APPROVED FOR | o

v
- RELEASECDATE:
1. N(bﬁh:iroiAwéC%ﬁ%%' TF ANY 07-Aug-2009 ‘ . (LEAVE THIS SPACE BLANK)
i .Catl i ' -
Eilg;s&3e€3,51 atherine Of:Fl(:E I . (b)(6)

2. PRESENT CLASSIFICATION TITLE

0F .
pAmin Asst. - STRATEGIC SERVICES

3. ORGAN|ZATIONAL TITLE

POSITION DESCRIPTION

4. SERVICE & GRADE 5.PRESENTSALé§Y

s 3090 peg (EAR SURYEY FORM
- (LEAVE THIS SPACE BLANK) 6. OFF
{ . ICE OR OR A - . s
OR ORGANIZATIONG o1y D Mission to Germany
7. DIVISION 8. SECTION 9. UNIT
QCHM

10. LOCATION OF WORK (CITY, BUILDING, ROOM, ETC.)geidelberg,Ger.

TO BE FILLED [N 8Y (OR FOR) OFFICER OR EMPLOYEE

11. DESCRIBE WORK DONE: USE A SEPARATE PARAGRAPH FOR EACH KIND OF WORK. TAKE THE MOST IMPORTANT K |ND OF WORK
FIRST, THEN, TAKE UP THE NEXT MOST IMPORTANT, AND SO ON, PUTTING THE SPECIAL OR OCCASIONAL DUTIES LAST
EXPLAIN ALL DUTIES FULLY. BE SURE TO MAKE DESCRIPTIONS OEFINITE ENOUGH AND IN ENOUGH DETAIL TO GIVE A

CLEAR PICTURE OF THE WORK. IN THE COLUMN AT THE RIGHT GIVE AN ESTIMATE OF THE PERCENT OF TOTAL WORKING
TIME_TAKEN UP BY EACH KIND OF WORK DESCR]BED,

: PERCENT
DESCRIPTION OF DUTIES : OF TIME
1. As Administrative Assistant To the Deputy Caifl Ol WMISSLIOM 1 7T5%

and FExecutive Officer, I supervise and coordinate all matleTs
of personnel administration for thls mission since there 1S 1O
Personnel Officer. This involves interview and placement,
classification, promotions, leaves, establisning and naintaliillg
central personnel files and very close liaison with pranch
Chiefs, field detachments, Adjutant, Finance and Security
Qfficers, ’ :

2. As Secretary to Deputy Chief of Mission, 1 nenole reception, 2 D%
sppointments., correspondence (much of which I erite wilithout
dictation), files and office management.

.

(IF MORE SPACE (S NEEDED ATTACH A SEPARATE SHEET)
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12. SUPERVISION OVER OTHERS. {0 EMPLOYEES ARE SUPERVISED, WRITE " M, IF NOT MORE THAN:FIVE5 L8t
NAMES OF EMPLOYEES SUPERV. .., GIVING TITLES,

|F MORE THAN FIVE, ~OUP THEM BY TITLES, INDICATING
HOW MANY OF EACH TITLE, AND OMIT NAMES, DESCRIBE NATURE OF SUPERVISION. ) [ R,

v il D

NO. TITOE NAME NATURE OF SUPERVISION

6 1| Acdintant!s Office ) teneral coordinatibn re versonnel activities.
2 | ®Pinance 0ffice ) '
2 | Security O0ffice

13. GIVE NAME AND TITLE OF IMMEDIATE SUPERVISOR: _ N . P
Commander Edward J. Green, USNR, Deputy Chief of Misslon
. DESCRIBE FULLY HOW ASS|GNMENTS ARE MADE TO YOU BY YOUR SUPERVISOR.
Lssicnments are discussed in general terms at conlference DUt lmple-

mentation snd procedures left to my initiative and responsibility.

14

15. WHAT REVIEW 1S MADE OF YOUR WORK AND BY WHOM (S THIS REVIEW MADE?

Deriogdic review of general plans, policies, procedures by Depuly
Chief of Mission. : . . o S ~

3

16. HOW LONG HAVE YOUR DUTIES . | CERTIFY THAT THE FOREGOING STATEMENTS ARE’ CORRECT.
AND RESPONSIBILITIES BEEN . :
AS DESCRIBED ABOVE? : SIGNED : e
Three moanths . DATE 10 April 1946 (EMPLOYEE)

TO BE FILLED IN BY SUPERVISQOR

7. None NAMES OF PERSONS DOING SIMILAR WORK IN THE SAME UNIT

18. ARE THE ABOVE STATEMENTS ACCURATE AND COMPLETE? (INDICATE ANY INACCURACIES OR {NCOMPLETE ) TEMS)
Above statements are accurate but it is exceedingly daifficult to
reflect full scope and importance of duties.

19. GIVE YOUR

IDEA OF THE ESSENTIAL NATURE OF THE POSITION AND THE SUPERVISION I T REQUIRES,

The efficient overation of this entire mission depencs to a large
degree on successful versonnel administration, It is neither practicall
‘nor cesirable to attemnt to maintain close supervision over this

vogition,

STATE THE KNOWLEDGES, ABILITIES, SKILLS, AND EXPERIENCE THE INCUMBENT OF. THIS POSITION SHOULD HAVE.
KEEP THE POSITION IN'MIND, RATHER THAN THE INCUMBENT WHO OCCUPIES IT.

The nosition recuires patience, tact, diplomacy, keen insight into

nnman natnre, broad knowledge of organizational vlans snd policies,

extensive detniled knowledge shant onr nersonnel =nd versonnel admindi-

stretion, dntegrity, indgment, discretion, initistive, intellicence,

nomqnn914+yr willineness tn mecent peenansibilite. exnerience in

office mensgement,

| CERTIFY THAT THE STATEMENTS MADE BY ME ARE CORREC

paTe __ 10 April 1946 -
: o1 (supfdvisor) Cebr. SN

IF A SUPERIOR OF THE IMMEDIATE SUPERVISOR WISHES TO ADD ANY COMMENTS TO THE
STATEMENTS OF THE EMPLOYEES AND IMMEDIATE SUPERVISOR, FEEL. FREE TO DO SO.
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