Position Description #01200

Position Description PD#: FP121936 Replaces PD#: 

Sequence#: VARIES

STAFF ADMINISTRATIVE ANALYST

GS-0301-12

Installation:FORT MYER VAMajor Command: VARIES

Region: NATIONAL CAPITAL

Citation 1: OPM PCS MISC ADMIN & PROGRAM SERIES, GS-301, JAN 79

Citation 2: OPM ADMIN ANALYSIS GEG, AUG 90

PD Library PD: NO

COREDOC PD: NO

Classified By: PATRICIA A. HAGUE 

Classified Date: 06/21/2002

FLSA: EXEMPTDrug Test Required: VARIESDCIPS PD: NO

Career Program: Financial Disclosure Required: NOAcquisition Position: NO Functional Code: Requires Access to Firearms: VARIESInterdisciplinary: NO Competitive Area: VARIESPosition Sensitivity: VARIESTarget Grade/FPL: 

Competitive Level: VARIESEmergency Essential: VARIESCareer Ladder PD: NO

PD Status: SURVEY INCOMPLETED

Duties:

The duties of this position require specific leadership training: (some of the survey(s) are not complete. Prior to use, all applicable training survey(s) must be filled out.)

* The SBLM survey has not been completed.

MAJOR DUTIES

1.
Serves as the FMMC program manager for the FMMC Paperless Office Project. The position is responsible for developing and overseeing the implementation of the paperless office throughout all of FMMC (Ft. Myer, Ft. McNair) and appropriate staff elements (18). Responsible for the development of a course of action for the installation of software; determination of what each organization's needs and requirements are; and, arranging for and oversee training. Leads the FMMC PAT for the paperless office project. Evaluates the paperless office program and forecasts future requirements and support needed for each directorate. Makes decision and recommends new approaches to the implementation of the program as it moves through its various stages. Represents the command at organizational meetings and makes final decisions on the implementation of various parts of the program.

35%

2.
Prepares comprehensive staff studies and briefings on a large variety of subjects for the Garrison Commander and the Deputy Garrison Commander.  Studies are prepared from briefly stated requirements with little or no technical guidance. This requires a substantial degree of originality in developing new approaches to problems, and requires considerable analysis and technical evaluation of multiple interdependent complex issues.  Through a complete knowledge of a variety of rules, regulations, policies, laws and past practices, incumbent modifies and adapts same in developing solutions to complex problems which directly affect programs of extensive importance to the operations of the Garrison. Develops procedures and instructions for use by other technical and administrative personnel for preparation of studies and reports. Initiates correspondence, makes policy interpretations and modifications, and takes any other actions required to attain program objectives. Leads and directs meetings, as well as makes presentations/briefings.

30%

3.
Acts as office spokesperson in all administrative matters concerning the Command Group. Provides information, makes decisions and takes actions on administrative matters as needed. Provides guidance to all directors and managers regarding taskings. Modifies requirements as needed.  Researches facts involving administrative problems, assemblies and analyzes these facts and presents oral or written findings to the Commander or Deputy.

10%

4.
Functions as the financial analyst for the Command Group with the authority to act on all budgetary matters to include the formulation, execution, review and analysis of applicable portions of the planning, programming, and budget cycle. Develops and coordinates the initial planning, formulation, and documentation of operating budget activities under AF funds. Formulates the 0012 operating budget and is responsible for the application and administrations of funds distributed for the conduct and operation of the Garrison Command Group. Prepares quantitative and analytical data required in budget formulation, execution, and review.

10%

5.
Administers all aspects of the personnel management functions within the Command Group for both military and civilian personnel. Prepares and processes all personnel actions; ensures all performance appraisals are completed properly and on time; ensures all actions are legal and meet all administrative requirements; and, ensures managers are kept up to date on changes in the various personnel rules and regulations. Reviews nominations for awards that require the Commander's signature to ensure they meet the requirements of the proposed award. Provides alternatives as needed.

10%

6.
Directs the work of lower graded support personnel in the Command Group. Plans and assigns work to be accomplished, sets priorities and ensures work is completed in a timely manner.

5%

Performs other duties as assigned.

FACTOR 1 - Knowledge Required by the Position FL 1-7 1250 Points

Extensive knowledge of the paperless program functions, specialized methods, and techniques to develop, revise, and review the procedures to develop systems that support the processes. Skill in developing oral and written strategies/alternatives for improving or replacing manual processes with automated techniques or programs.

Ability to effectively guide intricate program details through constantly revolving regulatory and technology changes to completion.

Knowledge of the Garrison mission and functions, as well as subordinate activities and the interface of the paperless initiative with DOD and DA.  The work requires ability to direct complex methods/studies requiring application of advanced analytical methods and techniques.

FACTOR 2 - Supervisory Controls FL 2-4 450 Points

Works under the general supervision and guidance of the Commander and Deputy Commander who outlines program objectives to be achieved and provides general policy guidance. Is expected to demonstrate a high degree of technical ability at all times and is evaluated accordingly. Exercises broad authority, independent judgement, and initiative in planning, performing, coordinating, managing, and directing the accomplishment of assigned functions, as well as resolving and interpreting ambiguous and conflicting policies and procedures. Work is subject to review in broad terms of overall effectiveness, policy compliance, and is evaluated on the basis of proficiency demonstrated in accomplishment of assigned mission, functions, and program objectives.

FACTOR 3 - Guidelines FL 3-4 450 Points

Information management, functional, and administrative policies and precedents concerning the paperless office project are applicable but are stated in general terms. Employee uses initiative and resourcefulness in deviating from traditional methods or researching trends and patterns to develop automated methods, process improvements, or proposed new policies.

FACTOR 4 - Complexity FL 4-4 225 Points

Incumbent is responsible for managing and coordinating a variety of functions for the Command Group and HQ, FMMC requiring many different and unrelated processes and methods that are applied to a broad range of activities that require substantial depth of analysis. Performs Garrison wide studies (managing the imperatives, paperless office) that will impact garrison operations (Ft. Myer and Ft. McNair) as a whole. 

FACTOR 5 - Scope and Effect FL 5-4 225 Points

Establishes criteria to measure efficiency of various automation programs and determine which is best suited for a particular application.  Work will make the goal of a paperless office a reality and improve the efficiency of the workforce, office and other offices.

Conducts studies and analysis of major functions, methods, procedures, and practices pertaining to productivity, effectiveness, and efficiency of program operations and workflow as pertains to the paperless office.

FACTORS 6 & 7 - Personal/Purpose of Contacts FL 3C 180 Points

Works with various organizations ( HQ, MDW, and directorates within FMMC) and contractors for the purpose of implementing the paperless office project. Presents finding of various studies that meet some resistance due to changes these would make, as well as competition for resources. 

FACTOR 8 - Physical Demands FL 8-1 5 Points

The work is sedentary.

FACTOR 9 - Work Environment FL 9-1 5 Points

The work is performed in an office setting.

Total Points: 2790 (GS-12 Range: 2755-3150)

___ Foreign Exemption 

___ Executive Exemption

___ Exercises appropriate supervisory responsibility (primary duty) ___ Customarily and regularly exercises independent judgment ___ 80% test, if applicable (GS-5/6; Sit 1 & 2 WS supervisors; law enforcement & firefighter supervisors thru GS-9)

___ Professional Exemption

___ Professional work (primary duty)

___ Intellectual and varied work (more than dealing with procedures/precedents)

___ Discretion & independent judgment

___ 80% test, if applicable (This virtually never applies since GS-5/6 positions are trainees and other eligible employees are not professional)

X Administrative Exemption

X Primary duty

___ Policy or

X Management or general business or supporting services or

___ Participation in the executive/administrative functions of a 

management official

X Nonmanual work test

_X intellectual and significant (more than dealing with 

procedures/precedents), or

___ specialized & technical in nature requiring considerable 

training/experience

X Discretion & independent judgment

___ 80% test, if applicable 

Comments/Explanations (State which major duties/job functions are Exempt):

Conclusion: EXEMPT

Evaluation:

Not Listed

