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MAJOR DUTIES
Serves as Programs Administrator to the Fort Myer Military Community (FMMC), Morale, Welfare and Recreation  Center (MWRC). Serves as official point of contact/liaison for matters of interest to the MWRC, Director regarding issues such as Morale, Welfare Recreation and Leisure, Child and Youth Development Services, Army Social Service Programs, and Financial Management. Maintains significant contact with Chiefs, Army Community Service, Sports and Leisure, Financial Management, Marketing, and Child and Youth Services as well as the FMMC primary staff directors. Acts as principle advisor to the Director on civilian personnel matters. 15%

Ensures smooth and continuous flow of administrative requirements and staff action within the MWRSC; meeting suspense and request for action by MWRC elements, subordinate organizations and other agencies: in an expeditious and professional manner. Ensures that divisions under the MWRC accomplish work in their respective areas of concern within the purview of existing laws and regulations. Applies managerial and administrative skills and abilities to integrate the varied functions in planning and executing the MWRC programs. Reviews completed work for accuracy consonance with other division programs, and conformance to policy and established practices. 20%

Ensures execution of MWRC’s guidance; interpreting and expanding upon guidance as necessary. Gathers data and analyze problems in areas of interest to the Director to anticipate and diffuse problems or controversial situations. Takes corrective action within scope of authority or makes recommendations to correct problems. Provides advice to the MWRC, Director in areas such as policy development, work methods and procedures, delegation of authority and similar areas with the objective of improving managerial effectiveness of programs. Acts as principal advisor to the WMRC Director on implications of laws, regulations, and directives that pertain to areas of responsibility. Participates in planning changes to programs to ensure proper provision of manpower and resources requirements are met. Coordinates MACOM and DA-wide inputs to identify impact on personnel and resources. Prepares papers outlining requirements for additional resources.
25%

Oversees the operation of the MWRC’s administrative offices. Serves as the community resident expert and point of contact for the Abuse/Suspension of Exchange Privileges, Solicitation on Post, and Barred from Post programs. Maintain liaison with the FMMC Legal offices, post exchanges, and commissary to coordinate the processing of case files for the Garrison Commander. Provides guidance and assistance to tenants and other facilities users, and negotiates controversial issues with various parties to achieve DA, MDW, and Garrison objectives while retaining goodwill of users and facility managers. 25%

Coordinates the appointment at Report of Survey Officers for the Arlington National Cemetery Directorate of Logistics, and the Directorate of Public Works. Maintain the FMMC consolidated duty appointment roster of designated FMMC civilians personnel. Coordinates directly with the Civilian Personnel Advisory Center (CPAC) to maintain accurate rosters of eligible personnel.

Resolves customer complaints and takes appropriate steps to initiate corrective action using diplomacy and regulatory guidance.  In the absence of the Director, MWRC attend meetings with the Garrison Command Group and Fort Myer Military Community principal staff. 15%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION. FL 1-7 (1250 pts)

Knowledge of DOD, DA, MDW, and Garrison policies, regulations, and precedents affecting administrative processes, protocol, operations, and a wide variety of programs throughout the Garrison.

Applies advanced management and or organizational principles and practices coupled with broad knowledge of planning, programming, and oversight for budgeting processes.  Knowledge to perform appraisal of command resources utilization to accomplish the Garrison program objectives and goals.

Ability to plan, schedule and conduct projects and studies to evaluate and improve work methods, efficiency, and operations. Skill in applying research, analytical, and evaluative techniques to coordinate and improve continuing program responsibilities.

Knowledge of automated systems used by the Community Morale, Welfare, and Recreation programs to store, collect and transmit critical financial management and management control data. 

Knowledge and skill to conduct comprehensive management studies of DOD. DA, MACOM administrative processes for the MWRSC programs and identify and propose solutions to broad management problems.

FACTOR 2. Supervisory Controls FL 2-4 (450 Pts)

Works under the general supervision of the Director of MWRC who provides guidance in terms of policies, broad objectives, and available resources. Incumbent is responsible for formulating plans and assisting in executing the mission of MWRSC with broad latitude to exercise initiative and judgment in administrative matters. Incumbent resolves work problems without reference to the supervisor; however, the supervisor is informed of potentially controversial findings, issues, or problems with widespread impact. Incumbent’s administrative guidance is considered authoritative and subject to review only when required by higher authority. Work is reviewed for compatibility with activity objective, development of sound solutions to problems, meeting priority deadlines, and effectiveness of administrative oversight. Completed work in the form of recommendations is also reviewed critically outside the MWRC by operating officials whose programs may be affected by implementations.

FACTOR 3. Guidelines   FL 3-4 (450 pts)

Guidelines consist of DOD, DA, MDW guidelines, policies, and regulations. Guidelines also consist of general policy statements which require considerable judgment, adaptation, and interpretation. Guidance may come in the form of intent without specific methods for carrying out the work. Within the context of broad regulatory guidelines, the incumbent may develop or refine more specific guidelines such as procedures to implement regulations or methods to evaluate effectiveness and productivity of operating programs.

FACTOR 4. Complexity  FL 4-4 (225 pts)

Work involves; gathering information, analyzing and identifying areas of concern, and developing sound recommendations to resolve effectiveness and efficiency of work operations throughout the Garrison operations and balance conflicting goals as well as limited resources. Information gathered is often conflicting, incomplete, difficult to document, or must be obtained by indirect means. Decisions made must consider the reliability of information gathered at its source.

FACTOR 5. Scope and Effect  FL 5-4 (225 pts)

Work involves analyzing and evaluating administrative aspects of MWRC programs with respect to organization structure, use of resources, and program planning. This includes sound recommendations to correct existing or anticipated problems in the administrative management aspects of a professional program. Work also involves application of a variety of MWR, Nonappropriated Fund and environmental policies relating to the management, operation, and utilization of FMMC facilities. Evaluation takes into consideration factors such as: cost effectiveness, attainment of program goals and objectives, and compliance with pertinent legal and regulatory guidelines.

FACTOR 6. Personal Contacts and FACTOR 7. Purpose of Contacts  FL 4C (230 pts)

Contacts are with officials from DA, MACOM, OSD, and are frequently high ranking (General Officers/SES) Contacts may take place in scheduled meetings and conferences, or during the course of planned briefings, speeches, or presentations. 

Purpose of contacts is to influence, motivate, or persuade persons or groups to accept opinions related to fundamental goals and objectives of MWRC programs or gain commitment of major resources when competing elements are in conflict.

Factor 8. Physical Demand FL 8-1 (5 pts)

The work is primarily sedentary in nature, although some slight physical effort may be required.

Factor 9. Work Environment FL 9-1 (5pts)

Work is performed in an office or similar setting involving everyday risks or discomforts which require normal safety precautions. The work area is adequately lighted, heated, air conditioned and ventilated.

TOTAL POINTS:  2840

     The point total of 2840 is within the GS-12 point-to-grade conversion range of (2755-3150)

