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Plans and organizes executive support
Mivities: Plans office layouts and work-
of executive support activities. Assigns
fionne] to specific functions, Schedules in-
[ndual and unit endeavor to insure support
Enenagement, and secures information,
, E_‘.p_ment, supplies, resources, and facilities
perform services of the unit. Determines
anizational requirements of the activity
analyzing assigned mission and interpre-
% regulations, orders, other directives, and
# of management. Establishes proce-
Ires for development and maintenance of
Kords, suspense, security, control, informa-
M, and communication systems of the

tivity,

b Directs emecutive support activities:
?’fomw various functions and special
Mects as directed by management/com-
2d, Conducts studies, inquiries, and sur-
7 response to the needs of management.
fovides advisory services on management
W adminjstrative matters through analy-
}of selected subjects, policies, plans, pro-
ms, and requirements. Direets issuance of
“ssary information, guidance, directives,
L Publications, as required to accomplish
"agement objectives; and directs prepa-
fon. coordination. and timelv submission
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OFFICER AIR FORCE SPECIALTY
EXECUTIVE SUPPORT OFFICER

1. SPECIALTY SUMMARY

Manages and performs diversified executive support services and functions in support
SAF management and command; and commands non-technical support units,

2. DUTIES AND RESPONSIBILITIES

of correspondence, reports, and other mate-
rial of the activity.

c. Coordinates execulive support activi-
ties: Coordinates office administration
including personnel, office, travel, and local
transportation services; correspondence con-
trol, files, reference, publications, and forms
initiation services; records management;
and budgeting for staffing and éperations of
the executive support activity. Monifors
staff endeavor to assure conformity with
management objectives and doctrine.

d. Performs technical execulive support
Junctions: Insures interface and compliance
of unit/office administrative systems/ pro-
cedures with host Director of Administra-
tion policies, systems, and procedures; rep-
resents command/management on boards,
forums, and committees projecting views
and objectives of the organization; develops
oral and written presentations for use of
management in presenting various aspects
of the organization to service, public
and private audiences; delivers presentations
on behzlf of management; and commands
units established for non-technical support
purposes, such as headquarter’s squadrons,
schoel squadrons, support squadrons, and
other similar activities.

Attachment 16



Document converted by PDFMoto freeware version

3. SPECIALTY QUALIFICATIONS

a, Knowledge: Knowledge of principles of ¢. Experience: A minimum of 19

business administration, human relations, ~experience in executive suppor 2S8igy,
and consultative techniques is mandatory. s mandatory. 1t is mandatory tpyy

ence include developing, Performing o
b. Education: Bachelor's degree, prefer- ordinating management functiong,

ably in management, business, or public ad- d. Training: Completion of adminis tr

ministration, is desirable. . or management analysis course i desiy
4. SPECIALTY DATA

a. Grade Spread: Warrant officer and Manager, Branch ________ 18&

second lieutenant through major. Administrative Assistant ______ 16¢

b. Related D.0.T. Jobs: poministrative Analyst 16;

Manager, Industrial Xecullve Secretary 169

Organization__ 189.118 c. Related DOD Occupational Group: 1



