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                                            EXECUTIVE OFFICER

	Duties:
Serves as the Executive Officer to the Headquarters Battalion Commander for the largest battalion in the United States Army responsible for the readiness sustainment of over 3400 assigned and attached soldiers/leaders. Assists the commander in developing, implementing, and sustaining systems that ensure uncompromised support for Garrison Law Enforcement/Force Protection/Anti-terrorism, ceremonial, contingency, and customer-focused operations for the Fort Myer Military Community, The MACOM (Military District of Washington), the National Capital Region, and DoD organizations throughout the world.  As a principle member of the Garrison management team, assists the Commander in planning, developing, and providing support to Fort Myer and all assigned tenant activities, including administering resources dedicated to providing this support.

--  Serves as a principle representative of the battalion, meeting with Commanders and top management officials of the installation and tenant organizations, attached units, and subordinate commands. Presents and discusses a range of topics including levels and changes in provided support services.  Informs the Battalion Commander of the major problem areas with a plan to resolve the issues. Maintains awareness of available resources, recommends distribution of allocations including staffing and other resources, and brings the remaining problem areas to the attention of the Battalion Commander. Participates in various planning, financial and operational committees and boards. Prepares policy drafts subject to the approval of the Commander. Reviews projects and fund estimates, including space allocation, project locations, facility and equipment requirements, and personnel requirements. Issues a broad array of operating program guidance to supplement higher echelon and Command policies. Assists in the management of the daily operations of the battalion and assigned/attached activities. Provides administrative direction to various Commanders, Directors and special staff officers in financial, maintenance, supply, transportation, engineering, housing, training, and community activities. Participates with the Battalion Commander and tenant Commanders or Executive Assistants to formulate goals and objectives in the Garrison. Develops courses of action within framework of established policy and objectives to accomplish the mission.    

                                                                                                              30%                                                                                                                                                                                                                                                                                                                           

--  Coordinates planning, programming, budgeting, funding and manpower resources. Monitors the implementation of higher level policies and guidance, and makes recommendations to adapt guidance for the local situations. Translates policies, objectives and guidance from higher authority into guidance for battalion staff and commanders; issues balanced workload and resource guidance for development of operating programs; reviews proposed programs and takes necessary action to bring individual programs into proper alignment; reviews and approves requests for local changes in approved workload and resources; reviews program accomplishment, requests clarification or explanation where needed, and forwards to subordinates for action; initiates requests to the Commander for program changes requiring higher authority approval.                                                                                  

                                                                                                              25%

-- Represents the Battalion Commander at ceremonies, official functions and public events. Meets with visitors to promote interest and viewpoints of the battalion.  Makes presentations/briefings to higher level authorities and commanders to provide information regarding the battalion’s plans and operations in support of garrison, MACOM, DA, and DoD mission requirements. Works with Garrison, MACOM, DA, and DoD officials in negotiating responsibilities to provide support and services. Serves as personal representative of the Commander for planning and staff liaison during inspections and visits by representatives of higher command. Reviews briefings for presentations by the Commander. Works to promote an understanding of the installation mission and operations to create an atmosphere conducive to accomplishment of that mission. 

                                                                                                               20%

-- Maintains regular liaison with professional and civilian government officials and other community associations of interest to the Battalion and Garrison. Represents the Commander at meetings of selected installation management committees. Represents the Commander at ceremonies. Meets with visitors to promote interests and viewpoints of the battalion and installation.     

                                                                                                               10%                                                                     

-- Serves as the supervisor to the civilian/military workforce. Civilian workforce ranges from 1-5 employees, GS-04 –GS-11. Is in the rating chain for the military staff of 6, ranging from enlisted to officer rank.  Recommends/approves selections, promotions, awards, and reassignment of personnel.  Evaluates work performance, sets standards, and issues performance appraisals in a timely manner.  Assigns work and prioritizes workload according to mission requirements.  Identifies the training and developmental needs of employees. Supports and follows Equal Employment Opportunity and the Military Equal Opportunity Programs. Consults with Human Resource Specialist to ensure all personnel management responsibilities are satisfied. 

                                                                                                              15%                                                                                                         Performs other duties as assigned. 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION FL 1-8           1550 PTS

- Through knowledge of advanced management and organizational principles and practices, along with an expert knowledge of planning, programming and budgeting regulations and processes. A thorough knowledge of the military commands planning and management process to prepare in-depth language and short-range plans following broad MDW and FMMC program policies and objectives.

- Knowledge of MDW and FMMC program goals and objectives and the methodology of evaluating the work of program accomplishments. Duties require knowledge of relationships throughout the Battalion and Garrison and the relationship with the MDW.

- In-depth knowledge of the Battalion and Garrison missions and functions and of its related tenant support activities in order to define the overall study assignment and to develop sources for research, support action and evaluation. Knowledge of problem solving methods to collect, analyze and sort information, and to develop courses of action involving management process.

- Skill in written communications to prepare staff studies and briefing materials. Skill in communications to present presentation and briefings to represent the Commander at Garrison, MACOM and higher level events and functions.

FACTOR 2, SUPERVISORY CONTROLS FL 3-4, 450 PTS

Works under the general supervision of the Battalion Commander, with responsibility for accomplishing assigned functions in accordance with general policy guidance provided by the Garrison, MDW and DA policies, and applicable statutory and regulatory controls. Presents to the Commander recommendations, advice, and opinions on questionable discretionary matters and problems having critical bearing on important unit and installation programs, operations, and policies. Work is reviewed for accomplishment within the broad framework of outlined policies and objectives.

FACTOR 3, GUIDELINES FL 3-4, 450 PTS

Guidelines include various headquarters and installation level policies and regulations pertaining to base operations functional areas, general administrative policies, and material organization theory. Most situations encountered are not covered by specific guidelines or precedents, and require both adaptation and interpretation of available guidelines and creative thinking and problem solving. Administrative guidelines do include MDW and DA program goals for unit and installation management (controls on resources, size of workforce, productivity targets, etc). Within the boundaries of these guidelines, the Executive Officer develops policies and implementing instructions for unit operations and reviews and evaluates the effectiveness of these policies and of operating programs.

FACTOR 4, COMPLEXITY FL 4-5, 325 PTS

Assignments require the analysis of issues of efficiency and productivity affecting the overall base operations support, soldier readiness sustainment training, reception, staging and onward integration support for contingency operations, oversight for effectiveness of the unit’s anti-terrorism training program, and administrative and logistical support for assigned and attached personnel. Studies are often complicated by the need to analyze and evaluate the impact of changes in administrative and regulatory guidelines, and in changes in program goals and objectives. Typical assignments require developing detailed plans and objectives for the long range implementation and administration of the base operations program.

FACTOR 5, SCOPE AND EFFECT FL 5-4, 225 PTS

The primary purpose of the work is to assist the Battalion Commander in the overall management of unit operations. The Executive Officer plans and implements projects to evaluate the efficiency and effectiveness of program operations and administrative support. The Executive Officer also develops administrative regulations and implementing instructions, which will effect resource allocation, personnel distribution, maintenance, supply, transportation, engineering, housing, and training.

FACTOR 6, PERSONNEL CONTACTS AND FACTOR 7, PURPOSE OF CONTENTS 
FL 3-C, 180 PTS

Personnel contacts include DA and DoD level Directors and their assistants, Garrison directors and functional specialists, subordinate unit leaders, and family members. Contacts are encountered in daily unit operations management; role as representative for the Commander at ceremonial functions; and role as liaison with professional and civilian government officials and other community associations of interest to the command. Purpose of contacts is to provide information about the battalion and to persuade managers and officials to accept recommendations and implement programs and policies in spite of organizational conflict, competing objectives, and resource problems and conflicts.

FACTOR 8, PHYSICAL DEMANDS FL 8-1, 5 PTS

No special physical demands are required to perform the work. There may be a need for some walking, standing, and carrying of lightweight items such as files, books, or other small items.  A commitment to the Civilian Wellness program is highly encouraged and supported.

FACTOR 9, WORK ENVIRONMENT FL 9-1, 5 PTS

The work is mostly performed in an office area, which is adequately lighted, heated, and ventilated.

TOTAL PTS: 3,190 

	 


