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Departrrent of Finance & Administration
Division of Personnel Administration

F.S.M. National Governmenr

It is the policy of FSM Government that qualified FSM citizens be given firs! priority for
citizens in positioirs for which no

for more complex
y of secretarial, clerical and organization tasks but may also be responsible
;ks for DECEM; keeps supervisors calendars, scheduling appointment,

conferences and

with other Micronesians and U.S.
qualified FSM citi are available.

Executive Secretary
PL-26tr
$347.86 + $40.00 co ($387.86 BAM)

This is the minimum rate at step one of the grade. Higher rates may be authorized in cases of
hard-to fill positions here it is appropriate to the qualification of the appointee.

LOCATION:

Department of Envi Climate Change & Emergency Management (DECEM)
FSM National G
Palikir, Pohnpei FM

Performs a wide

employment

answers incorning
correspondences and

ngs for the head of the department and other staff membor oi DECEM;
:lephone calls and refers to proper sources; composes and types
answering routine request for information; types reports, specifications,
' material form copy or rough draft; keeps staff informed of stitus of work.tabulations and simi

in organization and minds supervisor and staff of deadlines; logs, screens and reviews
incoming/outgoing and route the same to the head of the office or other staff
members as ; perform other duties as assigned.

Graduation from.two college with a degree in secretarial science with good command of
work experience.

spoken and written ish or related field plus two (Z) years of secretarial
Must be computer I most preferably with word and excel application.


