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Major Duties

1. Performs administrative, public relations, and advisory duties involved in the administration of the Fort Myer Military Community marriage ministry program (to include Army, Navy, Marine Corps, Air Force, and Coast Guard weddings). Responsible for the first contact and impression of people who request the services of the Fort Myer Chapel. Serves as a liaison between couples or sponsors from all the military services, active duty and retired and the Ft. Myer marriage ministry program for approximately 225 weddings annually. Makes significant number of follow-up calls and personal contacts to advise on necessary procedures and regulatory requirements. Maintains discretion in handling personal and/or sensitive information given in interviews and paperwork. Receives and responds with sensitivity and discretion to phone calls and unexpected visits from persons under stress, congregation members, high government officials, and persons from all over the country who are inquiring about funerals, programs, and special events. 40%

2. Has total responsibility for the Protestant pre-marriage counseling program. Designs, publicizes, organizes, and conducts counseling classes for couples who are planning to be married or who are seeking to improve communication skills in their marriage. Advises chaplain on the implications of chapel wedding policies and precedents and works jointly to improve service. Maintains and analyzes wedding records for statistical reports. Prepares documents for submission to the appropriate ecclesiastical and/or governmental organization. Coordinates with chaplains, chapel staff, and four contract wedding coordinators to ensure effective coverage of all weddings. 20%

3. Provides overall planning, guidance, and administration of denominational religious education programs at all levels, i.e., nursery, elementary, secondary, and adult to include Sunday School, CCD, Vacation Bible School, youth activities, church retreats, lay leader training, and others as designated by the Chaplain. Surveys and analyzes community composition to insure that programs address the needs of all segments of the population. Coordinates registration activities. Keeps current on religious educational materials, advises on their appropriateness for the religious education program, and orders materials. Assures that facilities, personnel, supplies, equipment and educational materials are available to support activities. Acts as liaison between the chaplains and Parish committees and program chairpersons involving the administration of the chapel programs. Plans and coordinates outreach to Tencza Terrace residents. 20%

4. Coordinates with the chapel NCOIC in the maintenance of internal office management functions. Coordinates each program according to its own unique characteristics and procedures. Adheres strictly to ecclesiastical and state laws, Department of the Army regulations, and Military District of Washington policies. Recruits, trains, and supervises a full time staff of chapel administrative volunteers. Supervises and coordinates the activities of three part-time contract Religious Education Coordinators Advises these coordinators on chapel and ecclesiastical policy and on available curriculum and supplies. Orders all necessary curriculum and supplies and coordinates cooperative use of chapel facilities. Recruits, trains, and supervises four contract nursery childcare providers. Verifies time schedules for payroll purposes, arranges for substitutes when necessary, assigns work schedules. Ensures that all needed instructional materials and supplies are available. Plans and assigns work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees. Ensures work is of an acceptable quality and quantity and meets established timelines. Represents the chapel and/or chaplain at a variety of meetings. Composes correspondence for the Installation Chaplain. Writes press releases and public relations materials and supervises their distribution. 20% 

Performs other duties as assigned.

Factor 1, Knowledge Required by the Position. Level 1-6, 950 Points 

Organizational and diplomatic skills in balancing the needs of three diverse congregations and scheduling their activities in one building.

Ability to supervise employees and volunteers and to relate well to people from very diverse educational, theological, and social backgrounds.

Knowledge of basic counseling techniques and current resources in order to develop and conduct pre-marital counseling classes.

Knowledge of governmental, Army, and ecclesiastical wedding regulations and requirements. 

Knowledge of and skill in applying conventional methods to gather, analyze, and evaluate information concerning management processes, draw conclusions, and recommend appropriate action.

Skill in conducting interviews with supervisors and employees to obtain information about organizational missions, functions, and work procedures. 

Knowledge of the organization's functions, programs, structure, routines and procedures to receive and refer phone calls and visitors to staff members.

Knowledge of office management functions, administrative procedures, requirements for the use of the chapel, and religious education requirements. 

Knowledge of the religious requirements of a variety of religious organizations and denominations.

Knowledge of basic educational principles, current religious literature and audiovisuals, and educational techniques being used in contemporary religious education. 

Knowledge of analytical and evaluative techniques used in identifying and resolving problems in the marriage and religious education programs at Fort Myer. 

Knowledge of spelling, grammar, format, and writing and editing practices of the command in order to compose and edit documents.

Knowledge of the theories, principles, practices, and techniques of religious program coordination in order to maintain, change, explain, or form policy and procedures. Ability to use judgment and discretion in determining the intent of the governing laws/regulations/procedures, and in interpreting and implementing them.

High degree of analytical reasoning and ability to conceptualize modified or alternative methods to improve .the delivery of religious program services. 

Knowledge of established laws, directives, regulations, policy pertaining to religious program services in order to establish, adapt and explain same and respond to formal/informal inquiries.  Tact, diplomacy and ability to work under pressure.

Factor 2, Supervisory Controls, Level 2- 3, 275 Points

Works under the general supervision of the Installation Chaplain who assigns specific functions or programs and general timelines in which the work is to be completed. Priorities are assigned in consultation with the supervisor. The incumbent works independently and generally resolves problems or conflicts without reference to the supervisor in accordance with established policy or regulation. Complex or extremely sensitive issues are referred to the supervisor for assistance. Work is reviewed for conformance to overall program requirements, consistency, and practicality. Recommendations of the employee are reviewed prior to implementation. 

Factor 3, Guidelines, Level 3-3, 275 Points

Guidelines include ecclesiastical and state laws, Department of the Army regulations, Military District of Washington policies, and Office of the Chief of Chaplains regulations. Policies and directives contained in the guidelines are not always directly applicable to specific tasks. However, precedents and policies of similar issues are readily available, The employee uses judgment in choosing, interpreting, and applying available guidelines to assignments. 

Factor 4, Complexity, Level 4-3, 150 Points

The work involves problems and assignments of a procedural nature. The employee analyzes the tasks assigned, then selects and applies regulatory requirements and accepted administrative techniques to resolve the issue. Projects usually take place within the chapel with related programs and objectives. Findings and recommendations are based upon analysis of work observations, research of precedent studies, and application of standard administrative guidelines. 

Factor 5, Scope and Effect, Level 5-3, 150 Points 

The purpose of the work is to maintain internal office management functions; to recruit, supervise, and train volunteers; and to plan and carry out the scheduling of the chapel for weddings, the pre-marital counseling for two different congregations, and the religious education programs for three separate congregations. The employee identifies and resolves conventional problems and conflicts in scheduling and the implementation of assigned programs. Completed work impacts the implementation of assigned programs and internal administration of the chapel and removes a great deal of pressure from the chaplain supervisors. The employee plans and carries out projects of a procedural or conventional nature to improve efficiency and productivity of organizations and employees. 

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts, Level 3.-A, 80 Points

Contacts are with all levels of military and civilian personnel to include Army, Navy, Marine Corps, Air Force, Coast Guard, active duty, reservist, and retired, and their dependents (many of whom are high ranking military personnel, i.e., 3 star generals, and government officials, including White House staff). Contacts include civilian government employees, members of Congress, diplomats, individuals who once served in the military, and other civilians who attend special events at Fort Myer or who come to the chapel seeking personal assistance for problems. Contacts also include supervising and coordinating with internal office personnel and volunteers. 

Contacts are to organize, coordinate, gather and receive information; resolve problems; provide service; influence persons, explain, negotiate, or to settle matters; reach compromises with other people of differing opinions. The purpose of contacts is to provide information and support in reference to weddings, marriage counseling, and other programs at the chapel such as religious education, the volunteer programs, and special programs. Contacts typically involve such matters as identification of decision-making alternatives; appraisals of success in meeting goals; or recommendations for resolving administrative problems.

Factor 8, Physical Demands, Level 8-1, 5 Points 

The employee does sedentary work, such as sitting comfortably. There may be some walking, standing, bending, carrying of light items, or driving an automobile. No special physical effort or ability is required to perform the work.

Factor 9, Work Environment, Level 9-1, 5 Points

Most of the work is performed in an office or church school environment. Some work takes place off-site, such as retreats or field trips. Normal safely precautions are required. 

The total points credited = 1890. This falls within the range (1855-2100) for GS-9.



