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SUPERVISORY CONTROLS

Works under the general supervision of the Alcohol and Drug Control Officer who outlines broad program goals and objectives of the installation’s Alcohol and Drug Abuse Prevention and Control Program (ADAPCP). Incumbent carries out assigned responsibilities independently within guidelines provided by DA, MACOM, and local policies, precedents, and procedures. Supervisor is available for assistance on controversial or policy related matters. Work accomplishments are reviewed for conformity of program guidelines and overall impact on success of the ADAPCP.

MAJOR DUTIES

1. Serves as the civilian program coordinator for the ADAPCP, responsible for ensuring the non-military component of the installation:  DA civilians, family members, civilians of tenant activities are provided alcohol and drug abuse preventive  treatment or rehabilitation services as needed. Prepares and coordinates a local plan of action for initiating specific marketing campaigns or training programs designed to educate the targeted civilian audience on the alcohol and drug abuse preventive, treatment and rehabilitative services and facilities available to them. Incumbent is the initial point of contact for civilian personnel who voluntarily refer themselves or for military personnel who are involuntarily referred to the ADAPCP. Conduct initial interviews and assesses nature of employee’s problems, and in coordination with clinical personnel, refers to the appropriate treatment, rehabilitative program, or facility. Recommends the appropriate referrals. Serves as a member of the Alcohol and Drug Dependency Intervention Council, providing information on the civilian considerations of the ADAPCP. 25% 

2. Conducts an on going assessment of treatment and rehabilitative programs and facilities available in the local community outside the installation and sponsored by Federal, state, and local agencies. Via personal visits and telephone contacts, determines the appropriateness of the programs or facilities for referral of local personnel. Categorizes available programs and facilities for referral on a selective basis based on individual needs. Make arrangements for treatment of civilians as required. 25%

2. In coordination with the installation civilian personnel office, medical authorities, and resources within the ADAPCP, develops and conducts ADAPCP training for supervisors, primarily designed to acquaint them with ways to identify and deal with civilian employees or individuals with alcohol, drug, mental health, or family member related problems. Conducts formal and informal interviews to establish contact and gain the confidence of supervisors and employees. Monitors the effectiveness of training methods and modifies to achieve optimum results. Develops and conducts public/community awareness programs. Assists in the development of local on-going substance abuse prevention programs involving youth, parents, and other concerned adults from the surrounding civilian communities. Represents the installation at designated civilian community functions. Keeps abreast of local and national alcohol and drug abuse trends. Coordinates items for release to the news media/public affairs; bulletins; fliers; newsletters, etc., including audio and video presentations. 25% 

4. Analyzes DA and MACOM guidelines for sponsoring a civilian portion of the ADAPCP and recommends local program policy, addressing areas such as confidentiality; reasonable accommodation, etc. Prepares and coordinates local policy letters for the installation commander’s approval. Estimates funding requirements for consolidation into the overall ADAPCP budget. Closely monitors the program and identifies strengths and shortfalls. Prepares reports for submission to MACOM and DA..  

Performs other duties as assigned.

Evaluation Statement

1. References;

a. OPM Series Def., GS-101, AUG 71

b. OPM PCS Social Work Series, GS-185, Jun 64

2. TITLE AND SERIES DETERMINATION: The incumbent is responsible for providing prevention and education training in alcohol and drug abuse for the military and civilian community of the installation and for carrying out the ADAPCP responsibilities for the civilian employees and family members of the installation. Incumbent carries out duties independently within guidelines provided the supervisor and local policies. Supervisor is consulted on controversial matters. Work is reviewed for conformity to program guidelines and overall impact on the success of the ADAPCP. The level of responsibilities meet the GS-11 level where the program specialist assists other program specialist(s) who develops the program evaluation plan, determines coverage, suggests methodology, and/or provides guidance on the handling of technical problems and public relations issues. At the GS-11 level, assignments are carried out with relative independence from supervision and results are reviewed for adequacy of coverage, factual development and accuracy of presentation. This position exceeds the GS-09 level in this factor where the supervisor identifies the work plans, schedules and methods of approach; work is reviewed in progress and for technical and factual accuracy. The duties do not meet the GS-12 level where the program specialist not only proceeds with considerable independence in carrying out program assignments, but influences resolving problems of noncompliance and negotiates remedial agreements.  Position is allocated to the GS-101 series with a title of Alcohol and Drug Abuse Program Specialist. 

3. GRADE DETERMINATION: Reference (a) is considered most appropriate for use in view of the similar functions and subject matter of the two series. Reference (b) does not include grade evaluation criteria. The GS-09 level is the first full performance level described in the standard. This position exceeds the GS-09 level in this factor where the supervisor identifies the work plans, schedules and methods of approach; work is review in progress and for technical and factual accuracy. Incumbent carries out duties independently within guidelines provided by the supervisor and local policies. Supervisor is consulted on controversial matters. Work is reviewed for conformity to program guidelines and overall impact on the success of the ADAPCP. Work is further reviewed for adequacy of coverage, factual development and accuracy of presentation. The duties do not meet the GS-12 level where the program specialist not only proceeds with considerable independence in carrying out program assignments, but influences resolving problems of noncompliance and negotiates remedial agreements. Recommendations by GS-12 program specialists are rarely changed by higher authority. This is not indicative of this position, therefore, the appropriate grade assigned is GS-11.

CONCLUSION: The nature of assignments and level of responsibility are evaluated at the GS-11 level. The final title, series and grade are Alcohol and Drug Abuse Program Specialist, GS-101-11.

