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| nt roducti on

This position is located in the Admnistrative Ofice of the
Chief of Staff Ofice of the Sinulation, Training, and

I nstrunentati on Command (STRICOVM) Ol ando, FL 32826-3276.
STRICOM is a maj or subordinate conmmand of the Army Materi al
Command (AMC). The position includes a variety of duties to
support STRI COM and subordi nate Project Manager O fi ces.

Maj or Duties

1. Serves as the command's O ficial Mail Control Oficer.
Oversees the work of two subordinate mail clerks. Responsible
for all incomng/outgoing mail: to include all classes of nai
eg., first class, express, international, fourth and priority,
determ ning which class is nost cost effective. Meters outgoing
mai |, opens incomng nmail | AW SOPs, date stanps and reviews
correspondence for suspenses and original signatures. Mintains
daily mail cost accountability and conpiles quarterly/ yearly
reports to HQ AMC. Insures mail nmeter is | oaded with dollar

val ue and ensures trust account with US Post O fice has
sufficient balance. Conpletes and processes appropriate postal
forms for any 10BS/recovery with the United States Post Ofice.
This includes damaged mail, invalid nmeter stanps, and inproper
delivery of Express Mail. Serves as a liaison for STRIRCOM wi th
NAWCTSD mei | room personnel, the United States Postal Service
account representative and | ocal Postal personnel.

20%

2. Serves as the Message/ Conmuni cati on Center Manager and the
command expert on the paperless nessage traffic (MF) system
Revi ews out goi ng nmessage traffic, trains all clerical staff on
use of the MIF system and resol ves any problens that arise.
Serves as coordinating authority for the Comrand' s

comuni cation disk (after assuring conpliance with Command

gui dance on releaser's signature authority and subject).

Supervi ses the downl oadi ng and reviewi ng of incomng traffic
for pertinent information. Directs nessage traffic
(action/info) to appropriate PMD R and classified to the
Security Manager as appropriate. Responsible for the conpiling,
updating, and continuous review of a current correspondence and
nmessage traffic routing guide for the entire organization to
ensure efficient distribution. Maintains the nessage files by
day-time group nunber and di sposes in accordance with the MARKS
filing system

15%



3. Serves as Publications Control Oficer for STRICOM as such
mai ntai ns the Dept of Arny publications account. Updates the
initial distribution systemof the DA 12 series, which is the
conputeri zed systemfor all publications. Serves as technical
resource person for staff on publication questions and nust be
able to |l ocate and order publications, articles and books.

m nimal information. This includes regulatory and training
publications, fornms and periodicals. Mintains publication
accounts with the Dept of the Navy (DON), Dept of Defense
(DOD), Arny Material Comrand (AMC), US Marine Corp, and the
Arny Training and Doctrine Command ( TRADOC). Maintains the
STRICOM li brary as current and posted. Serves as organi zati onal
poi nt of contact for subscriptions to trade periodicals and
distribution to all |evels of the command. Functions as |iaison
to NAWCTSD to naintain all appropriate Navy publications and
SOPs applicable to STRICOM Requisitions necessary publications
for contractor personnel in support of STRICOVM contract
obligations. Reviews all requests for DA Publications account
by civilian contractors in conjunction with the Acquisition
Directorate.

15%

4. Responsible for the command' s Energency Operating Records
Program | AW Arny Regul ation 25-1, The Arny Information
Resour ces Managenent Program ensuring survivability of
docunents essential to the operation of the comand under
enmergency conditions. As Recordkeepi ng Manager for STRI COM
conducts periodic reviews of Project Manager and Directorate
offices files, trains clerical staff and serves as comand
expert on The Mddern Arny Recordkeepi ng system ( MARKS) .

10%

5. Maintains database for the conmmand correspondence suspense
system and the Secretary of the General's Staff (SGS)taskers.
Provides rem nders to staff personnel of actions due. Produces
weekly report to command staff recapping overdue suspenses.
10%

6. Serves as the command's Print Control/Copier Manager.
Reconmmends purchases or | ease of reproduction equi pnent and
coordi nates the approval of purchases in accordance with the
DCOD regul ations through the responsi bl e agencies. Conpiles
statistical reports on usage of machinery for both the billing
and DOD reports. Serves as key operator for STRI COM office
reproduction machi nes, including responsibility for

mai nt enance, supplies, posting, and distribution of

incom ng faxes. Trains new personnel as needed on the correct
usage of nachines. Acts as the focal point for al
service/repairs on fax and reproducti on machi nes.

10%



7. Responsible for supply requisitioning of expendable itens
used by the adm nistrative branch as well as itenms used comrmand
w de. Responsible for ordering and insuring correctness of
organi zati onal |etterhead and correspondence supplies, eg.,
envel opes, routing Blips and facsimle cover sheets. Mintains
suppl i es of envel opes, |abels and fornms for STRI COM and t he
subordi nate Project Managers. Functions as the liaison for the
STRI COM audi o-vi sual account at Ft. Stewart, GA for all areas
of organi zational training requirenents. Has signature
authority for photographic requests at the NTC photo | ab.

05%

8. Updates various organi zational charts, rosters of

personnel assigned to STRICOM Mintains a database cont ai ni ng
i nformati on associated with nmenbers of the command for

uni versal use by all STRICOM NAWCTSD personnel, and authorized
personnel outside the command.

10%

9. Serves as the Command's Arny Family Action Plan

coordi nator. As such plans neetings, presents ideas to the
commander and represents the command at the AMC and DA | evel s.
Briefs visiting VIPs on the STRI COM AFAP as needed.

05%

10. Performs other duties as assigned.



FACTORS
Factor 1. Know edge Required by the Position

Know edge of DA, AMC and STRI COM s organi zational structure,

m ssion, and functions, as well as those of its sub-elenents to
route any type of material including a variety of different
techni cal and adm nistrative topics by subject matter content.
Must have a conprehensi ve worki ng know edge of the vast nunber
of different prograns to determ ne the proper action office and
what correspondence shoul d be revi ewed by the Conmand group.

Know edge of admi nistrative and protocol procedures to
coordi nate requirenments and ensure adm nistrative control of
recurring and ad-hoc actions.

Skill in researching reference publications, guidelines and

m crofiche to ascertain correct identification, description and
regul ati on of Dept of Defense, Dept of Arny, Arny Materi al
Command, TRADOC and ot her publications. Has the know edge and
skill to locate civilian defense rel ated publications and

know edge of ordering through the GSA and GAO publi cation
channels. Famliar with data entry for the resupply nessage
system of DA publications and maintains an inventory of
publ i cations on hand.

Knowl edge of mail regulations, to include, but not limted to:
Arny Regul ation 25-51, DOD 4525.6-M DOD 4525.8-M United
States Postal Service Donestic and International Miiling
Manual s.

Skill in operating a personnel conmputer and ability to use
Local Area Network (LAN) and DOS based software to nmaintain
dat abases, organi zational charts, suspense files and
publication ordering systens.

Factor 2. Supervisory Controls

The supervisor defines objectives priorities, and deadli nes.
The incunbent plans and carries out the successive steps and
handl es probl enms and deviations in the work assignnents in
accordance with instructions, policies, or accepted practices.
Compl eted work is usually evaluated for technical soundness,
appropri ateness and conformty to policy and requirenents.

Factor 3. Quidelines
Quidelines are in the formof DOD, DA AMC and | ocal policies

and procedures. Qccasionally incunbent nust use judgenent in
interpreting and applying guidelines to specific situations.



Factor 4. Conplexity

The work involves different and unrel ated processes and

nmet hods. The i ncunbent nust determ ne the best course of action
dependi ng upon the project, needs or issues involved to obtain
obj ectives. The decision of what action nmust be taken and which
organi zational element will take that action requires a study
of each separate item

Factor 5. Scope and Effect.

Primary purpose of this position is to provide a variety of

adm ni strative support functions to STRICOM Many probl ens nmay
present thensel ves sinmultaneously. Wrk affects not only the
command' s staff and prograns, but al so other agencies, both DCD
and civilian contractors, that conduct business with STR COMV

Factor 6. Personal Contacts

Personal contacts include all |evels of STRI COM personnel, al
personnel in field offices, in the co-located Navy Conmand, and
al so intra-agency contacts of Publication Control O ficers and
proponent persons throughout the Departnent of the Arny and the
Depart ment of Defense.

Factor 7. Purpose of Contacts

Contacts are for the purpose of obtaining or providing
information relative to daily mail receipt and distribution,
obtaining and issuing office supplies and bl ank fornms, and
obt ai ning publications and information to assist the staff in
queries for technical information on specific prograns or
needs.

Fact or 8. Physical Denands

Wil e sone work is sedentary in nature, there is frequent
wal ki ng, stooping, stretching and bending invol ved.
Additionally recurrent lifting and carrying noderately heavy
boxes weighing up to 32 pounds is required. Skill driving a
vehicle is needed.

Factor 9. Wrk Environnent

Wrk is performed in an office setting with adequate heating,
lighting and ventilation.





