
Job Description Form 

Position Title: _____________________________________________   Submission Date:______________ 

Work Location: ___________________________ Clearance Requirements: _________________________ 

Employment Type: ________________________ Travel Required: ________________________________ 

Job Description (Required Information: job duties, required skills, & required education) 


	Submission Date: 02/11/2021
	Clearance Requirements: Secret
	Travel Required: No
	Position Title: Office Support III
	Work Location: Washington, DC
	Employment Type: Full-time
	Job Description: SUMMARY:This position assists with general office support and administrative tasks for the DDTC. POSITION DUTIES:Monitor and maintain office tasker tracking system; Work closely with the Bureau Executive Staff in support of administrative duties; Serve as point of contact for external and internal clients;Compose, type, and distribute meeting notes, routine correspondence; Create spreadsheets, presentations and reports; Schedule and confirm meetings/appointments;Maintain scheduling and event calendars; Manages all logistics in coordinating and running various plenaries, conferences, and seminars; Prepare and finalize a variety of reports to support and meet government reporting requirements; Open, read, route and distribute incoming mail and other material, and prepare answers to routine correspondence and emails; Produces content and materials for briefing packages. NECESSARY SKILLS & KNOWLEDGE:Strong interpersonal skills. Must possess strong written and verbal communication skills. Strong organization and planning skills. Possess good judgment and ability to work with minimal supervision. Ability to deal with a variety of people in a professional, courteous manner in diversified situations. Excellent time management skills and ability to multi-task and prioritize work. MINIMUM QUALIFICATIONS:Preferred Associate Degree (or higher) in Business Administration or related field; Five (5) years of executive level secretarial or administrative assistant experience. Working knowledge of DDTC’s internal software applications and basic knowledge of International Traffic in Arms Regulations (ITAR).Proficient user of Microsoft Office Suite programs including Word, PowerPoint, Excel and Access with a typing proficiency of at least 50 words per minute (wpm) Possess knowledge of the Department records retirement and disposition procedures and guidelines. Must have a minimum Secret security clearance. 


