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Citation 1: Series Definition, Hndbk of Occ Grp & Series, GS-340
Citation 2: OPM General Schedule Supervisory Guide, TS-123, Apr 98

PD Library PD: No
COREDOC PD: No

Classified By: ANCR CPOC (CFH)
Classification Date: 2/3/99


	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 15

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



SUPERVISORY CONTROLS

Works under supervision of the Garrison Commander who provides broad policy and program guidance. The Commander discusses with the incumbent major management policies, principles, procedures, and problems affecting the garrison operations. The incumbent is permitted wide latitude in accomplishing assigned functions. The incumbent exercises a high degree of initiative and judgment in directing and coordinating work and resolving conflicts that arise. Incumbent keeps the Commander informed on controversial matters that have significant impact on the community and Garrison. Completed work is evaluated in terms of overall adequacy and effectiveness of the organization in accomplishing its mission; for generating positive impact on command operations; and for effective allocation and use of command assets. The incumbent exercises initiative and executive leadership in maintaining garrison programs and in representing the commander in his absence. Only the most controversial and precedent setting issues are discussed with the Garrison Commander, with evaluations and recommendations normally accepted without significant change.

MAJOR DUTIES

1. Serves as Deputy to the Garrison Commander Ft. Myer Military Community, which includes Ft. Myer, Virginia, and Ft. McNair in the District of Columbia. Shares fully in planning, organizing, coordinating and managing Garrison operations. Incumbent is delegated full programmatic and administrative authority to act for and on behalf of the Garrison Commander including being held responsible for managing the day-to-day operations of the Garrison, for accomplishing Garrison assigned functions, and for making necessary contacts for the Garrison Commander.

2.  Manages the day-to day operations for the installation. Provides administrative program direction to various directors, personal and special staff in resource management, engineering and housing, information management, contracting, logistics, personnel, community, and family activities, public affairs, law enforcement, training, security, safety, internal review, chaplain's office, and equal opportunity. Establishes and implements both long and short term policies, plans, and objectives for the garrison. Provides technical expertise concerning the interrelationships of garrison operations, the funds expenditures and the overall effective use of resources. Monitors the information of higher level policies and guidance, makes recommendations to adapt guidance for local situations. Implements an internal control system to effect a sound system of accountability. Supports both the equal employment opportunity and equal opportunity programs. Presents to the commander recommendations for new organizational structures and management methods. 30%

3. Meets with top management officials of the Military District of Washington (MDW) Major Command (MACOM), installation tenant organizations and high ranking residents or their representatives. Also meets with local government officials, federal government officials, contracting officials and their technical staff, local officers or local representatives of trade associations, foreign dignitaries, and/or local representatives.

4. Presents and discusses a range of subjects such as levels and changes in support services provided, reduction of cost of government operations, new mission objectives. Coordinates activities and actions involving multiple organizations, establishing responsibilities and time schedules, when necessary. Informs the Garrison Commander of major problem areas, presenting a plan to resolve any issues. Chairs or participates in planning, financial, and operation committees and boards. Provides policy guidance and oversight on the distribution and allocation of available resources. Reviews the data collection and analysis performed by the staff to assure proper implementation and compliance. Approves manpower requirements and changes by reviewing workload trends and patterns, and evaluating functional relationships and current/proposed organization structures. Approves inter/intra-service support agreements, and brings problem areas with recommendations for resolution to the attention of the Garrison Commander. 25%

5.  Participates with the Commander in military and civilian personnel management functions. Evaluates the effectiveness of the command in terms of mission accomplishment, quality and quantity of standards met; procedural, policy, and regulatory compliance; and technical competence. Makes changes in organizational structure and functional alignments, balancing workload among subordinate functions/elements, to increase overall effectiveness and efficiency of operations. Provides supervisory control and direction for the Garrison workforce. Develops personnel management policies for the garrison and decides the final course of action on personnel actions that affect key employees or have serious repercussions. Through directors of major organizations and chiefs of special staff offices, assigns and reviews work, monitors accomplishment for timeliness and acceptability, provides advice, counsel and instructions. Hears and resolves employee complaints, and effects disciplinary measures. Provides meaningful input or prepares performance standards and evaluations. Reviews performance evaluations made by subordinate supervisors for their employees. Approves performance and special act awards. Identifies and assures training needs are met. Makes selections for civilian principal staff positions. Supports and furthers Equal Employment Opportunity and the Equal Opportunity Programs. Ensures maintenance of the affirmative action and position management programs. Works with labor union representatives. Consults with personnel specialists to assure that all personnel management responsibilities are satisfied. 25%

6.  Represents the Garrison Commander at ceremonies, official functions, meetings, briefings, conferences and public events. Employs broad and detailed knowledge of the command’s programs/project execution to make appropriate recommendations in meetings, conferences, seminars, etc. Ensures commitments to and from subordinates are met. Meets with national and international visitors to promote interests and viewpoints of the installation. Speaks to local interest groups, local government officials, and civic organizations to promote community relations and briefs at higher level conferences and seminars. Works with surrounding city and county officials in promoting good community relations and negotiating shared utilities and services. 10%

7.  Develops, evaluates and adjusts organizational structures and management systems to accomplish the mission of overall base operations. Sets policy for overall budget and authorizes reallocation of funds based on shifting program needs. Personally handles sensitive community relations matters with a variety of groups, organizations and individuals to include members of the local Congressional delegation, labor unions, the local Chamber of Commerce, members of the local city and county governments (e.g. school board, mayor, city council, county executive's office). 10%

Performs other duties as assigned

Incumbent must be able to obtain and maintain a Top Secret clearance.

Note: This position requires annual completion of a Financial Disclosure Form, SF-450.


This position requires access to classified material. Incumbent of the position will be required to complete a Standard Form 312, Classified Information Nondisclosure Agreement (NDA).

