


[DUTIES AND RESPONSIBILITIES: 

!Performs a variety of administrative support roles and manages organizational programs in direct support of commanders, directors,
and senior leaders at all levels in the Department of the Air Force, DoD, and Joint organizations. Human Resources, to include
administrative functions, administering and managing organizational programs such as evaluations, decorations, supervisory data,
in-lout-processing personnel, manpower authorization requests, personnel rosters, project management, program management and
official communications support. Executive support for General Officers and Senior Executive Service civilians, such as arranging
havel and lodging, coordinating itineraries, preparing trip folders, managing recognition/special ceremonies, coordinating gifts, and
managing guest lists. Office management duties, such as managing workflows, preparing and distributing correspondence, tracking
suspense, supporting meetings, and maintaining organizational and organizational commander's calendars.

k\.PPLICATION SUBMISSION: 

[Please email all applications to: SMSgt Mayra Winnie

 mayra.l.winnie.mil@army.mil

*Packages will NOT be accepted if they are not in one PDF portfolio with all required documents prior to submission*
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