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	Drug Test Required: 
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	Career Ladder PD: No



I. POSITION AND ORGANIZATION INFORMATION

Organization Goals:

To provide a variety of recreation services to authorized users.

II. MAJOR DUTIES

Responsible for the daily operations of the Community Activities & Visitors Center (CAVC).   

 
1. Responsibilities include, but are not limited to opening the center, spot checking equipment and grounds, staffing schedule and oversight for usage of ballroom, ticket sales and serving as audio/visual technician when required for meetings and conferences. (35%)

2. Assist in the formulation of Center calendar of scheduled events and classes.  Assist in planning and facilitating the centers program activities. Contact, interview and recruit contract instructors and vendors. Coordinate and oversee staffing patterns for evening classes or special events. Assist in arranging transportation of customers to special events and trips. Oversee procurement, storage, care, maintenance and accountability of supplies and equipment.   (30%)
 
3. Assist in the preparation of appropriated and non-appropriated budget estimates.      Monitor and ensure financial accountability of petty cash funds, and daily deposits. Coordinate with program staff to develop and implement plans for center usage as emergency location for installation contingency operations. (35%)

Performs other duties as assigned.

III. CLASSIFICATION FACTORS

FACTOR 1. Knowledge Required by the Position, 1-6, 950 points

Knowledge gained through relevant experience, which enables the employee to completely, and independently carryout continuing  projects through proper application of recreational principles, concepts, and techniques. 

Working knowledge of the types of activities offered at the community center, enabling the incumbent to continually meet the needs of the serviced population. The ability to be creative in the development and implementation of new programs, based on customer comments and budgetary restrictions. Skills in effectively managing human, financial and physical resources.

FACTOR 2. Supervisory Controls, 2-2, 125 points


Works under the supervision of the CAVC manager. Incumbent follows the overall objectives set by the supervisor. Activities and program schedules and other details of the program may be developed in consultation with the supervisor, but as a practical matter, all these program planning steps are taken with considerable independence, except those few unprecedented matters which require consultation with higher authority. Completed work is reviewed in terms of effectiveness of program results. Overall programs and budget recommendations are reviewed for adequacy and appropriateness by the supervisor.

FACTOR 3. Guidelines, 3-2, 125 points

Guidelines include Army Regulations, SOP’s and Morale, Welfare and Recreation Service Center (MWRSC) rules and procedures.   Situations requiring substantial deviation from or not covered by, existing guidelines are referred to the supervisor.

FACTOR 4. Complexity, Level 4-2 75 points

Work includes managing varied resources to operate the CAVC.  Decisions are made based on what activities are scheduled, how they will be staffed and what materials will be required, i.e., readily available information regarding participants interest and needs, available resources, and other elements affecting a particular program or activity.  

FACTOR 5. Scope and Effect, 5-2, 75 points

The incumbent applies program policies and procedures to regular and predominantly conventional situations relating to established programs and customer service. Matters involving unique or more serious problems/questions are referred to  the supervisor. Work directly contributes to the physical and mental well-being of the centers serviced population. 

 
FACTOR 6. Personal Contacts, 6-2, 25 points

Contacts are with MWRSC staff, program participants, counter-parts at other installations, contractors, vendors, officials and program volunteers 


FACTOR 7. Purpose of Contacts, 7-2, 50 points


Contacts with staff, post personnel and the general public are for the purpose of arranging for necessary facilities and support services, obtaining volunteer or part-time paid assistance, publicizing scheduled activities and promoting community support.  

FACTOR 8. Physical Demands, 8-1, 5 points

Work is largely sedentary, although some physical exertion is involved in setting up and breaking down the ballroom. The employee is required to do some walking, driving and light lifting. 


FACTOR 9. Work Environment, 9-1, 5 points

The majority of the work is office oriented where heating, lighting, sanitation and safety features are adequate. There is some activity in an environment in which everyday risks and discomfort requiring normal safety precautions typical of handling electronics and passenger vehicles is involved.   Work schedule will include split days off and fluctuating tours of duty, including evenings, nights, and weekends.

The point total of 1435 is in the GS-07 point to grade conversion range of 1355-1600.





