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EXTERNAL JOB ANNOUNCEMENT 
 

Job Title: Program Office Administrator EXTERNAL 
POSTING 

**OPENED TO ALL QUALIFIED APPLICANTS** 

Job Code: 2023:0402-227 
Location: Yuma Proving Ground, Arizona 
FT/PT Status: Full Time 
Business Sector: 001 – Program Management 

 

Job Description: 
 
Assists the Program Manager with contract and enterprise wide assignments. Independently completes assignments and 
resolves problems. Assists with documentation by developing, writing, and editing material for reports, presentations, and related 
technical and administrative publications. Performs non-routine and complex assignments for which no precedent may exist, 
exercising high levels of initiative and excellent judgement while meeting deadlines. Performs tasks independently including: 
creating and maintaining office files; answering phone calls; receiving office visitors; scheduling appointments and meetings; 
tracking organizational assignments; ensuring timely staff responses; operating office machines; routing documents; preparing 
and maintaining reports, records, and documents; using computers and various software products in support of daily operation; 
tracking personnel training and certifications, and other office tasks. May provide guidance, direction, and instruction to other 
administrative or office personnel. Provides positive and professional interface to senior government officials, management, TRAX 
personnel, and customers. Organizes material and completes writing assignments according to set standards regarding order, 
clarity, conciseness, style, and terminology. Reviews prepared reports and presentations and recommends revisions or changes 
in scope, format, or content. May select photographs, drawings, sketches, diagrams, and charts to illustrate material. May edit, 
standardize, or make changes to material prepared by other writers. Provides exceptional customer service in person, on the 
telephone, and in written correspondence (such as e-mail). Receives assignments from the Program Manager and coordinates 
with other TRAX team members. Performs other duties as required to complete the assigned mission. 
 

Pay Rate: DOE 
 
Education/Licenses/Certifications/Experience Requirements: 
 
• Must have a Bachelor’s degree in Business, English Journalism, Communications, or other related subject with four (4) years 

of related experience OR a Master’s degree and two (2) years of experience. 
 
Job Skills Requirements: 
 
• Must have strong computer and word processing skills, including being proficient with Microsoft Office – including Word, 

Excel, PowerPoint, and Outlook. 
• Must have experience placing images and graphics in documents and presentations. 

 
Physical Requirements: 
 
• Must pass a pre-employment drug screening and physical and periodic retests. 
• Must be able to wear appropriate Personal Protective Equipment (PPE) for work tasks assigned. 
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• Must be capable of working in extreme weather conditions including summer temperatures peaking around 120 degrees 
Fahrenheit. 

• Must be capable of lifting 25 lbs. unassisted. 
• Must meet the physical requirements to perform operations outlines, performed, and stated in the SOPs. 
 
Job Requirements: 
 
• Must possess a valid driver’s license, without special restrictions. 
• Must have dependable transportation and a dependable means of communication. 
• Must be able speak, write, read, and understand English. 
• Must have a well-mannered customer service attitude. 
• Must be willing to cross-train in other areas. 
• Must use “down-time” effectively to the benefit of test, self, and company. 
• Must be punctual, responsible, and dependable. 
• Must demonstrate motivation, initiative, and reliability. 
• Must be adaptable, flexible, and able to adjust to new or changing instructions. 
• Must have a demonstrated ability to follow instructions and company policy. 
• Must be able to deliver quality products to the customer and be responsive to their needs. 
• Must be safety and security conscious, complying with rules and policies. 
• Must be able to work both as part of a team and independently. 
• Must have excellent oral and written communication skills. 
• Must have demonstrated ability to perform their duties with a high level of attention to detail. 
• Must be adaptable, flexible, and able to adjust to new and changing instructions. 
• Must be able to work all shifts, weekends, holidays, and overtime as needed, sometimes on short notice, to support 

requirements and meet deadlines. 
 
Additional Desirable Qualifications: 
 
• None 
 
Terms of Employment & Eligibility Requirements: 
 

• Must be a U.S. Citizen. 
• Must possess a high school diploma or equivalent. 
• Must possess or be able to obtain a security clearance prior to employment and maintain security clearance for the 

duration of employment. 
• Must be a current TRAX employee or affiliate subcontractor for internal postings. 

 
***Relevance of experience to be determined by the hiring manager. 
 
 
Closing Date:  Open Until Filled 
 
Other Job Information: 
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• TRAX International, Test Services Division, participates in E-Verify. 
• TRAX is an Equal Opportunity Employer - Minorities/Females/Veterans/Disability. 
• TRAX Test Services promotes a drug/alcohol free work environment through the use of mandatory pre-employment drug 

testing and on-going random drug testing, as per applicable State Laws. 
• Must be able to obtain a security clearance prior to employment and maintain security clearance for the duration of 

employment. 
 

TRAX Test Services also encompasses affiliate subcontracts. All positions with TRAX can always be transferred to one 
of the subcontracts. 

 
Opened on Web:  11 DECEMBER 2023 
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