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	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 
	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: 11

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



SUPERVISORY CONTROLS

Receives general supervision from the Chief, Education Services Center, who discusses overall program objectives and delegates responsibility for accomplishment of assigned areas of responsibility. The supervisor is available for advice and assistance on unusual or atypical situations that are normally presented with proposed solutions. Work is reviewed for compliance with applicable regulations, policies, and procedures.

MAJOR DUTIES

The purpose of this position is to direct an education and military self development testing program, a major program, to provide counseling services in an installation-level Army Continuing Education System Program (ACES). Oversees the Training Standards Office and Supervises 1 Supervisory Training Technician.

Oversees and coordinates the administration of the Defense Activity for non-Traditional Education Support (DANTES), the Army Personnel Tests (APT), and the Sub-Development Tests (SDT) programs. Coordinates with commanders and military staff at battalion and post to ascertain needs and to implement testing schedules. Analyzes program needs, identifies budget requirements, and prepares or modifies contract specifications. Develops and implements an evaluation process. Uses evaluation results to modify existing programs and to develop innovative programs. Assures that records and reports are maintained on individuals.
Plans, directs, and coordinates activities of testing programs to ensure the goals and objectives are accomplished in accordance with established priorities, time limitations, and funding conditions. Initiates/develops new concepts, ideas, and proposals. Provides training support services to testing center personnel. Develops and implements an evaluation process. Uses evaluation results to modify existing programs and to develop innovative programs. (25 %)

Serves as Test Control Officer with the responsibility for procurement, issue, control, use, inspection, disposition, and security of all test items. Provides guidance in the interpretation of Army Continuing Education System (ACES) and SDT tests. Prepares and conducts training programs for test control personnel as needed. Prepares testing schedule, makes periodic inspections of testing and submits test control reports as required. (20 %)

Serves as contracting officer's representative (COR) for non-personal services contracts. Prepares technical specifications for contracting non-personal services to include a statement of work to be done minimum qualifications and evaluation criteria. Interviews, evaluates, and recommends potential contractors. Monitors contractors for compliance with standards and contractual provisions and provides coordinative assistance. Identifies educational objectives and prepares technical specifications with counterparts concerning the institutional contracts. Coordinates with contractors to work out agreements, answer questions, resolve problems, perform related fiscal duties, monitor for compliance with standards and contractual provisions, and provide coordinative assistance. 

(10 %)

Provides the full range of general educational and career development counseling to both military and civilian personnel of the installation/activity. Career development includes consideration of the total individual potential, the military career development structure and subsequent civilian career plans/goals. The performance of these duties require full professional knowledge of the theories, principles, and techniques of general educational guidance and counseling; professional knowledge of remedial, secondary, and post-secondary education; knowledge of MOS and other military training and how the training relates to general educational credit; knowledge of general accrediting associations, state, and national guard educational governing agencies, e.g., the Veterans Administration, and other professional organizations in the education and guidance fields.  Interviews and counsels military personnel to help them develop and achieve a valid military career goal and subsequent civilian occupation: Provides counseling to aid the individual in career decision making. Gives particular attention to anyone who is not a high school graduate to assist them in arriving at a realistic goal in relation to their educational standing and capabilities with special emphasis placed on acquiring a high school diploma or its equivalent. Gathers information about the individual during the initial counseling session and recommends testing, e.g., achievement, interest, or aptitude tests, as appropriate. Schedules, analyzes and interprets the test results as required in subsequent counseling sessions to assist the individuals in making a realistic self appraisal of their needs and desires. Helps the individual establish plans for meeting their goals by providing information about available opportunities to include not only technical MOS-related programs, but high school, college, and vocational programs available if the individual's desires and capabilities are in these areas. Schedules individuals for technical MOS-related training/instruction when career goals have been determined and desired courses selected. Schedules on- and off-duty classes, or any available combination the individual may desire to attend in order to work toward their stated career goals. Provides assistance to personnel applying for scholarships, educational allowances, and grants. (25%)

Monitors progress of individual soldier to ensure educational progress: Conducts periodic follow-ups to ensure that individuals are working toward their career goals as initially developed or if a modification or change is needed. Ensures that if satisfactory progress is not being made, the individual is again counseled,-the stated goals reviewed, and if necessary, instructors or unit commanders may be contacted to ascertain the individual's problems or difficulties. Engages in outreach efforts in order to work with and reach those who are not motivated to seek voluntary counseling. (5%)

Prepares/conducts educational briefings for groups or units to inform them of the entire educational program: Promotes self-development programs provided by the Armed Forces including correspondence courses, attendance at classes at the Education Center, and attendance at schools, colleges, and universities in the vicinity. Gives periodic group counseling to-explain the scope of the education program, its benefits, tuition assistance available, eligibility requirements, and the like. (5%)

Oversees and coordinates the Fort Myer Military Community Self Development Test (SDT) program. (10 %)

Performs other job related duties as assigned.

FACTOR 1. Student Load Degree A-2 Points

The size of the student population serviced the FMMC Education Center varies depending on the time of the year. Center provides Tuition Assistance to about 400 military students per quarter. These students attend classes in colleges located over a wide geographical area as well as on line courses. The center also, services over 200 individuals per month attending college classes, and both military and civilian training classes. College classes are at the associate and bachelor and masters degree level. Center provides classroom space, furnishings, audiovisual equipment, and other materials to support both education and training. 

FACTOR 2. Variety and Complexity of Instructional Activity 

SubFactor 2A. Course Range and Variety  Degree A-2 Points 

The Center offers a number of different college courses, essentially limited to the basic required curriculum during a calendar year. Military students are enrolled in numerous programs requiring individual counseling for each. 

SubFactor 2B. Instructional Program Complexity Degree B-4 Points 

 This level exceeds Degree A in that the program coverage represents a moderately increased variety and complexity of instructional program activity. Program activities include Associates, Bachelor, and Masters programs, as well as accreditation training, and certificate programs. 

FACTOR 3. Level of Responsibility Degree A-2 Points

Programs and activities at this level are accomplished through the carrying out established guidelines and precedents set by the agency headquarters or by a higher change of command. 

TOTAL POINTS 12 = GS11

RANGE: (8-12)

