POSITION DESCRIPTION

PD#: 01044








Replaces PD#:  New

Sequence #: Varies

MANAGEMENT ANALYST

GS-0343-13

Installation:  Fort Myer VA




Major Command:  Varies









Region:  NATIONAL CAPITAL

Citation 1:  OPM PCS MGMT & PROGRAM ANALYSIS SERIES, GS-343, AUG 90

Citation 2:  OPM GENERAL SCHEDULE SUPERVISORY GUIDE, TS-123, APR 98

Citation 3:  OPM ADMIN ANALYSIS GEG, AUG 90

PD Library PD:  No

COREDOC PD:  No

Classified By:  

Classified Date:

FLSA:  Exempt


Drug Test Required:  Varies

DCIPS PD:  No

Career Program:  26

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:  13

Competitive Level:  Varies
Emergency Essential:  Varies

Career Ladder PD:  No

PD Status:  Verified

Duties:

The duties of this position require specific leadership training:

-Sustaining Base Leadership Management (SBLM) course at AMSC

-Senior Service College (SSC)

-Defense Leadership & Management Program (DLAMP)
MAJOR DUTIES

Serves as advisor to the Fort Myer Military Community (FMMC), Installation Service Center (ISC) Director’s staff on all matters relative to review and analysis, management analysis, manpower management, industrial engineering, implementation planning, and management programs and practices in an engineering and housing management environment.

1. Responsible for analyzing changes and trends in workload distribution and recommending to operating elements and the Director’s staff.  Presents findings, opinions, and conclusions to the staff for use in making decisions that affect policy and programs.  Coordinates with Installation Resource Center (IRC) in the oversight of  manpower requirements and authorizations on the Table of Distribution and Allowances (TDA).   Oversees negotiations involving Inter/Intra service support agreements (ISA), Memorandums of Agreements (MOA’s) and Memorandum of  understanding (MOU’s) and other contractual agreements to ensure the documents reflect the Center’s mission and resource requirements. Serves as point of contact for the IRC for management programs such as Management Controls program.  Responsible for the preparation and coordination of responses to IG, GAO and AAA reports. Executes an effective Management control Program (MCP) for the IRC.

35%

2. Responsible for the analysis of engineer resource programs and the preparation of the ISC quarterly Review and Analysis input for submission to the installation IRC. Conducts special studies and internal reviews of Real Property Maintenance Activities (RPMA).  Responsible for general and detailed analysis and studies of ISC organizational elements, work management methods, and procedures to assure cost effective and efficient operations. Responsible for assisting Center with data input problems occurring in the Integrated Facilities System -  Mini/Micro (IFS-M). Ensures timely and accurate in-house related data is maintained in the IFS-M. Reviews RPMA work accomplishments using industrial engineering techniques to ensure optimum productivity. Develops and maintains management indicators and quality control standards to determine if resources  are being used efficiently. Prepares year- end transition procedures and lessons learned reports. Responsible for the preparation of engineer reporting requirements through the MACOM to HQDA. Engineer reports such as the Annual Work Plan (AWP), Technical Data Report, unconstrained requirements Report (URR). Etc. 

15%

3. Serves as principal advisor to Industrial Engineer, on all implementation planning activities. Provides planning of phased execution of centralization/consolidation, etc., of RPMA in the FMMC. Conducts management surveys and studies encompassing the organization of work and responsibilities, equipment utilization, space utilization.  Surveys or studies may cover an entire organizational element or segments thereof, or a function common to two or more organizational elements.   Collects data for analysis and evaluation of mission accomplishment. Develops performance indicators to evaluate the effectiveness and efficiency of operations. Emphasizes deviations from the program and potential problem areas and their causes and the impact on mission performance and resources. Determines appropriate visual and narrative formats for portraying management information. Prepares written and oral presentations, statistical summaries, charts and other graphic aids.

15%

4. Incumbent is responsible for the accomplishment of special projects and studies as identified by Industrial Engineer, Deputy ISC and ISC Director. Serves as the action officer on all management and organizational projects and responses for the ISC and higher headquarters

5%

Performs other duties as assigned

Factor 1, knowledge Required by the position Fl 1-8 1550 Points

Comprensitive knowledge of qualitative and quantitative techniques for analyzing and measuring the effectiveness, efficiency, and productivity of administrative and technical programs; along with knowledge of the mission, organization, and work processes of programs throughout the Military district of Washington (MDW), the Fort Myer Military community (FMMC)  and the Installation Resource Center (ISC) and the relationships of administrative support activities (e.g., data processing, accounting, budget) to such missions. Knowledge is applied in conducting studies, analyzing findings and making recommendations on the operations. Projects requires skills in preparing decision papers and staff action reports to the FMMC Garrison Commander and higher headquarters and skill in organizing and delivering briefings to managers to encourage understanding and acceptance of findings and recommendations. Assignments require skills in conducting detailed analyses of complex functions and work processes including examination of performance standards, past, present and programmed workloads, non productive time, and deviations from standards to determine validated staffing requirements for the function studied. Work requires considerable interpersonal skills in presenting staffing recommendations and negotiating solutions to disputed recommendations.

Comprehensive knowledge of engineer resource management operations, objectives, and policies along with knowledge of management and organizational techniques, systems, and procedures are applied in performing a wide variety of analytical studies and projects related to management improvement, productivity improvement, management controls, and long range planning. This knowledge is needed for developing guidance on techniques for management and methods improvements, analyzing and advising on proposed reorganization or realignment of functions, and  developing manuals and directives covering the administrative aspects of ISC operations.

Knowledge of work management program pertaining to Real Property Maintenance Activities (RPMA) as it pertains to measuring the effectiveness, efficiency, and productivity of the ISC organizational elements.

Knowledge of management programs such as Inter/Intra- Service support Agreements  (ISSA’s) Memorandum of understanding (MOU) programs & Management Control Program.

Knowledge of the standard engineering reporting system, Integrated facilities System – Mini/ Micro (IFS-M) to provide assistance to the directorate on matters relating to the database.

Factor 2, Supervisory Controls FL 2-4 450 Points

The ISC Industrial Engineer provides administrative direction with assignments in terms of broadly defined mission and functional goals. The incumbent independently plans, designs, and carries out the organizational functions within applicable regulations and laws. Work results are considered authoritative and are normally accepted without significant change. Work is reviewed for fulfillment of requirement and objectives. Recommendations for changes in operations are subject to resource constraints.

Factor 3, Guidelines  FL  3-4 450 points

Guidelines consist of RPMA DOD directives and policies and applicable Department of Army regulations pertaining to manpower management, Inter/Intra- Service Support Agreements, information management, engineering operations, review and analysis, management analysis, industrial engineering, and MACOM policies applicable to the engineering programs and functions of ISC. However, specific guidance concerning broad responsibilities for planning and coordinating management activities must be developed and implemented by the incumbent. Initiative and experienced judgment must be used to interpret broad agency policy and apply management principles and concepts to the Installation Service Center.

Factor 4,  Complexity  FL 4-5   375 Points

Serves technical advisor to the ISC Industrial Engineer, Deputy and Director of ISC on all matters relative to review and analysis, management analysis, manpower management, industrial engineering, and management programs/practices. Special project planning regarding what needs to be done to accomplish the objective requires thorough planning, development, analysis, and evaluation of the subject or program. Decisions regarding the application of new policy within the directorate requires planning, coordination, approval implementation and evaluation of the policy.  

Serves as the advisor on problems occurring with in the IFS-M. Must research, coordinate, and develop recommendations to situations that require approval. Make decisions without approval on the best way to correct a situation. Ensures timely and accurate in-house work- related data is maintained in IFS-M.

Oversees ISC interests during negotiations involving Inter/Intra- service Support Agreements, MOU’s and contractual agreements to ensure the documents reflect the Center mission and resource requirements. Serves as the ISC point of contact for installation IRC office for the management control program.  Responsible for preparation and coordination of responses to IG, GAD, and AAA reports.

Factor 5, scope and effect FL 5-4 225 Points

The purpose of the work is to review, analyze, and recommend improvements to the organization. Incumbent serves as an authority for management analysis, manpower management programs and practices whereby approved recommendations may affect the operations of the Center as well as the FMMC.

Factor 6, Personal Contacts 3/C 180 Points

Personal contacts include those within ISC, FMMC and higher headquarters.

Factor 7,  Purpose of contacts

Purpose of contacts is to advise, plan, coordinate, justify, and seek approval for all aspects of engineering resource management functions and to assure continuing compliance with regulatory guidance and budgetary constraints. The incumbent may encounter resistance due to such issues as organizational conflict, resource problems, or the effects a decision may have on the FMMC goals and objectives.

Factor 8, Physical Demands FL 8-15 points

The work is sedentary.

Factor 9, FL 9-15 Points

The work is performed in an office setting.

