E3 Executive Administrative Assistant

a. Description of positions. Identifies positions requiring Soldiers skill level 1 through 3 qualified to perform at a high level
of English grammar proficiency, transcribe dictation from mechanical equipment, prepare/type correspondence, perform protocol and social etiquette responsibilities, and perform related secretarial and administrative duties.

  b. Qualifications. 


(1) A physical profile (PULHES) of 323122.


(2) A minimum score of 105 in aptitude area ST.


(3) Be eligible for a SECRET clearance, and have a favorable Entrance National Agency Check (ENTAC) of National Agency Check (NAC) on file.


(4) A U.S. citizen.


(5) A grade of 12.0 or higher on the English portion of the Test of Adult Basic Education, Form D (TABE-A) and the ability to type 35 net words per minute (NWPM) upon entry to the resident course.


(6) Successful completion of the Executive Administrative Assistant Course, Ft Jackson, SC.


(7) Executive Administrative Assistants must possess the ability to type at a minimum speed of 45 NWPM upon completion of course.


c. Restrictions. For use with MOS 42A in skill level 1 through 3 only.
