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Program Analyst (Inter-service/Intra-service Support Agreements)

Serves as program analyst for the Fort Myer Military Community in support of the Military District of Washington Defense Regional Inter/Intra-service Support Program involving approximately 20 interservice agreements for reimbursable support – DOD, Navy, Air Force; 25 other interdepartmental/agency agreements; and 50 support agreements – Army.  Applies governing DOD and Army regulations in managing overall program.  Develops procedural guidance and assists in the development of command policies for dissemination to staff and field activities relative to the negotiation and formulation of support agreements.  Comments on proposals for new or revised Army and DOD regulations.  25%

Coordinates, negotiates and administers support agreements between Fort Myer and/or other government agencies/services in the National Capital Region (NCR).  This involves determining and establishing contact with functional personnel who will provide services in order to obtain cost data and other service agreement specifications.  

Employee reviews all data submitted and resolves any discrepancies.  Develops agreements in accordance with governing regulations.  Reviews agreements to ascertain total impact and coordinates requests for support that require agreements be prepared.  Ensures agreements provide appropriate provision for renewal, revision and amendment.  Prepares agreements in final form and forwards completed agreements, renewals and/or revision for approval.  Plans and directs projects; reviews work of other analyst in the branch.  20%

Represents FMMC on matters pertaining to agreements at conferences held for the purpose of negotiation among representatives from DOD and/or other federal agencies on the terms of the agreements.  Incumbent exercises knowledge of command functions and a basic understanding of the budget process in order to determine whether or not the command can provide services on a reimbursable basis.  Ensures that the terms of agreements reached at such conferences are in accordance with command capabilities and comply with departmental guidance.  Coordinates agreements with the MACOM and HQDA for further action in connection with adjustments of resources at departmental level.  15%

Develops, coordinates and reports an inventory annually for all agreements.  Ensures maintenance of a master register and official file copy of each agreement.  Conducts follow-up reviews on an annual basis to ensure that services are provided in accordance with agreement and that the command has been reimbursed for services as appropriate.  Resolves problems as necessary.  Assesses management problems and makes sound recommendations to the supervisor.  Reviews, researches and investigates problems or potential problems and develops background information to be used in planning and decision making.  15%

Manages all incoming Military Interdepartmental Purchases (MIPRs), to include tracking receipt, coordinating with the staff to obtain customer payment, coordinating with the DRM Budget and Accounting Division and ensuring FMMC is reimbursed for all base operations support services as applicable.  10%

Manages the Army Travel Card Program for FMMC and issues cards as needed.  Investigates and resolves problems such as late or delinquent payments, erroneous charges, canceled cards, etc.  monitors reports in all area of the card program and reports any trends that represent changes from the acceptable level of performance. Prepares and distributes various reports.  In order to maintain current on matters concerning the travel card program attends training and conferences as needed.  10%

Manages Committee charters for FMMC.  Provides brief description of Committee Council reports and analyzes, prepares, reviews and modifies them.  5%

Performs other duties as assigned.

Factor 1.  Knowledge Required by the Position, 1-7, 1250

Knowledge and understanding of governing policies, precedent-setting decisions, procedures and regulations issued by various echelons of the Department of Defense to ensure that support agreements conform to requirements, guidelines and the overall intent of the program.

Basic understanding of policies and procedures of other government agencies as they pertain to support agreements.

Working knowledge of the government’s budgeting system in order to analyze support agreements in terms of resources required and consumed during any given fiscal period.

Working knowledge of the government’s accounting systems in order to locate and analyze financial, manpower and workload data related to the preparation, execution and review of support agreements.

Knowledge of quantitative analysis techniques in order to analyze and forecast resource requirements in support of stated requirements and to effectively make cost comparisons between different suppliers.

Knowledge of the goals, objectives, resource composition and functions of both the requiring activity and the servicing activity in order to make determinations on whether or not services can be provided.

Basic working knowledge of computer skills (word processing, worksheet/spreadsheet, data base management, graphics, etc.) and the ability to use computers in daily work are required.

  Knowledge of the Army Travel Card system and how it operates is required. 

  Factor 2.  Supervisory Controls, 2-4, 450

Works under the general supervision of the Chief, Finance Division, Installation Resource Center, who makes assignments in the form of new and recurring support agreements.  Long term and continuing assignments are carried out independently, with little or no review by the supervisor.  Employee independently plans, organizes and completes work, coordinating with management personnel as required; informs supervisor of potential controversies/problems that could have widespread impact.  Completed work is reviewed for effectiveness in accomplishing goals/objectives.

Factor 3.  Guidelines, 3-3, 275

Various guidelines exist to include DoD instructions on Interservice Support Agreements and the Army Travel Card and Army Regulations which addresses FMMC’s areas of responsibility for support.  While these regulations do not provide specific guidance for all the work involved and the employee must use judgment to choose and interpret the most appropriate reference they are sufficient to cover most situations.  

Factor 4.  Complexity 4-4, 225

Provides analysis, evaluation and recommendation for assigned projects/program and systems.  Reviews support agreements, based upon historical and projected data, and considers various alternatives with which to base recommendations to develop new or revised support agreements.  The work is made difficult by a variety of regulations and many of which are non-Army, involving financial, administrative and logistical procedures.  The assigned missions and resource base capabilities of all organizations serviced are always changing, requiring constant review to determine the best methods of support to employees.  Information is often conflicting or incomplete, requiring some difficulty in compiling data for the ISSAs and making final recommendation.  With the inclusion of the Army Travel Card Program there are two sets of regulations the position must be aware of and be able to work with.  Identifies program areas, trends and progress and make recommendation for corrective action.   

Factor 5.  Scope and Effect 5-4, 225

Provides advice and guidance on inter/intra-service support agreements and the Army Travel Card program through analysis of each program on an ongoing basis.  Analyzes cost effectiveness and efficiency.  Work efforts contribute to the success and accomplishment of varied missions of this unit and the support provided to other U.S. Government agencies as well as state and local government agencies.  Work also contributes significantly to the efficient use of federal funds by ensuring the most cost efficient mode of support is provided.  The work effects FMMC and those organizations supported. 

Factor 6 and Factor 7.  Personal Contacts/Purpose of Contacts 3b, 110

Contacts are with program managers at FMMC and the MACOM, program managers of various Army, DoD and other governmental/non-governmental agencies; and administrative and management personnel in various FMMC directorates.  Incumbent meets and deals with above personnel both telephonically and in meetings, which may be informal or structured.

Contacts are for the purpose of negotiating support agreements; specifically to resolve issues related to types and costs of support persuading affected program manager to make adjustments based on incumbent’s knowledge, experience and analysis of the situation.  Incumbent also contacts these individuals for information and clarification of stated requirement.

Contacts are frequently made with the MACOM staff to solicit opinions and/or obtain interpretations on issues dealing with financial, administrative and logistical procedures related to support agreements.  Must resolve conflicts and deal with resistance due to opposing objectives or resource problems.

Factor 8.  Physical Demands 8-1, 05

Work is primarily sedentary.  Walking, standing, bending and slight physical efforts are required.  May require occasional travel.

Factor 9.  Work Environment 9-1, 05

Work is typically performed in an adequately lighted and climate controlled office.

Point total of 2545 falls with in the GS-11 point range of 2355 to 2750.  

