Status:
Competitive                                                       Envir. Diff.:         N

Mobility:  N                                              

Sensitivity:
Non – Sensitive                                                 Mobilization:         N                   OPM Function Code:                        
Reason for Submission:    Redescription

Previous PD Number:      N/A

Aquisition Code:
Career Prg ID:

Financial Disclosure:
[ ] Public Financial
[ ] Confidential Financial

Remarks:
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