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SUPERVISORY CONTROLS

Works under the administrative supervision, general direction, and broad policy guidance of the Chief,  Education Branch.  Incumbent exercises originality, independent judgment, initiative and discretion in establishing, developing and maintaining an active and comprehensive library and information service program for a wide variety of Department of Defense (DOD) personnel located within the National Capital Region. Results of work are reviewed for adherence to administrative policies of the DOD, Army, and Military District of Washington, and for fulfillment of broad technical, academic, and recreational objectives of an installation library system. Recommendations, decisions, and conclusions are considered authoritative and are not reviewed technically.

MAJOR DUTIES

INTRODUCTION: As the Administrative Librarian, is responsible for planning, organizing, implementing, directing and coordinating all phases of the installation library program, and system which includes the operation of the main library and the academic support library program. Collections in the library system cover a wide range of subjects from general items to materials highly technical and specialized in nature. Core collections include such areas as military science, computer science, management, public administration, reference, foreign languages, audio visual materials, children's literature, horse care, and college curriculum support materials. College support collections are in-depth subject materials needed to meet accreditation requirements of various graduate and undergraduate programs (e.g. business Administration, Public Administration, Criminal Justice, Computer Science, Health).  The position requires full, professional knowledge of the theories, objectives, principles, and techniques of the librarian field, library management and the ability to apply this knowledge. Exercises technical expertise and specialized knowledge of library science to develop in-depth collections covering a wide scope of subjects with emphasis on Social Sciences and the Humanities. Ascertains and evaluates library service requirements of over 100 DOD, HQDA, Navy, and Headquarters, Marine Corps organizations who have support agreements with Fort Myer. The requirements are broad in scope and penetrating in depth. Coordinating with elements served is highly varied and specialized to meet specific mission requirements from a broad area of need.


PLANNING

1. Plans and establishes objectives and develops current plans for accomplishing assigned missions and functions. Formulates policy based upon HQDA guidance and/or directives. Develops changes in organizational-functional structures, operating procedural relationships with elements/functions, work flow patterns, budget, manpower, equipment, and supply requirements for accomplishing objectives and functions prompted by legislative or regulatory changes, command directives, or based on personal management analysis.  Plans for and effects appropriate action directed toward optimum integration of the library program with the military community of the installation and pertinent support activities which includes providing effective library services of an educational, informational, recreational, technical and reference nature. Contacts organizations to better ascertain needs and promote and develop the use of the library. Performs long-range planning in support of mission changes and service requirements for a variety of activities within the National Capital Region. Possesses a broad knowledge of reimbursable services and documentation required including planning and implementation of ISSA's and MIPR's. In the technical services area, directs acquisition, cataloging, and indexing of materials in highly specialized subject matter requiring complex and highly substantive knowledge of in-depth subject materials, their original cataloging requirements, and organization. 20%

DIRECTING

2. Directs accomplishments of programs and tasks making necessary changes to meet current objectives. Keeps abreast of new, revised, or proposed regulations and policies to determine impact and effect for on-going programs. Keeps well informed on accomplishments, problems, and current trends, so as to achieve maximum utilization of personnel skills, equipment, and material.  Makes program assignments, establishes priorities, and furnishes technical and administrative advice and assistance to resolve problems and to ensure continuity of work effort. Upon receipt of new or revised policies, procedures, methods and techniques, interprets impact upon operating procedures, systems/methods and resources. Keeps informed on progress of all programs in relation to objectives in order to maintain cognizance of and meaningful reactions to workload and quality levels, effectiveness of controls, and resource availability.  Develops and justifies the library system appropriated and non-appropriated fund budgets. Researches, selects, and gives purchase approval for library materials, supplies, and equipment.  Justifies grant requests, year-end monies and funds for special projects.
Oversees the Academic Support Library Program. Coordinates, prepares and develops annual agreement renewals by assessing library, university and Fort Myer education program needs; and ensures distribution to appropriate agencies. Analysis determines universities financial requirements to support the Fort Myer Library as a state-approved academic support facility. Liaison between the State Council of Higher Education for Virginia (SCHEV) and Education Center academic program elements (i.e., evaluates performance of the program and ascertains requirements). Serves as the installation point of contact for all requirements and inquiries regarding the program. Advises Educational Services Officer and Director, Morale, Welfare and Recreation Service Center  on all academic program matters (changes in program such as the addition of new schools, contract renewal delays, etc.). Prepares long-term material and manpower requirements consistent with program guidance and individual institution requirements. 20%

COORDINATING

3. Represents the installation in meetings and conferences with various commands, operating officials, and other agencies, with authority to make commitments on matters falling within the framework of regulations, directives, policies, and approved plans concerning the activities' functions. Participates in discussions by pointing out possible solutions to planning problems, limitations of useable space, personnel or other resources, and results of previous studies of organizations and procedures, in connection with similar plans conducted by subordinates. Represents  FMMC on the Army Library Committee. Participates in HQDA level task forces and special committees for study and implementation of DA-wide programs. Plans for and determines scope and depth of library collections. Delegates to designated subordinate librarians a responsibility to develop a recommended list of additions to subject collections indicating general funding limitations. Reviews recommended acquisitions and makes final determination on items to be procured. Works with book jobbers and exchange sources in the acquisition of materials. Gives technical assistance to facilities, which have no professional library support. Develops inter-library loan agreements and bibliographic exchange arrangements with other governmental libraries as well as universities, states, local, and business libraries, visiting these facilities to establish information sources.
Responsible for the collection development of the Fort Myer Library and the Academic Support Library Program. Keeps current with technical advances in library applications of ADP, and is responsible for keeping the installation as up-to-date with such advances as funds permit. Serves as a voting member of FEDLINK representing the installation at the, national level. Serves as a member of the Library Automation Working Group which develops automation protocols, procedures, and documentation for the Army Library program. Supervises and directs a professional librarian in the implementation of integrated library systems and automated services. 20%

REVIEWING AND ANALYZING


4. Continually appraises the total operational program inclusive of manpower, facilities, funds, material and mission accomplishment to achieve results that will best serve mission needs by providing optimum balance between economy, skills utilization, and attraction and retention of a competent workforce.  Develops, implements, and monitors all internal policies and procedures covering all aspects of the library program to include such areas as acquisition (including approval of purchases), types and extent of services provided, technical administrative policies, and administrative procedures. 15%

STAFF MANAGEMENT


5. Supervises a library staff of three personnel.  Performs personnel management functions.   Investigates complaints and grievances, and resolves those within scope of authority, referring others to higher authority with appropriate recommendation. Maintains effective two-way communications with subordinates to ensure mutual understanding of regulations, policies, procedures, standards of performance requirements, and employee conduct and obligations.. Serves as a library career program member at HQDA for rating of Army careerists.  Performs short and long range planning, making work assignments and adjustments as necessary to accomplish mission. Interviews applicants, recommends selection or non-selection, provides on the job training plans and follow-up, approves leave, evaluates performance, counsels employees and assists in resolving problems. Reviews organizational structure, position descriptions and recommends revision, establishment, or abolishment of positions. Exercises responsibility to assure the effective implementation and operation of guidelines concerning equal employment opportunity. 25% 

Performs other duties as assigned.

SUPERVISORY FACTOR

Factor 1 – Program Scope and Effect – Level 1-2 (350 Pts)

a. SCOPE: The program segment or work directed is administrative, technical, complex clerical, or comparable in nature. The functions, activities, or services provided have limited geographic coverage and support most of the activities comprising a typical agency field office, an area office, a small to medium military installation, or comparable activities within agency program segments. 

b. EFFECT: The services or products support and significantly affect installation level, 

area office level, or field office operations and objectives, or comparable program segments; or provide services to a moderate, local or limited population of clients or users comparable to a major portion of a small city or rural county.

Factor 2 – Organization Setting – Level 2-1 (100 Pts)

The position is accountable to a position that is two or more levels below the first (i.e., lowest in the chain of command) SES, flag or general officer, equivalent or higher level position in the direct supervisory chain. 

Factor 3 – Supervisory and Management Authority Exercised – Level 3-2 (450Pts)

Plan work to be accomplished by subordinates, set and adjust short-term priorities, and prepare schedules for completion of work; assign work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees. Evaluate work performance of subordinates; give advice, counsel, or instruction to employees on both work and administrative matters. Interview candidates for positions in the unit; recommend appointment, promotion, or reassignment to such positions. Hear and resolve complaints from employees, referring group grievances and more serious unresolved complaints to a higher level supervisor or manager. Effect minor disciplinary measures, such as warnings and reprimands, recommending other action in more serious cases. Identify developmental and training needs of employees, providing or arranging for needed development and training; find ways to improve production or increase the quality of the work directed. Develop performance standards. 

Factor 4 – Personal Contact 

SubFactor Level 4A-2 (50 pts) 

Contacts are with members of the business community, the general public; higher ranking managers, supervisors, and staff of program, administrative, and other work units and activities throughout the field activity, installation, command (below major command level) or major organization level of the agency, and representatives of local public interest groups. 

Contacts may be informal, occur in conferences and meetings, or take place through telephone, televised, radio, or similar contact, and sometimes require non-routine or special preparation.

SubFactor Level 4B-1 (30 Pts)

The purpose of the contacts is to discuss work efforts for providing to outside parties is accurate and consistent; to plan and coordinate the work directed with that of others outside the subordinate organization; and/or to resolve differences of opinion among managers, supervisors, employees, contractors or others.

Factor 5 – Difficulty of Typical Work Directed – Level 5-4 (505 Pts)

The base level of non-supervisory work directed is at or equivalent to the GS-07 level.

Factor 6 – Other Conditions – Level 6-3 (975 Pts)

The incumbent is involved in supervisor and oversight of work at the GS-07 level where supervisor has full and final technical authority over the work. 

TOTAL POINTS 2460 GS 11
Point Range 2355-2750

