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GENERIC CREDITING PLAN


	This form contains the common skills of the following occupation.

	Title:   Secretary
	PP/Ser/Gr:  GS-0318-4 through 12



	Job Summary:  Provides secretarial support for one of a number of offices for the Department of the Navy.  Duties may include, but are not limited to:  Receiving visitors and telephone calls; receiving, reading, and routing incoming correspondence; preparing, reviewing and dispatching outgoing correspondence; maintaining appointment calendars, office files; and coordinating travel arrangements.  Some positions may require use of word processing, dictation machine or other office automation equipment.  A qualified typist is required.



	Qualifications (Skills): The following qualification terms have been identified for this position.
Job Category  

· Clerical

Job Title

· Secretary

              Qualifications Terms (Desired/Required Skills):


	· Answer Phones
· Document Distrib
· Document Prep
· Mail Sorting
· Schedule Calendar
· Naval Correspondence

	· Secretarial
· Travel Arrangements
· Timekeeping
· Filing
· Office Automation
· Problem Solving

	Additional Qualifications (Skills) Requested, if any:   If there are important qualifications (skills) missing in the above section, please list them below.

	Key or Most Important Qualifications (Skills), if any:   From the qualifications (skills) listed in the above sections, identify 3 to 5 "most important" qualifications (skills) that help to distinguish best qualified candidates from qualified candidates.
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Confidentiality Statement:  To insure compliance with Merit Systems Principles as contained in Section 2301, Title 5, United States Code, the confidentiality of this information must be protected.
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