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	Career Program: 
	Financial Disclosure Required: No
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	Position Sensitivity: Varies
	Target Grade/FPL: 07

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



Supervisory Controls

Works under the supervision of the Alcohol and Drug Control Officer (ADCO). The supervisor outlines program goals and objectives, discusses specific plans and problem areas, and evaluates effectiveness of the program by results obtained. The incumbent is expected to operate independently, referring only unusually difficult or policy related matters to the supervisor for assistance. Work is reviewed for attainment of objectives and conformance to policies.

Major Duties

Administers, controls, and coordinates the installation biochemical drug testing program in accordance with DOD and DA directive and policies. Responsibilities include training unit Alcohol/Drug Coordinators, maintaining statistical data and quality control procedures, serving as technical advisor to unit commanders and operating urinalysis equipment.

1. Coordinates, administers, and monitors all aspects of the biochemical drug tenting program. Coordinates with unit Alcohol and Drug Coordinators and arranges for the collection of specimen. Ships positive specimen to forensic drug testing laboratories for confirmation, following strict chain of custody procedures and other regulatory requirements. Identifies and corrects chain of custody documentation discrepancies, assures that unit Alcohol and Drug Coordinators follow established procedures, and resolves moderate operational problems involving the biochemical testing program. As necessary, provides testimony for court material, hearings, etc. Reviews and interprets DOD, DA, and TRADOC program guidance, regulations, and technical bulletins and develops local standing procedures based upon changing policies and directives for improvement and update of the program. Coordinates with DA to determine and redistribute test quotas, as necessary. Arranges for the testing of the Alcohol and Drug Abuse Prevention and Control Program staff members to ensure continued creditability and quality assurance of the testing program. 40%

2. Prepares and updates charts of monthly statistics for the Alcohol and Drug Abuse Prevention and Control Program Report and the Alcohol and Drug Intervention Council. Provides statistical data related to biochemical testing to the ADCO. Identifies trends of alcohol and drug usage from analysis of statistical data, making recommendations, and adjustments in the scheduling of urine testing when appropriate. Performs related clerical and administrative assignments in support of the program by    establishing  and maintaining  all records and files as required by DA regulations.  Assembles and summarizes information from files and records and other reference sources for use by the ADCO: performs detailed calculations, tabulations, and analysis of data in support of office efforts: consolidates and inputs report data utilizing an automated system. 25%

3. Participates in the development of a comprehensive training course for unit Alcohol and Drug Coordinators- to ensure regulations, policies, and standard uniform procedure are adhered to at the unit level during the collection process. Serves as instructor in presenting Biochemical Testing regulations, policies, and other pertinent information. Presents information to commanders, unit Alcohol and Drug Coordinator, supervisors, etc. 25%

4. Operates drug detection equipment to detect a variety of illegal drugs. Interprets technical and scientific data involving the use of chemical reagents and calibrators. Adheres to strict quality measures and DOD and DA directives. Maintains all equipment and participates in estimating future equipment needs. Conducts first echelon maintenance on equipment. Coordinates with equipment representatives or the manufacturer regarding problems and initiates repair. Orders supplies and equipment and maintains a supply level that will preclude delay or downtime. 10%

Performs other duties as assigned.

Evaluation Statement:

NATURE OF ASSIGNMENT: Work consists of specialized duties with continuing responsibility for projects, questions or problems that arise within area of a program of functional specialty as defined by management. Work assignments involve a wide variety of problems of situations common to the segment of the program or function for which the employee is responsible. Each assignment typically consists of a series of related actions or decisions prior to final completing. The employee must be concerned about taking or recommending actions that are consistent with the objectives and requirements of the program or functions.

The work requires knowledge and skill to recognize the dimensions of the problems involved, collect the necessary information, establish the facts, and take or recommend action based upon application or interpretation of established guidelines. The work also requires practical knowledge, developed through increasingly difficult, on-the-job training or experience dealing with the operations, regulations, principles, and peculiarities of the assigned program, function, or activity.

LEVEL OF RESPONSIBILITY:

The supervisor makes assignments in terms of objectives, priorities, and deadlines. The employee independently completes assignments in accordance with accepted practices, resolving most conflicts that arise. Completed work is evaluated for appropriateness and conformance to policy.

Guidelines for the work are more complex than at the next lower grade because the employee encounters a wide variety of problems and situations which require choosing alternative responses. Guides, such as regulations, policy statements, and precedent cases, tend to be general and descriptive of intent, but do not specifically cover al aspects of the assignments. Guidelines apply less to specific actions and more to the operational characteristics and procedural requirement of the program or function. Employee must use significant judgement and interpretation to apply the guides to specific cases and adapt or improvise procedures to accommodate unusual or one-of-a-kind areas. 

Final Classification: Biochemical Test Coordinator GS-303-07



