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

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: No

	Competitive Area: 
	Position Sensitivity: 0
	Target Grade/FPL: 11

	Competitive Level:  
	Emergency Essential: N
	Career Ladder PD: 



SUPERVISORY CONTROLS

Works under he general supervision the Army Community Service (ACS) director, who provides overall program direction and resources and relies upon the incumbent to exercise sound judgment and initiative in carrying out responsibilities. Incumbent has wide latitude for independent action in accomplishment of outlined duties. Work is evaluated in terms of overall program effectiveness, soundness of recommendations, and effective use of resources. Guidance material is available but not always specific to every situation and requires interpretation and adaptation due to the complexity of situations encountered.

MAJOR DUTIES

Serves as the coordinator responsible for the establishment and maintenance of the Installation Volunteer Program. the Fort Myer Military Community Army Family Action Plan, and the Army Family Team Building programs.

1. Develops, coordinates, and administers the Installation Volunteer Program designed to promote volunteerism and agency/volunteer placement satisfaction at Fort Myer and Fort McNair. Assesses both the needs of user agencies and volunteers through survey, interview, and research of similar programs in the civilian sector. Analyzes the results and develops program goals. Chairs the Volunteer Action Council, composed of 24 program managers from the military
community to identify volunteer issues and discuss common problems. and share successful programs and techniques. Recruits, screens, trains, and refers clients to job vacancies based on an assessment of their interests, skills, and prior experience. Investigates special assignments for volunteers with unique skills. Follows up on referrals to assess placement compatibility for the agency and the volunteer. 50%

2. Plans and coordinates monthly and annual command volunteer recognition ceremonies, public awareness efforts to promote volunteerism and to inform the community on volunteer opportunities using a variety of media. Serves as liaison with private, state, and national agencies to keep abreast of the latest trends in the volunteer field and identify volunteer training opportunities. Prepares monthly and annual reports tracking the number of volunteers per agency, etc. 20% 

3. Plans, coordinates, and implements the FMMC Army Family Action Plan (AFAP) process. Conducts an annual symposium to raise and define community issues, and tracks the resolution and implementation of those issues through the Family Action process at higher headquarters, if applicable. Provides an annual written plan that represents compilation of all AFAP conference issues, along with staffing actions and resolutions. 20%

4. Serves as the community coordinator for the Army Family Team Building (AFTB) program, which provides training on the Army culture for family members. Organizes and conducts training sessions for all levels of military spouses. Recruits and trains new instructors. Coordinates with DA for master facilitator training for interested volunteer candidates. 10%


Performs other duties as assigned.


FACTOR 1 KNOWLEDGE REQUIRED BY THE POSITION FL 1-7 1250 Pts

Knowledge of principles of volunteer management. Ability to plan and coordinate installation level programs. Knowledge about the command structure and an understanding of Army and MDW regulations. Knowledge about the cycles in Army spouses' familiarization with military life. Ability to communicate orally and in writing.

FACTOR 2 SUPERVISORY CONTROLS FL 2-4 450 Pts

Works under the general supervision of the Chief, Army Community Service. Incumbent independently carries out programs according to instructions, policies, and previous training.

FACTOR 3 GUIDELINES FL 3-3 275 points

Guidelines include AR 608-1, Army Community Service Program, and DOD, DA, and MDW directives. Incumbent is required to adapt and interpret requirements to program needs.

FACTOR 4 COMPLEXITY FL 4-4 225 Pts
The work includes planning, coordinating, and executing the Installation Volunteer, Army Family Action Plan, and the Army Family Team Building programs. The work requires interviewing skills, analyzing &Ills to assess proper placement of volunteers, and coordinating skills to plan and execute large public recognition ceremonies and symposiums.

FACTOR 5 SCOPE AND EFFECT FL 5-3 150 Pts
The work is to provide an organized placement and recognition system for approximately 1,000 volunteers in FMMC who augment the work of paid staff by many thousands of hours of donated services annually. This allows agencies to better serve their clients. In addition, work in the AFAP process allows for a systemic method of improvement to all Army processes, aimed at enhancing the quality of life for soldiers, civilians, and family members. Also, in AFTB, proper training of Army spouses at all levels about military life serves to reduce family stress.

FACTOR6 PERSONAL CONTACTS FL 6and7 = 2c 145 Pts
Contacts are with military and civilian personnel at all levels throughout MDW.

FACTOR 7 PURPOSE OF CONTACTS

Contacts are for the purpose of providing an adequate match between agency and volunteer, and to plan sufficient coordination for installation events.

FACTOR 8 P~SICAL DEMANDS FL 8-1 5 Pts
The work is primarily performed in an office setting, with no great physical demands.

FACTOR 9 WORK ENVIRONMENT FL 9-1 5 Pts
Work is typica1lY Performed in an adequately lighted and climate controlled office.

Total points = 2505 is within the GS-11 point to grade conversion range of 2355-2750





