Position Description

	PRIVATE
PD#:  01401
	
	
	
	Replaces PD#: New 

	Shred: 002
	
	MANAGEMENT ANALYST 
	
	

	
	
	GS-0343-11
	
	


	PRIVATE
Installation:
	
	
	Major Command: MW
	

	
	DA, MDW, USAG - FORT MYER
	
	Region: ANCR
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM PCS Mgmt & Program Analysis Series, GS-343, Aug 90
Citation 2: OPM Admin Analysis GEG, Aug 90

Classified By:  
Classification Date:  

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

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

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: No

	Competitive Area: DD
	Position Sensitivity: 2
	Target Grade/FPL: 11

	Competitive Level: F78 
	Emergency Essential: N
	Career Ladder PD: No



MAJOR DUTIES

Serves as management analyst in the areas of manpower and force management, personnel  authorization, and manpower and equipment utilization. Recommends the deletion or substitution of personnel and equipment  as appropriate for acceptable mission accomplishment. Performs study/survey duties for all Garrison activities.

Provides guidance and information to garrison activities on matters relating to manpower and equipment utilization (e.g., advising on authorized use of non-appropriated funds for certain types of positions and feasibility of conversion of military Spaces to civilian). Assists activities in preparing for Manpower & Equipment Surveys; prepares documentation and workload data and researches/analyzes information to be submitted by the activity being surveyed. 15%

Develops, prepares, reviews, revises. and maintains currency  of personnel and equipment portions of the Modification Tables Of Organizations   (MTOE), Tables of Distributions and Allowances (TDA) and Mobilization Tables of Distribution and Allowances (MOBTDA) for the garrison and ensure conformity with policies, principles and procedures of The Army Authorization Documentation System (TAADS).   Coordinates TDA documentation with appropriate points of contact.  Reviews the Ft. Myer Garrison portion of the TDA and when applicable, meets with Garrison activities to discuss document changes. Prepares and forwards appropriate changes with justification to the MACOM for documentation. Coordinates  personnel TDA documentation with appropriate points of contact, who review the proposed organizational structure and determine proper title, grade and job series for civilian positions in TDAs. Reviews military positions—duties and responsibilities—and through comparative analysis with standards of the Army MOS system, applies Standards of Grade Authorization (SGA) and factors specific in the AR 611 Series. Determines and assures that all military positions contained in Ft. Myer Garrison TAADS documents contain proper MOS, grades, and branches. Reviews/evaluates TDA updates and forwards TAADS changes to the MACOM for appropriate documentation. 55%

For designated surveys/studies, develops survey plans, outlines areas for special emphasis, makes administrative arrangements, and conducts opening conference. Conducts and/or participates in mission and organizational studies/surveys. Prepares and presents detailed briefing of overall survey findings and recommendations to supervisor, activity chiefs and other officials. Furnishes guidance to operating officials through informal discussions of plans or problems. Informs activities/directorates of Garrison and command policies, procedures, and objectives including features of the equipment management program and the manpower management program. Answers administrative questions, regarding completion of Schedules X and other manpower survey documents. 15%

Develops and recommends Ft. Myer Garrison policies relating to mission assignment, functional assignment, and organizational structure for all Garrison staff elements and subordinate units and provides guidance for their implementation. Provides for performance of mission and organizational studies and/or other proposed actions affecting mission, functions and jurisdiction, relationships, or organization of Ft. Myer Garrison and subordinate units. 5%

Develops, updates and publishes Ft. Myer Garrison Regulation 10-87, Organization and Functions Manual. Participates in DA-directed development of manpower staffing standards. Develops measurement plans which: identify and describe the work center; identify relevant work units and potential workload factors; prescribe the work measurement methods and work counts to be used; and management improvements. Collects data per the local and/or DA-developed plan. Applies and maintains manpower staffing standards, and all Manpower Staffing Standards System (MS3) applications. 10%

Performs other duties as assigned.

FACTOR 1: KNOWLEDGE REOUIRED BY THE POSITION FL l-7 1250 PTS

Knowledge of the theories, principles, processes, and techniques of management. Skills in applying analytical and evaluative techniques sufficient to analyze and evaluate information gathered to determine, forecast, justify, allocate, and manage the manpower and equipment resources for Ft. Myer.

Knowledge of the Army Management Structure (AMS) and ability to analyze and evaluate manpower utilization in relation to organizations and functions of Ft. Myer activities.  
Knowledge of contract support agreements; e.g., Commercial Activities (CA), Inter- and Intra-Service.Support Agreements (ISA) in order to evaluate impact upon manpower resources. Basic knowledge of the military and civilian personnel structure.  

Working knowledge of AR-310-39 (Equipment Authorization and Utilization Policies, and Criteria and Common Table of Allowance) SB 700-20 (Supply Bulletin), and applicable CTAs and BOIPs.  The ability to analyze and evaluate equipment utilization in relation to organizations and functions of Fort Myer Military Community activities.

FACTOR 2: SUPERVISORY CONTROLS FL 2-4 450 PTS

Receives assignments in the form of an outline of the overall purpose and objectives of equipment and manpower resourcing. Incumbent plans and accomplishes all facets of personnel/equipment authorization, independently selecting appropriate methods and resolving problems in accordance with accepted office policies and applicable procedures.  Incumbent discusses unusual difficulties or potentially controversial findings, which could adversely impact the Ft. Myer Garrison with supervisor. Completed work is reviewed/evaluated for adherence to management principles and policies and for soundness of conclusions.

FACTOR 3: GUIDELINES FL 3-3 275 PTS

Guidelines include agency regulations, directives, staffing guides, DA applicable regulations, circulars, and PAMs. The incumbent uses judgment in choosing, interpreting, adapting and applying guidelines, which are not always directly applicable to specific cases. The employee analyzes results and makes recommendations for changes.

FACTOR 4: COMPLEXITY FL 4-4 225 PTS

Assignments involve study of organizations, processes and functions of installation and serviced activities. The incumbent analyzes, evaluates, recommends and initiates appropriate action for   manpower and equipment related changes affecting the command.   Revises  manpower and equipment data on TDAs and authorizes specific  manpower or equipment for designated activities and directorates based on analyses of organizational complexities, functions and structure, and approved missions.

FACTOR 5: SCOPE AND EFFECT FL 5-3 150 PTS

The work involves developing, reviewing, and monitoring the personnel and equipment   portion of the TDAs.  Reallocation of manpower and equipment resources affects the way in which the activities conduct their affairs.

FACTORS 6&7: PERSONAL CONTACTS/PURPOSE OF CONTACTS FL 2C 145 PTS

Contacts include other management analysts; staff and operating officials at installation; MACOM HQ; headquarters departmental level; staff and operating officials of other government services; and, occasionally, private industry.


Purpose of contacts is to conduct, plan, coordinate and advise staff and operating officials on equipment and manpower management, documentation, utilization.

FACTOR 8: PHYSICAL DEMANDS FL 8-l, 5 PTS

The work is primarily sedentary. Some standing, stooping, bending and carrying of light items may be required. Must be able to commute to various sites, which are not always accessible by mass transportation.

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

Work is typically performed in an adequately lighted and climate-controlled office.
TOTAL POINTS = 2505

