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MAJOR DUTIES

Serves as the principal advisor to the installation commander concerning adult voluntary off-duty education programs, and services and military training support resources in support of the professional, and personal development of military, civilian employee and family member personnel assigned to the installation. Serves as the manager of the Army Continuing Education System (ACES) and is responsible for the planning, implementation and evaluation of its installation-level educational and training support resources, programs and services. (20%)

Serves as Education Services Officer with the responsibility for planning and developing an installation-level Army Continuing Education System Program. Provides creditable courses of instruction through contract training instructors or through instructors provided by university or other training institutes. Determines the educational needs of installation personnel through educational interest surveys, through personal contacts with training commanders and through counseling and testing programs. Directs the development of courses, curricula and programs to meet installation educational needs; coordinates and negotiates with various civilian universities and educational institutions to establish and conduct educational programs within the installation facilities and arranges off-post tuition assistance programs with local universities, colleges or educational institutions. The incumbent of this position is responsible for administering all the educational services; advising the installation commander on the status and needs of the education program; and promoting the acceptance of the program and participation in the program by personnel at the installation. (15%)


Plans and develops local policies, goals, and objectives, of the educational services program. Determines the educational needs and desires of the installation personnel through surveys of educational interests through the training commanders and counseling activities. Identifies new courses or goal-oriented programs which should be developed or offered in specific occupational, operational, or functional areas. Directs the development of such courses or programs through in-house personnel-. Arranges for the necessary classroom space.- supplies and equipment required for all educational and training activities and assures the adequacy of support and service functions, such as counseling, testing, libraries, laboratories, and learning centers. Briefs the Commander and his/her staff on the status and needs of the education program. (25%)

Coordinates and negotiates with educational institutions to establish educational or training programs. Initiates contacts with the State Department of Education and other state agencies to obtain acceptance of specific programs, such as: on-post GED testing and recognition for accreditation of certificate requirements. Negotiates with colleges, universities and training activities to provided or establish courses, programs and scheduling at or outside the facility to meet requirements of students, overcome educational deficiencies where standard courses will not meet needs. Negotiates and develops Memorandum of Understanding for contracts with colleges and universities for facilities, staff, promotion, administration admission qualifications, fees, courses, equipment, instruction, etc. Monitors contract performance. Negotiates with participating institutions for specialized courses or courses new to the institutions, specially designed prep programs for military, MOS-related vocational/technical programs, a high school program at no cost to participants, flexible scheduling, etc. Coordinates library services and maintains an extensive MOS-related textbook library to support the varied educational and training requirements. Stays abreast of advances in the field of continuing education through attendance of conferences, seminars or contacts with other educators.(20%)

Supervises, directs and coordinates a staff of professional, technical, clerical and support Personnel. Performs various personnel management functions, to include: approving/disapproving leave requests for subordinates, enforcing proper security methods for all government property, ensuring educational surveys are conducted periodically to determine education needs or preferences, evaluating and organizing the workload of the centers to include justifying staffing requirements and that the organizational structure is efficient and economical, ensuring job descriptions are accurate and that personnel actions are initiated in a timely manner, establishing and monitoring performance standards for subordinates, interviewing and selecting key subordinate positions while promoting the Installation's position concerning Equal Employment opportunity. (20%)

Performs other duties as assigned.

NOTE: This position has oversight of a contract/MEO staff.  

It is the responsibility of this position to ensure the work performed in this work center is in accordance with contract/MEO documentation.  Discrepancies will be reported to the QAE/COR for resolution.

8.44% of this position’s time will be directed towards the management/oversight and quality control of the contract/MEO staff, as appropriate. 

Need to address director responsibilities regarding MEO across FMMC



 
FACTOR 1, PROGRAM SCOPE AND EFFECT (Level 1-3, 550 pts)

Serves as Army Education Services Chief responsible for directing technical and administrative work in support of Education Center programs provided at Fort Myer. Directly affects military and civilian population participating in education activities installation-wide.

FACTOR 2, ORGANIZATIONAL SETTING (Level 2-1, 100 pts)

The Chief reports to the Chief, Morale, Welfare and Recreation Service Center.

FACTOR 3, SUPERVISORY & MANAGERIAL AUTHORITY (Level 3-2, 450 pts)

Supervises employees engaged in guidance counseling and other education services. Assigns and reviews work, meets with high level officials throughout Fort Myer; selects and appraises employees; hears and resolves complaints; reviews and affects disciplinary measures; and initiates personnel actions for recruitment, reassignment, awards, training, etc.

FACTOR 4, PERSONAL CONTACTS (Level 4A-3, 75 pts)(Level 4B-2, 75 pts)

Contacts include high ranking managers and supervisors throughout MDW, in tenant organizations and with higher headquarters staff officials. Contacts are for planning and coordinating education services with student population, instructors and other organizations; assure accurate and consistent information is provided on programs; resolve differences of opinion regarding education programs and operating procedures.

FACTOR 5, DIFFICULTY OF WORK DIRECTED (Level 5-6, 800 pts)

Mission oriented work includes administrative employees engaged in guidance counseling and provision of education services. At least 50% of the work is at the GS-11 grade.

FACTOR 6, OTHER CONDITIONS (Level 6-4, (1120 pts)

This position directs subordinate supervisors, who each have substantial workloads comparable to GS-09 levels.    

TOTAL POINTS: 3,170


