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      Vacancy Announcement

Secretary

GS-04 through GS-12

                         Click here for Federal Employment Pay Tables
Announcement Number:
CAPNWC01-0318-093
Date Opens:




Date Closes:


Open continuous

Locations:




About Us:  The Naval Sea Systems Command (NAVSEA) is the Navy Department's central activity for designing, engineering, integrating, building and procuring U.S. Naval ships and shipboard weapons and combat systems.

About the Job:  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 or stenographer may be required.

NAVSEA looks toward the future as an agile, responsive, and learning organization in a new millennium - successfully serving the American people and keeping America's Navy #1 in the World.

To get other information about this job and to apply:


Click here if you are a current or previous federal civilian or member of the U.S. military or a person with a disability.

Click here if you are none of the above. 

