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UNITED STATES INTERNATIONAL TRADE COMISSION

CONFIDENTIAL ASSISTANT
Schedule C position
GS 11/12/13 grade level, Series 0301

Instructions: Submit your responses to the following five questions with a current resume in Word or PDF format to email address CAposting@usitc.gov.  Please indicate on the subject line “Confidential Assistant” of the email.  
 
Assessment Questions 

1. The Confidential Assistant position requires technical administrative expertise, discretion, and experience communicating effectively with all levels of staff, general public, government officials, industry representatives, as well as external stakeholders. Provide details as to your experience that will allow you to meet these requirements. 




2. The functioning of this position primarily supports the Commissioner and her staff, including managing the day to day operations of the office and scheduling for all members of the staff. Describe your experience that relates to successfully carrying out such tasks. 




3. Please describe any experience/knowledge you have in international trade, intellectual property, or economics/industry specific matters, and more specifically any experience in the areas of unfair trade laws such as antidumping and countervailing duty cases or section 337 intellectual property matters. 




4. Time management and flexibility are key components in successfully functioning as the Confidential Assistant. Describe how you balanced administrative deadlines and juggled priorities that met senior management's expectations. In your response include what resources were used to help you accomplish the results. 




5. Please discuss your experience in handling politically sensitive matters or communications, demanding requests, and inflexible deadlines. Include in your response the techniques you use to accomplish an effective outcome.
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