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DEPARTMENT OF THE AIR FORCE 
Headquarters, US Air Force 
Washington DC 20330 

STS 702XO/XOA 
(For AFSCs 70230/30A/50/50A/70/70A) 

1 May 1970 

ADMIN ISTRA TION SPECIALIST 
AND 

ADMINISTRATION TECHNICIAN 

1. Purpose of this Specialty Training Standard (STS). As prescribed in APR 50-34, this STS: 

a. States in column 1 of attachment 1 the tasks, knowledges, and study references (SR) neces­
sary for airmen to perform duties in the Administration ladder of the Airman Administration Career 
Field. These are based on the Specialty Descriptions effective 1 March 1970 in AFM 39-1. 

b. Indicates in columns lA, 3A, and 4A of attachment 1 the minimum proficiency recommended for 
each task or knowledge for qualification at the 3, 5, and 7 skill level AFSCs. AFM 50-23 is the 
authority to change the proficiency level during JPG development when the local requirement is 
different from the level shown in this STS. 

c. Shows in column 2A of attachment 1 the proficiency attained in Course JABR70230-l (PDS Code 
ABQ) described in AFM 50-5. Proficiency code for the minimum proficiency recommended for the 3 
skill level AFSC and the proficiency attained in the course are the same except when dual codes are 
entered. When dual codes are entered, the second code shows the proficiency attained in the course. 

d. Provides basis for supervisors to plan and conduct individual OJT programs. 

e. Provides a convenient record of on-the-job training completed when inserted in AF Form 623, 
"Consolidated Training Record," and maintained in accordance with AFK 50-23. 

2. Proficiency Code Key. Attachment 1 contains the Proficiency Code Key used to show proficiency 
level. 

3. Career Development Channel of OJT. Personnel training to AFSCs 70230 and 70230A will study the 
CDC material and complete the related chapter review exercises which are identified for 3 skill 
level trainees in CDC 70250. Satisfactory completion of CDC 70250 is mandatory for personnel 
training to AFSCs 70250 and 70250A. Satisfactory completion of CDC 70270 is mandatory for per­
sonnel training to AFSCs 70270 and 70270A. 

4. Recommendations. Report to ATC (ATTDC) unsatisfactory performance of individual graduates or 
inadequacies of this STS. Refer to specific paragraphs of the STS. See APR 50-10. 

BY ORDER OF THE SECRETARY OF THE AIR FORCE 

OFFICIAL 

JOHN F. RASH. Colonel, USAF 
Director of Administration 

JOHN D. RYAN, General, USAF 
Chief of Staff 

1 Attachment 
Qualitative Requirements 

Supersedes STS 70230/50/70, 26. April 1968, and Change 1, 26 February 1969. 



STS 702XO/XOA 

THIS BLOCK IS FOR IDENTIFICATION Pt)RPOSES ONLY 

TRAINEE 

NAME INITIALS (III Wrltl"v GRADE 

Ro6e~-t r2 rJodeJ let-. £-') t.,} 
ORGANIZATION t"tlF1).J C.1Jh4/ J.folo 

;fAPIJ 
TRAINER'S NAMES AND INITIALS (In Writing) 

N/I a. /J~ p ~~4~,i jk4 N/I 

N/I V P N/I 

QUALITATIVE REQUIREMENTS 

PROFIOENCY CODE KEY 

SCALE 
DEFINITION: The Individual VALUE 

1 
Can do simple parts of the task. Needs to be told or shown how to do most of the task. 

W 
(EXTREMEL Y LIMITED) 

u 
Can do most parts of the task. Needs help only on hardest parts. May not meet local demands for z 

2 -C'" 
~~..J speed or accuracy. (PARTIALLY PROFICIENT) 

o::W 
-co> 

Can do all parts of the task. Needs only a spat check of completed work. Meets minimum locol I-ILW 
IX..J :3 W demands for speed and accuracy. (COMPETENT) 
Q. 

4 
Can do the complete task quickly and accurately. Can tell or show others how to do the task. 
(HIGHLY PROFICIENT) 

a Can name parts, tools, and simple facts about the task. (NOMENCLATURE) 

W 
C) 
0'" b Can name the steps in doing the task and tell how each is done. (PROCEDURES) lotw..J 

"'..J W 
-c~> 
I-ow Can explain why and when the task must be done and why each step is needed. 
• z..J C 

lot (OPERATING PRINCIPLES) 

d Can predict, identify, and resolve problems about the task. (COMPLETE THEORY) 

A Can identify basic facts and terms about the subject. (FACTS) 

I-W 
uC)", 

B Can explain relationship of basic facts and state general principles about the subject.(PRINCIPLES) wO..J ..,Ww 
III..J> 
a~w 

C Can analyze facts and principles and draw conclusions obaut the subject. (ANALYSIS) • z..J 
• lot 

0 Can evaluate conditions and make proper decisions abaut the subject. (EVALUATION) 

- EXPLANATIONS-

* A task knowledge scale value may be use.d alone or with a task perfarmance scale value to define a level of 
knowledge for a specific task. (Examples: band lb) 

** A subject knowledge scole value is used alone to define a level of knowledge for a subject nat directly related ta 
any specific tOlk, or for a subject common to several tasks. 

- This mark is used alone inCtead of a scale value ta show that no proficiency training Is provided in the .caurse, 
or that no proficiency is required at this skill level. 

X This mark is.used alone in course columns to show that training is not .given due to limitations in resources. 
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STS 70ZXO/xOA 
PROFICIENCY LEVEL, PROGRESS RECORD AND CERTIFICATIOM 

Z. 3 Slclll '--I I. S Slclll '--I 4. 7.111 L.ftl 

.. • C .. • C .. • c 
TASKS. ICNOWLEDGE$ 

0... Do .. ~ ...... 0... DaM~""" DaM DaM~""" AND STUDY REFERENCES 
"'FSClCr. OJT & Tr ......... AFSC QJT .. Tr ...... ·., ..FSCICr • OJT .. T"' ....... -.... 1',.. ....... - T,. .... •• -.... TNI ... • •• I. 

Inlt .... Inlt .... Iftltlol. 

NOTE L Award of the suffix A is contil [gent up pn per orming th dut les anc acquiring profici ncy Ie el 
indicated in paragraphs 6, 7, 8, 9. and 11. 
NOTE 2. Users may annotate lists of S s to id ntify urrent re ren es pe ding STS evisioI 

1. ADMINISTRATION CAREER 
DEVELOPMENT 

SR: - AFMs 26-2 (atch 8). 39-1 (vol , atch 3); A R 4-1 

a. Structure of Administration 
Career Field A B C 

b. Duties and Responsibilities of 
the Administration Specialist B C D 

c. Duties and Responsibilities of 
the Administration Supervisor A B D 

2. COMMUNICATIONS SECURITY 
(TRANSEC) P:l 

l'Il 
Il::i 

SR: AFP 50-47; AFRs 12-31. 205-7 :=;l - 0 
U 

a. Identify information as das si- C! 
fied, unclassified, or of P:l 

U possible intelligence value Ib 2b 3c 
~ b. Determine proper classifica-
> tion of official information as 
~ Top Secret, Secret, Confi-

dential. or For Official Use 0 
Z Only Ib 2b 3c 

c. Select and recommend mode of 
transmission dictated by 
security and expediency 
required Ib 2b 3c 

d. Observe security precautions 
involved in voice communica-
tion b 2b 3c 

3. OFFICE PRACTICES 

a. Exercise office supply disci-
pline, property accountability. 
and responsibility A 2b 3c 

SR: AFR 67-10 -
b. Use proper telephone and 

receptionist procedure B 2b/b 4c 4d 

3 Attachment 1 



STS 702XO/XOA 

PRQFIQEHCY LEVEL, PROGRE$S RECORD AND CERTIF1CATIOH 

J. 3 SkIIll.eYe1 I. S Sldll l.eYe1 4. 7 Skill L_I 

TASKS. KHOWLEOGES " • t: " • t: " • t: 

AND STUOY REFERENCES 
~FSCICn 

0... o...~ ...... 0... o...~ 0... o...c-...... 
on & T .. __ ., AfSC OJT &T,. .. • •• AfSC/Ct. OJT &T .. __ •• 

I. ........ T ...... • • s..... T .. _'. ........ T_' .. 
Wtlel. Io!tlel. I" .. lel. 

3c. Record visits and telephone 
calls 3b/2b 4c 4d 

SR: AFM 10-1 (chap 2) 

d. Apply office safety procedures lb/b 3c 4d 

SR: AFM 127-101 (chap 2) 

4. SUPERVISION, TRAINING, AND 
INSPECTION 

SR: AFMs 35-1, 39-1 (vol II, atch ~); AFl 50-2 1; AFR 3<] 6 

a. Supervision 
(I) Analyze and schedule 

work assignments - 2b 3c 

~: AFP 50-2-4 
r.:I 
III 
p:; 
::> 

(2) Establish and apply work 0 
methods - - 3c U 

t:l 
r.:I 

SR: AFPs 50-2-6, 50-2-7 U 

~ 
(3) Determine performance > 

standards - 2b 3c .~ 

0 
SR: AFP 50-2-9 Z 

(4) Plan work assignments - 2b 3c 

SR: AFP 50-2-10 

(5) Direct and control work 
of subordinates - 2b 3c 

SR: AFPs 50-2-11, 50- 2-1 

(6) Orient newly assigned 
personnel - - 3c 

SR: AFP 50-2-13 

(7) Evaluate qualifications 
and performance of 
individual s - - 3c 

SR: AFM 39-62 -
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STS 70ZXO/XOA 
PROFICIENCY LEVEL, PROGRESS RECOROANO CERTIFICATION 

2. 3 Silr.11IL.v.1 I. 5.1111..0 ... 1 ". 7 .111 L.v.1 

T ASlCS. ICNOM.EDOES " • c: " • C " • c 
ANO STUDY REFERENCES IAFSCICn 

.,.... .,....~ ...... .,.... .,....c......, Dote Dote~ ..... 
on "T .. ..-•• ""sc CUT .. T ........ AFSCIC<. CUT .. T ........ 

t. - TN .... •• - T ...... •• - T_· .. 
Inltlol. ..It .... 1 ........ 

4a(8) Assure availability of 
required equipment and 
supplies - - 3c 

(9) Inspect administration 
services activities - lb .3c 

b. Training 

SR: - AFMs 39-4 (chap 31. 50-l3 Kchap 4 and 5 ; AFR 50- 6 (s c DI 

(1) Recommend personnel 
for training - - 4d 

( Z) Conduct training and 
maintain training records - Zb 3c 

5. OFFICE MACHINE OPERATION 

SR: - CDC 70Z50 (vol I); Manufacture 's oper tor iJ structions on U Ie equi ment in u e 

Operate typewriter ~ a. CJ) 

(1) Type (ability to type 30 "' D 
NET WPM required for 0 
3 skill level and 45 NET U 

Q WPM for 5 and 7 skill ~ 
levels) - - - U 

( Z) Clean and care for ~ 
typewriter Zb 3c 4d ~ 

b. Operate office copy machine Zb/X 3b 3c 0 
Z 

c. Operate keypunch la/X lb 3c 
*d. Operate micro-form and 

powered filing equipment la/X Zb 3c 

6. PUBLICATIONS MANAGEMENT 

SR: AFMs 5-1, 7-1; AFRs 0-1, o-z 0-4. ( 6. 0-~. and 0-1 ser 
oo-5-Z 

es, 5 1. 5-31, -1; TO 00-5 1, 

a. Develop, edit, review. and 
coordinate proposed publica-
tions - b 3c 

b. Requisition, distribute, 
warehouse, and establish 
requirements for publications 
and forms Ib 3b 3c 

*Only personnel assigned to operate 
equipment 

5 Attachment 1 



STS 702XO/XOA 
PROFIOENCY LEVEL. PROGRESS RECORD AND CERTIFICATION 

2. 3.111 ..... ' I. 5.111 ..... 1 4. 7.111 ...... 1 

TASKS, KNOWLEDGES " • C " • C " • C .,... .,...~ ...... .,... .,...~ ..... .,... .,...~ ...... AND STUDY REFERENCES 
.o\FSC/Cta OJT .. TN"""". .o\FSC OJT & Tr ..... • ... .o\FSC/Cr, OJT .. T ......... 

I. SWtoo4 T .. ,-', SWtoo4 T .. _', SWtoo4 T ...... ·., 
.. It .... initio .. InIt .. l. 

6c. Maintain file s of standard and 
specialized publications 2b 3b 3c 

d. Review, change. revise. or 
rescind noncurrent publica-
tions la/- 2b 3c 

7. REPRODUCTION AND FORMS 
MANAGEMENT 

SR: AFM 9-1; AFRs 6-1, 9-1 -
a. Objectives of forms manage-

ment A B C 

b. Control use of forms lb/b 2b 3c 
c. Develop new or revised 

forms lb/b 2b 3c 
d. Request reproduction and 

Il:l duplicating services lb 2b 3c til 
~ 
p 

8. ADMINISTRATIVE COMMUNICA- 0 
TrONS MANAGEMENT U 

0 
f.il 

a. Draft or type administrative U 
communications ~ 

> 
SR: AFM 11-2 ~ 

0 
(1 ) Air Force letter Zb 3c 4d Z 

SR: AFMs 10-1. 11-4 

(2) Air Force messages 2b 3c 4d 

SR: AFMs 10-Z. 11-4 

(3) Publications 2b 3c 4d 

SR: AFM 5-1; AFR 5-1 

(4) Administrative orders 2b 3c 4d 

SR: AFMs 10-3. 11-4 

b. Administer the Air Force 
effective writing, abbreviation, 
and terminology programs la 2c 3c 

SR: - AFPs 10-1, 11-1 (vol I, pa t 1). 1 -2 
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STS 702XO/XOA 

PROFICIENCY LEVEL, PROGRESS RECORD AND CERTIFICATION 

Z. 3 $kill L .... I J. 5 $kill L ... I 4. 7 Sltlll L ••• I 

TASKs" KNOWLEDGES 
A • C A • C A • C 

AND STUDY REFERENCES 0.- o. .. c.. .. "'" 0... o.-C_le"'" - o.-c..-
AFSClC,. OJT & Tr • ....,.., APSe; OJT & Tr • .....,.., AFsc:JCt. OJT &T ....... • •• 

I. $tartoo4 T ....... •• $tartoo4 Tr ..... •• $tartoo4 T, .... ·., 
hllt .. l. hllt .. l. Inltlol. 

Sc. Administer code word and 
nickname control program a 2b 3c 

SR: AFP 11-4; AFR 205-1 (cha 10); A rM 10 5 (chap 5 

d. Control and suspense of 
written communications Ib 2c 4d 

SR: AFM 10-1 (chap 1 and 7); } FR 11- 1 

e, Maintain central base locator 
files Ib 2b 3c 

SR: AFR 11-24 

f. Controls and maintains flight 
records la 2b 3c 

SR: AFM 60-352 
r.1 
CI) - IX: 

9. DOCUMENT A TION MANAGE MENT 
~ 
0 
U 

SR: AFR 12-1 0 
- r.1 

U 
a. Principles and objectives B C D ~ 
b. Prepare and maintain files 2b 3b 3c 

~ « 
0 

SR: AFM 12-20 Z -
c. Apply files cutoff, disposition. 

storage, and retrieval 
procedures (staging area) Ib 2b 3c 

~: AFMs 12-20, 12-50 

d. Requisition and inventory 
documentation storage and 
retrieval equipment la/- 2b 3c 

~: AFM 12-20; AFR 12-40 

e. Provide document release 
service and account for fees 
collected la/- 2b 3c 

SR: AFRs 12-30, 12-31, 12-32 -
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STS 702XO/XOA 
PROFICIENCY LEYI!L. PROGRESS RECORO AND CERTIFICATION 

2. • 110111 Lawl •• 5110.11'--'1 ... 7 •• 1 '--'I 

A • C A • C A • c TASK$. ICMO'llLEDGE$ 
0... O:-T=~ 0... o...~ 0... o...~ AND STUDY REFEREMCI!$ AFSCICt. on AI'IC GlT .T ....... AI"SCIC'n OJT .T ....... 

I. ...... T .. __ • ...... TN .... •• ...... T __ .. 

",fa ... 10 ......... 
10. LIBRARY SERVICES 

SR: AFR lll-l -
a. Process, control, and assist 

in selection of literature 1a/- lb 3c 
b. Maintain official reading 

material and card record la/- lb 3c 

II. OFFICIAL CORRESPONDENCE, 
MAlL, AND MESSAGE 
PROCESSING 

SR: AFMs 10-1 (chap 7), 10-l (cha 7), 10 5 (clu p l), 
18l-11, 18l-15, l05-1 (chap 7) 

11-4 18l 1 (clu p 3, 6. an ~ 9); Al Rs 10 5, 

a. Process incoming and outgoing 
official correspondence. mail. r.:I 
and messages lb 3b 3c (I) 

~ 
b. Process intrabase communi- :=> 

cations lb 3b 3c 0 
0 

UNIT/CONSOLIDATED MAIL 
Cl 

1 l. r.:I 
ROOM 0 

~ 
!!: AFM 18l-1 (chap 5. 6, 7. and C ; CDC 7015 • 70170 > 

~ 
a. Collect, examine. and 0 

process outgoing and incoming ~ 

ordinary and accountable mail 2b 3b 3c 
b. Maintain a mail directory file 

and process directory mail 2b 3b 3c 
c. Offenses against the postal 

service A B C 

13. COURIER SERVICE 

SR: AFRs 182-14. 18l-25; CDC 70. j;O, 702 0 

a. Courier organization and 
responsibilities B/- C D 

b. Process courier material b/- 2b 3c 

8 Attachment 1 
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STS 702XO/XOA 

PROF'ClENCY LEVEL. PROGRESS RECORD AND CERT'FICATION 

1. 3 Skll' ..... 1 l. 5 Skill L._I 4. 7 Skill L_' 

TMKS, KNOWLEDGES A • C A • C A • C 

AND STUDY REFERENCES AFSCICio. - -~- - -~ ...... - -~-on " T,....,. •. Al'SC OJT .. T ..... • •• AI'SCICt. OJT ..T .. _ •• 

t. ........ T ..... • • ........ T ...... •• ........ T __ .. 

Ioolt ••• Ioolt ••• , ........ 
14. POSTAL SERVICES 

SR: CDCs 70150 (vol IV and V). 70~ o (cha 4) 

a. Responsibility for operating 
postal activities B/- C D 

SR: AFM 18l-1 (chap land 3); ~FR II 8 

b. Organization and miesion of 
Air Force postal activities A/- B C 

SR: AFR ll-8 -
c. Duties and responsibilities of 

postal personnel B/- C D 

SR: AFM 182-1; AFR 21-8 
iii 
II) 

d. Research and maintain postal IX! 
::> 

files; requisition postal 0 
forms, supplies, and equip- U 

Q ment Ib lb 3c iii 
e. Receive. sort, and deliver U 

mail to consolidated mail ~ 
rooms and unit s; provide ~ directory service lb/- 3b 3c « 

0 
~: AFM 18l-1 (chap 4, 5. ane 6) Z 

f. Make up and dispatch pack-
ages. pouches, and sacks of 
mail to post offices and aerial 
mail terminals lb/- 3b 3c 

g. Provide security for mail lb/- 3b 3c 

SR: AFM 18l-1 (chap 4, 8, and 10) 

h. Provide customer service 

SR: AFR 182-18 

( 1) Examine outgoing mail 
for accountability lb 3b 3<: 

SR: AFR 182- 11 

(2) Compute postage and fees 2b 3b 3c 

9 Attaclunent 1 



STS 702XO/XOA 

PROFICIENCY LEVEL, PROGRESI RECORD AND CERTIFICATION 

2. 3 Sltlll Lewl J. S Sltlll L ..... I 4. 7 Sltlll L"".I 

TASKS, KNOwt.EDGES 
A • C A • C A • c 

AHO STUDY REFERENCES 
""SCICli 

0. .. o. .. e-Io .... 0... D ... e-...... 0... o...e-...... 
OJT & yr ......... Al'SC OJT & Tra ..... • •• AFSC/C .. OJT .. T ... __ ., 

I. Soonod T ...... •• $twtM T ...... '. $twtM T ....... ·., 
.. hlol. Iftl'lol. Ifthlol • 

14h(3) Advise and assist patrons 
with mailing requirements 2b/- 3b 3c 

SR: AFR 182.-18 -
(4) Prepare certificates of 

mailing 2b/- 3b 3c 
i. Obtain and issue postage 

stock 2.b/- 3b 3c 

~: AFM 182.-1 (chap 11) 

j. Sell and account for postage 
stock 2.b/- 3b 3c 

SR: AFM 182-1 (chap 11) 

k. Operate postage meter 
machines 2b/- 3b 3c 

iii 
U) 

~: AFM 182-1 (chap 11) ~ 
:;J 
0 

1. Accept, control, and deliver U 
registered mail to include r::l 
maintaining registry records 2.b/- 3b 3c iii 

U 

SR: AFMs 10-5 (chap 5). 182.- (chap ) ~ 
> 

m. Process and deliver insured ~ 
and certified mail 2b/- 3b 3c 0 

Z 

SR: AFM 10-5 -
n. Process restricted and special 

delivery mail 2b/- 3b 3c 

SR: AFM 182.-1 (chap 11) 

o. Receive and issue blank money 
order forIns 2.b/- 3b 3c 

p. Sell and pay money orders 2b/- 3b 3c 

q. Submit Inoney order reports 2.b/- 3b 3c 
r. Process and review claims 

and inquiries 1b/- 2.b 3c 

SR: AFM 182.-1 (chap 4) 

s. Monitor complaints a/- 2b 3c 

SR: - AFM 182-1 (chap 4) 
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