
Request for Local Hire 
Requester: Date of Request:  

Number of positions 
Program Area:  to be advertised:  

Title of Position: Years of Experience: 

Job Duties:  

Experience Requirements: 

Education Requirements: 

Skills Required: 

Report to:  

Requested Report Date:   Duration of Assignment (days): 

Notes:  

Program Manager Approval:   Date: 

FEMA JOB 7000 
DATED  RE-
POSTED 
9/11/2015
43-6014

nrobins4
Typewritten Text

nrobins4
Typewritten Text
  

nrobins4
Typewritten Text

nrobins4
Typewritten Text

nrobins4
Typewritten Text

nrobins4
Typewritten Text

nrobins4
Typewritten Text

nrobins4
Typewritten Text


	Requester: 
	Program Area: Mitigation
	to be advertised: 1
	Title of Position: Admin Support
	Years of Experience: 1
	Job Duties Experience Requirements Education Requirements Skills Required: Review all incoming correspondence, reports, and instructions.
• Draft replies to general inquiries regarding directorate programs.
• Maintain organized, on-site storage of Project information as needed.
• Ensure timesheets are submitted on time.
• Assist employees with time and attendance documents.
• Schedule appointments and conferences.
• Compile materials for meetings and ensure all meetings are coordinated with appropriate offices.
• Advise on procedural and administrative aspects of expediting the work of the office.
• Participate in meetings with administrative personnel in other directorates that involve administrative actions and matters that cross organizational lines.
	Report to: 
	Duration of Assignment days: 
	Experience Requirements: Specialized experience required for this position is: 
• Review outgoing correspondence for procedural and grammatical accuracy, conformance with general policy, and factual correctness. 
• Provide recommendations for the revision of regulatory guidelines, policies, and standard operating procedures pertaining to personnel administration and management operations. 
• Develop internal administrative policies and procedures. 
• Manage directorate administrative internal controls, ensuring any identified weaknesses are addressed at the appropriate level.
	Education requirements: 
	Skills required: Must be 18 years of age.  Salary is $15.00 per hour.
	Notes: 
	Date: 
	Requested Report Date: 08/28/2015
	Date of Request: 08/27/2015


