
DEPARTMENT OF THE ARMY 

!eplaces lFS!-2047 
JOB DESCRIPTION 

FIELD SERVICE Ccts Gs-:301-7-226 

Grade and title of this job have been fized in 
accordance with Department of the Army 
oHicial policy and t~rade level standards 

s. -ciTATION To APPLICt\BLE sTANDARD AND- ITS DATE oF 1ssuANCE 

_/a/ Wylma F:cynn 
!SIGIIA TURE) 

9t JOB CONTROLS,_ DUTIES, AND CONDITIONS OF WORK (Indicate percent of time for each duty, where pertinent} 

iOB CON'l'ROI.St 
• _:,·.!s-:. 

2. JOB NO. 

llSA.- 3600 

a March 1953 
(DATE) 

1. Supervisor.)" controls consist of oral or written asailnments with pertinerrli 
instructions as to material or result• desired. Work ia re'Vined tor propr!ot7 and 
!actual cansistency. 

2. Regulato17 con.trola constet or established otfice policies and procedures. 
and re&U)..&tiona which prescribe the eaf'egua.rd1na; or eluaitied intormation. 

HAJOR DU'l'IES1 

.As Administrative Assistant tor the !l'ecbnical Consultant to the Director, .................. .,_ •• 
a variet7 ot administrative and aecretarial tun.ctiQrla and aerd.cea deai&ned to relieve 
auperior or the more general detail.a inherent 11!1. the respective 8J)here ot operation. 

1. &lgages in ditticult and responsible research to gather facts on communica
tions intelli&ence, cODI!DWl1cat1ons eeaurit7 and other •pec1al.ised areas peculiar to 
the qeno;r requ!l"inn a ver.r &ood knowledge of qenc;r acti'Yitiea,. tunctiona and .~o-v.:..-."',""'"'r 
8hips with other u.s. or .torefcn cr;yptologl.c organisations and~ ceyptolo&ia and 
other specialised t8l"'llinolou. Determines aourcea most likeq to furnish the data 
required• and contacts pe:reonnelin the 'VU'ioua orpnizational. aepenta as well aa 
other agencies or departments in the area. obta.i.ninc technical data, and preparing 
prellmina.ry a:nal.11Jia or Qnthesis ot data obtained,. 1n 8U.1DII1al",1 or detailed, report;, 
atat1at1eal or narrative form. 'tJp:tcal. ot a5tl1.anm8nta is the ccmqlil&tion or basic 
~or a report an u.s. policies and practices in the diaaemination ~ communications 
intelligence in· World War IIr basic data tor a report on propoaa1s tor the evaluation 
and dissemination ot cODIDWiications intelligence produced b7 the qenc;y, compilation 
basic data on communications aecurit;r, etc. Cc:msulta v.lth auperior an authenticit7 
or •ource material and illportance ot data when 8Ubject atter ia of such a nature that 
a technical and professional background in cryptology and communications is required. -..--·oa.uo ... 

2. Assists wperior ;ln t~e de'ft,lapment and preparation ot qenda. tor various 
•t~nAlll ot hi&hl7 technical and scientific conterencea, IQ'JDPOSiuma, etc •• deaJ.in& with 
problema peculiar to t'htt miaeion of the &genC)"l coordinates lees tecbnioal aspects ot 
the progratlllld.nsr assembles alides, photos, or ~her !-1-aual. aids tor speeches or -
lect~!ll VJ"ites non-technical portions t)lereot, var:Yitll st;yla dependent upon the t;ypa 
and size o! audience_. Baaed m preliftd.nar;r 1rd'ormat1on concerning prospect.ive JUesta. 
gathers all 1iVa1lf,ble Jm()Wn tact• about an individual consul.ti~ auch sources as 
"Wbo'a Who in Amel"iqa", "-:rican Men ot Science, etc •• and prepares memoranda_~a~-
ina security clearance. on all invited cuesta. I• responsible tor followin& through 

all au~.Jh aecuritT clearances to meet t~Ptraet dateJ •1nta1ns individual securit:y f'ile 
con!ere•l'• . Durins ,_bsepce or supervisor, represents hila at •etin& ot com1ttees 
whic}l he 1• a mnber, .,nc1 -.rl,ea him ot subjects diecusaed, decisions made, etc • .JJ-......... 

I 
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JOB CONTROLS, DUTIES, AND CONDITIONS OF WORK-cONTINUED 

,. leceiws callers and incaruin.g tel.ephonlc 1nqu1riea and e.xarciaea & hiah . 
degree or di,acretion and tact in tumiahina 1ntorma.t1on or answering questions. In 
this Napeet • utilises a considerable knowledge ot the projects, propoama and policies 
and Ncurit7 aspects imol:nd, pneral.l7 ref'•rr1ng to superior onl7 when questionable 
areas are involved or when hi&hl7 technical points are considered. Makea appointmrmte 
for auper!or • prepares memoranda tor intormal meet1nga • requests tor l"eference material~ 
aecurit.7 clearances.., . .-tc. Deter.ud.naa routing~ reports and tollon up to eneure that 
dead.Une dates are •t • tJPes correapondcnee and maintains atfiee tiles 1 ainta.in1nc 
nmnin& accounta of at.tera taken in co&nisance 'b7 nperior for :montbb' brietinp ot 
hi&h echelon atatt, etc. · ZO.. 25% 

P,rto:rms other duties as asai&ned • 

. - - .• • 10. CERTIFICAfiON 
:z • • - ... • .. • - ~ _.!.2_4- - • --. 

ORGANIZATIONAL LOCATION: 

. N$A . ..m_CIAL ASSISIJ'Al9!e . , . • .. ; • 
l HEREBY CERTIFY THAT THIS STATEMENT ACCURATELY AND COMPLETELY DESCRIBES WORK PERFORMED IN ONE OR MORE POSITIONS IN THE ABOVE 

ORGANIZATION SEGMENT: 

E. H. Metenyi c, --· . .., .. William .F, Friedman 
(SIGNATURE OF ANALYST) (SIGNATURE OF APPROVING SUPERVISOR) 

. 11. R~AUDIT_ CERTIFICAT19N 
MAY 1_3 1953 

DATE 

SUPERVISOR'S 
APPROVAL • 
·-----~-~1----~----~------------l-----------l----~~~~-,------------l-----------

ANA.l 'ISl'S 
APPROVAL 



............ ---------------
POSITION SURVEY LISTL 

SHEET--OF 
_l. __ SHEETS 

DATE_M8¥......;;..z~l3.._.,c...=l9.,_,5"""3 __ _ 

OCC.CODE JOB OCC.CODE 
NAME JOB TITLE GRADE AND NO. JOB TITLE GRADE AND (X) 

SALARY• SALARY• 

Fr:Ledman, William F. Consul.tant GS-151io-l5 
1293 by OOF 15 Nov 50 CCL: 4 

Young, Edythe B. HSA- Administrative Assistant l!lSA- ve Assistant GS-301-7 
36oo (Technical Research) 36oo (Technical. Research) CCL: 226 

The current allotted strength of this Office 

I hereby certi:t)r that tions listed above are nec~s1aa:r:ry to 

Date 
USAF 

, Management Branc)l 

• ENTER SALARY ONLY WHERE CHANGE 

TO PERSONNEL OFFICE: 
I hereby certify that the above positions exist in this organization and are properly described on the job descriptions identified with them, except those marked with 

an (X). For all the above changes except those marked with an (X) I hCt"eby request the establishment of such positions and the processing of personnel actions to place 
the above incumbents in the changed positions. For all items marked with an (X) I will take separate action. (Note: WD AGO Form 72 will be used to effect separate 
actions.) 

(DATE) 

DA AIIOFOIIM279 
1 NOV 48 

(SIGNA11JRE) (TinE) (ORGIANIZATIOIIUNIT) 

18-5TSIIII-1 'if U 1. IIOVIRNMENr PRINTIN& -ICE 



• DEPARTMENT OF THE ARMY 

7. EVALUATION APPROVAL 

Grade and title of th1sjob have been fized in 
accordance with Department of the Army 
offlcial policy and lfrade level standards 

JOB DESCRIPTION 
FIELD SERVICE 

4. PAY CATEGORY 

--~"' G8 

/e/ Jclm !!. JIJ.Ol'" 

8. CITATION TO, API'I,f~~LE ST~NQf\BD AND ITS DATE OF ISSUANCE 

9. JOB CONTROLS, DUTIES, AND CONDITIONS OF WORK (Indicate percent of time tor each duty, where pertinent) 

JOI. CONTROLs I • . , 
-- ... & M: I . ~ ~~~"'. ~:- \GE:~_:::.:it - -=~~-.a ~I - • '. - ~ - \ .. 

2. JOB 

S.OCC.CODE &.GRADE 

lHO l& 

MAY 13 1953 
(DATE) 

1. Supervlaory ooatrolll ocmo18t or the aesicttnent ot geera.l &l\4 apco1t1o 
,Projeota and atucl1ea pertainir:at to the tormulat1on qd neout1o:n of the ovc•-a.ll 
teolud.oal problas ot the Aceoy 1a ita aaaipe! ataa1on 1lt the oeyptolopo 1'1•14. 
P.eoom=endatians or .valuatia.aa 1D41oate4 are reviewed throuth •taou•aiOR ror 
poaaible app11cat1oa to the ourrent problems. 

2. Regulatoey ccmtrol• oonsiat of lecialati\'e atatutea and Depe.rtJtent or 
Detanao ordera wnioh ••ttae the tunotlone of the A&.aoy aa! ottio1al rotulationa 
WQiCh prescribe the aate,u~r4~ ot olaaeltie4 tDtor=atiou. 

KAJOR OOTIESa 

Aa apeoial uaiataat to the Director, ISA• ia rupoDS1ble tor ••vt•i:DC the 
Direator. the Vloe Direotor. anc! the D.puty Direotora oouceruiDc t~e teobnioal 
aspeota ot oryptolocio aat1vit1••J prepartn£ teohn1aal atud1ea an4 rap?rte aa 
:requ1recl; And tor auoh oth•r teohn1oal ua1pam.-:Jilte a.t "SJ:y bo requ1ncS. 

-
1. hnders teohn1aal adnoe qd aeeietanoe to tbtl Direator. Vioe Direotor. eat 

the ieputy Direotora in tbo tor.ulat1on an4 exeoutiou of the broad OV$t-&ll pl~a 
an4 prop-au ot' the A'e110y, &~~4 1ll the teab:tt1oal control azacl ooor41mation or 
or,yptolocles aot1v1t.iea. l'urniahea t.eahnioa1 advioe &z~d .. a1•tantse to the Chi•ta ot 
Ottioca 8J14 8tatt Di:rla1one upon requeat. Jlt.bataiu liaiaOD w1th th• Technioal 
Dil"ectora ot the Operati~ Ottieea or the A&enoy to render urd.at~no• ill the 
teobn1oal plazm.1n& an4 exeoution or the work of those Oti'io•• 

a. IServea a.a ohiet teobnioa.l oonaultaut Nail athiaor to the Direotor in the 
ooo~41nation ot the A~noy'• aat1v1t1ea &D4 operat!ous with thoae ot ooop.rat~ 
u. s. or .roreip oeyptolo:;.io orpnizatioua. llakea raoor:mendat1ona oonoern1I1Jt 
do~st!o lia.iaon bet1Mtm 8 qcl the Serdo• Cryptolocio .l.p110ies azt4 othor 
eover'Qtlent.al and cd. vil or.-abationa. A• 4l1reotea 'bf auperior au,pervleea the 
arra.q;.-nts tor the aonduot of tetobn1co.l aonterenoea betweeJS the J.r,.enay aDd toreip. 
oi")'Ptologio a.,eno1ea 111th which the acenay oooperatoa. 

8ervea u member of ISA. .Reaesroh D.D4 Dtn-elopannt AdT1aol')' CounoilJ Exeouti: 
Beorotary ot ISA. So1atitio ..l.clv!aory loar4J u.l Ch'!lir'JIIA of BSl heouthw Group to'r 
ISA Soient1t1o A4v1•ory lcar4 a.tta1r.. 

1. Prepares or ra'riew teohnloal reports aza:l apeoial atudtea on oryptolocio 

operations. plana, IUld proll"&JII8• 
The tore,o1ns •ut1es ro:&u1re lcmg aper1e:a.ao ill the taobnolou or oryp .. ., ...... ~~~· 

outata.n4!,ng bowledp ot tho aativiti•• or the Asenoy, qcJ a. thoroucb lalowlede• ot 
.P2l8111J2f.Ucma. oo:amua1cat1one •oourity • ooJ:m.\Uiloationa 

16-117005-1 
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JOB CONTROLS, DUTIES, AND CONDITIONS OF WORK-cONTINUED REF ID:A59333 
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10. CERTIFICATION 

ORGANIZATIONAL LOCATION: 
. 

NSA -OOl!lCIAL ASSISTANT 
I HEREBY CERTIFY THAT THIS STATEMENT ACCURATELY AND COMPLETELY DESCRIBES WORK PERFORMED IN ONE OR MORE POSITIONS IN THE ABOVE 

ORGANIZATION SEGMENT: 
... . ' 

LsL Jean.M. Hogan LsL Alt'red R. Marcy 
(SIGNATURE OF ~NALYST) (S!GNA:URE OF APPROVING SUPERVISOR) ... .. 

-
11~ REAUDIT CERTIFICATION 

.. . •;r :.~ 
. .. I • . 

-
DATE. ·- 3928 

·SUPERVISOR'S - . --. - -- . - - - ---- .. - -
APPROVAL ·-_. .. 
ANALYST'S 

.... .. 
. 1\P.fROV~It .. 

,. ., . . . . 
-. •• U. S. GOVERNMENT PRINTING OFFI~E: 195CI-0-89t!595 

. ' 


