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A. Preparation of documents and materials, including manuscripts, involving scientific, medical and/or technical terminology
· Using contemporary office automation hardware and software systems, documents/materials are prepared in a consistently accurate fashion as demonstrated by:

· Exceptional:  In addition to FS, demonstrate flexibility and adaptability in response to unanticipated obstacles.    
· Fully Successful:
· Documents are formatted correctly and are usually free of typographical errors;
· Attachments are developed or imported from other sources and appropriately referenced in the main document;
· Last-minute changes are made quickly.
B. Files maintenance

· The organization’s files are maintained in accordance with established requirements; all of the following are applicable:
· Exceptional:  In addition to FS, demonstrate flexibility and adaptability in response to unanticipated obstacles.    
· Fully Successful:
· Files of reports, papers, records and other information related to the activities of the organization are prepared and logically organized, clearly labeled and neat, allowing for immediate retrieval by staff members; 
· Electronic office files are maintained in an organized manner, allowing for immediate retrieval of back-up materials when requested.
· Documents are normally filed within 5 days of receipt.
C. Travel Services

· Travel services rendered in effective manner, as demonstrated by each of the following:

· Exceptional:   In addition to FS, customer satisfaction results in positive evaluations, accolades, and recognition.
· Fully Successful:
· Travel orders and vouchers are completed in accordance with NIH and IC travel regulations and policy;
· Travel arrangements are realistic and meet the traveler’s expectations in terms of timeliness and accommodations to the maximum extent possible;
· Confirmation is received sufficiently ahead of time so that travel vendor or other errors may be resolved prior to the traveler’s departure; and 
· Vouchers typically completed within 5 days of receipt of the traveler’s submission of paperwork.
D. General office support

· Office support duties are carried out in an effective manner, as demonstrated by each of the following :
· Exceptional:  In additional to FS, evaluate work procedures to determine best practices and share these practices with supervisor.
· Fully Successful:
· Visitors are greeted upon notice of arrival in the office space;
· Telephone calls are answered in a professional and courteous manner; the majority of calls are retrieved by the second ring; 
· Voicemail messages are responded to within 1-3 business days by either personally returning the call or notifying the appropriate individual whom may best answer the caller’s question;
· Written correspondence is received and responded to in 3-5 business days with no more than two to five percent of the reviewed outgoing correspondence with formatting, grammar, punctuation, and/or typographical errors.
