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OFFICIAL TITLE, SERIES, AND GRADE:
ADMINISTRATIVE AIDE, GS-0303-03

Summary of Major Duties

Receives requests from field staff, ascertaining the nature of requests and directing requests to
appropriate staff. Performs routine work by preparing or maintaining rosters and schedules, forms,
reports, statistical matter, and charts. Maintains files containing CSU information, progress reports
on special projects, studies, and other material. Requisitions field supplies, equipment, and services,
and performs similar maintenance duties. Receives correspondence, screening material, establishing
controls, and following up for supervisor.

Minimum Qualifications

Six months of progressively responsible general experience in any clerical, office, or other work that
indicates ability to acquire the particular knowledge and skills needed to perform the duties of the
position.

OFFICIAL TITLE, SERIES, AND GRADE:
ADMINISTRATIVE SPECIALIST, GS-0341-07

Summary of Major Duties

Performs work assignments necessary to provide, obtain and/or negotiate administrative and office
services for the NDMS disaster teams. Maintains roster and telephone numbers of key unit
personnel. Maintains duty officer schedule during actual mobilization resulting from a disaster or
emergency. Participates in resolving materials, supplies, and equipment programs and assists in
obtaining needed external logistic support.

Minimum Qualifications

One year of specialized experience directly related to the position equivalent to at least the GS-05
level in the Federal service that has equipped the applicant with the particular knowledge, skills, and
abilities to successfully perform the duties of the position.
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	Acceptance of Gifts from Outside Sources
	Any gift given to you from a DHS/FEMA prohibited source or because of your service as an NDMS member will raise concerns and may be prohibited.  5 C.F.R. 2635.202.   A “prohibited source” is any one or entity that does business with FEMA or NDMS, or wants to do so, e.g., a contractor or grantee or possibly even any 501© (3) entity or sponsor to the 501© (3), or outside group such as the  Red Cross, the American Medical Association, or other such entity.  Gifts can include discounts, tangible items, payment for travel or food.  You may never accept a cash gift as an NDMS member from a prohibited source.  You may accept gifts given to you because of your personal, outside business, or non-NDMS employment relationships.   You  may accept gifts from prohibited sources that have a market value of less than $20 per occasion, up to a maximum amount of $50 per year from the same source. There are other exceptions, but since they are often fact-specific, you should consult your agency ethics official.
	Providing Expert Testimony
	If you participated while a Federal employee in a particular United States judicial or administrative proceeding or in a particular matter that is the subject of the proceeding, you may not serve, except on behalf of the United States, as an expert witness, with or without compensation, in that proceeding if the United States is a party or has a direct and substantial interest.  5 C.F.R. 2635.805.  However, such testimony may be authorized by the DHS/FEMA General Counsel.
	Impartiality
	Endorsement of Non-Federal Entities
	Many DHS/FEMA SGEs/NDMS team members hold senior and influential positions in their private lives.  However, please remember that you may not use, or permit the use of, your official NDMS title, position, organization name, or authority associated with your Government NDMS position to imply an NDMS or Government endorsement of a non-Federal entity, event, product, service, or enterprise.  5 C.F.R. 2635.702.  For example, you may not put the name or logo of your NDMS 501© (3) sponsor or entity on your federal NDMS vehicles.  Provided that you act exclusively outside the scope of your official position and abide by the restrictions discussed above, you may participate and support the activities of non-Federal entities in your personal capacity.  You should  especially be careful about fundraising for non-federal entities, even your related 501 ©(3) entity, while on NDMS official duty, or misusing your NDMS title or position to seek funds for non-NDMS team entities.
	Misuse of Position
	Primarily because of the stature and visibility of many NDMS team members, actions that may be perceived as the misuse of their public office tend to receive uncommon public scrutiny.  The prohibition, which applies to all Federal employees, bars the use of public office for private gain.  5 C.F.R. 2635.702.  This broad prohibition generally is triggered by the following:
	Lobbying Activities
	While the time you spend performing official duties as an SGE/NDMS team member is usually brief, please remember that during those periods, you are prohibited from engaging in any activity that directly or indirectly encourages or directs any person or organization to lobby one or more members of Congress.  (18 U.S.C. 1913)  This statute does not bar you, in your official capacity, from appearing before any individual or group for the purpose of informing or educating the public about a particular policy or legislative proposal, or from communicating to members of Congress at their request.  Communications to members of Congress initiated by you, in your official capacity as an NDMS team member or as a consultant, must be coordinated through the FEMA Office of Legislative Affairs.
	Emoluments Clause 
	Foreign Gifts and Decorations Act 
	Foreign Agents 
	Hatch Act 
	Disclosure of Information
	Outside Employment
	Post-NDMS Employment Restrictions
	Definitions



	1.  Getting Advice
	2.  What Does It Mean to be a Special Government Employee?
	3.  Financial Disclosure
	You may be required to file either a public or confidential financial disclosure report (SF 278 or OGE Form 450) when you are first appointed, and annually thereafter if you are reappointed. Typically, NDMS team leaders, administrative officers and senior managers are required to file such financial disclosure reports.  The purpose of financial disclosure is to protect you from inadvertently violating any of the criminal conflict of interest statutes, discussed below, and to ensure the public and FEMA that your actions as an NDMS team member are free from any real or perceived conflict of interest.  The supervisor and a DHS/FEMA ethics official review the reported information, which is not releasable to the public if it is a confidential financial disclosure report, except as authorized by the Privacy Act.  Failure to timely file such financial disclosure forms within announced deadlines or failure to completely fill out such forms to the best of your ability can be grounds for disciplinary action, including removal from NDMS.
	4. Criminal Conflict of Interest Statutes
	Representational Activities
	Two statutes, 18 U.S.C. 203 and 205, prohibit Federal employees, including SGEs, from acting as an agent or attorney for private entities before any agency or court of the Executive or Judicial Branches.  For SGEs, section 203 prohibits the receipt of compensation for representational services only in any particular matter involving a specific party: (1) in which the SGE has participated personally and substantially as a Government employee; or (2) which is pending in this Department (DHS) and the SGE served for more than 60 days during the immediately preceding 365 days.  Representational services include written or oral communications and appearances made on behalf of someone else with the intent to influence or persuade the Government.  An inquiry into the status of a pending matter is not necessarily a representation, but could give rise to an appearance of a prohibited representation.  Examples of such matters include applications for Federal funding, progress reports regarding Cooperative Research and Development Agreements or clinical trials, and pending investigations.  Section 205 parallels section 203, except that even uncompensated representations by employees are prohibited.
	5. Standards of Ethical Conduct
	5. Criminal Conflict of Interest Statutes


	Informal
	Formal  
	Maintenance of Records 
	Access to Agency Records  
	Allegations of Discrimination
	Termination of Probationary Employees  
	The employee is responsible for demonstrating the appropriate skills, abilities, work habits, personality traits, etc., necessary for successful Federal service.  Should it become necessary to terminate a probationary employee, a proposal notice is not required.  A notice of termination is given to the employee that explains the reason(s) for the action, the effective date, and appeal rights to the Merit Systems Protection Board (MSPB), if the employee has MSPB appeal rights.  The employee may appeal the action to MSPB if he believes the action was based on discrimination, partisan political or marital status, or that the termination was not effected in accordance with proper procedures.  




