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 Plans and Operations Specialist

1.  Operations.  Develops operations orders, coordinates, and provides community resources in support of installation and higher headquarters special events and ceremonies to include retirements, changes of command, conferences, etc.  Prepares and issues directives for the conduct of recurring events, special functions, ceremonies, and/or community relations programs.  Initiates and coordinates all taskings of assigned and attached units necessary for training and operations both on and off the installation.  Coordinates necessary support from units outside the Fort Myer Military Community.  Coordinate transportation requirements to ensure complete and validated taskings are forwarded to the dispatchers.  Directs all Garrison Emergency Operation Center operations to include staffing, activation, and transmitting/receiving pertinent reports. Serves as the installation liaison to various military levels of the Army during crisis/emergency situations.  Conduct and document comprehensive after action reviews following all operations. Prepares and monitors the installation long-range event calendar, tasking schedule and provides support to various briefings and conferences.  Responsible for the proper staff notification and coordination of official military visits. (60%)

2. Plans.  Responsible for the development, review and analysis, coordination, implementation, and exercise of installation peacetime contingency plans and a variety of sensitive classified and unclassified operations plans.  Formulates and executes the proper course of action pertinent to the real world or exercise scenario in operation.  Coordinates and informs higher headquarters and other involved organizations on program progress, resolution of problems, or to secure information to execute special contingency operations.  Advises commander, directors, operating officials and staff on matters of mutual concern pertinent to execution of sensitive operational missions.  Develops and monitors budget data for operational missions.  Applies comprehensive knowledge in planning, organizing and controlling the implementation of plans, policies and action documents to achieve the installation mission goals and objectives.  Provides long range guidance, formulates programs, and establishes priorities.  Responsible for planning logistical and support requirements to support contingency and mobilization missions.  Provide comprehensive after action reviews following all plan exercises and executions.  Attends conferences to coordinate command issues of mutual concern. Participates with garrison management officials as well as higher authority for long range planning and development of emergency/contingency operations and resolution of problem areas.  (30%)

3. Manage the Force Modernization Program for the Garrison.  Review and coordinate the implementation of Material Fielding Plans (MFP) for new equipment.  Coordinate requirements and actions with Garrison staff elements, MACOM, and various military units/activities to ensure required action is taken at the appropriate times for the fielding of equipment into supported units.  Coordinate with higher headquarters to resolve problems.  (10%)

Performs other job duties as assigned.

Must be able to obtain and maintain a Top Secret Clearance. TDY outside the local commuting area.

Incumbent is subject to shift rotation and emergency recall, as determined by the supervisor.

Plans and Operations Specialist (GS—12)

FACTOR 1, Knowledge Required by the Position - Level 1-7, 1250 Points

--Knowledge of qualitative and quantitative techniques for analyzing and measuring the effectiveness, efficiency, and productivity of the plans and operations programs.
—-Knowledge of plans and operations for the Fort Myer Military Community, analyzing requirements and formulating policies and procedures for the conduct of contingency plans and daily operations.

-—Knowledge of the composition of all FMMC contingency plans.

——Knowledge of operational requirements of the installation, including objectives and policies, along with a comprehensive knowledge of management and organizational techniques.

FACTOR 2, Supervisory Controls — Level 2-4, 450 Points

——Works within a framework of priorities, funding and overall project objectives.  The incumbent and supervisor develop a mutually acceptable project plan, which typically includes determining the work to be done, the scope of the project, and deadlines for its completion.

——Within established parameters, the incumbent is responsible for planning, and organizing the work, coordinating with staff and line management personnel, and conducting all phases of the project.

——Completed projects, reports, or recommendations are reviewed for compatibility with PSOC goals, guidelines, and effectiveness in achieving intended objectives.

FACTOR 3, Guidelines — Level 3—4, 450 Points

--Guidelines include DA, HQ MDW, and FMMC standards and policies. However, these do not cover all situations encountered. The incumbent must use judgment in relating the guidance to specific problems. The incumbent recommends changes to procedures when trends indicate such a need.

FACTOR 4, Complexity - Level 4-5, 325 Points

—-Analyzes and formulates FMMC requirements for contingency planning and base operations. Prepares plans, coordinating with higher and subordinate commands. Operates the FMMC Emergency Operations Center when required. Attends planning conferences at HQ MDW and higher headquarters. Must develop criteria to evaluate effectiveness of plans or programs in predictive terms.
FACTOR 5, Scope and Effect - Level 5-4, 225 Points

——The incumbent is responsible for the formulation, analysis, direction and administration of contingency plans applicable to the installation. Is responsible for the preparation of detailed plans covering all conceivable requirements for the command to include assigned, attached and tenant units, dependents and visiting personnel. Responsible for staff coordination and tasking in support of plans. These plans have a broad impact and they encompass many special features according to plan requirements, mission, logistical support required, mode of transportation, etc. Coordinates and advises on the operational employment of assigned/attached units. Responsible for staff coordination on all matters pertaining to operations conducted on the installation.

FACTOR 6/7, Personal Contacts and Purpose of Contacts -Level  2c,  145 Points

——The incumbent exercises a continuing responsibility for representing the supervisor and organization in discussions and dealings with activity heads to secure their agreement and coordination on plans and recommendations. Resourcefulness, ingenuity, and inventiveness must be utilized to a high degree in fact finding studies and in furnishing advice or negotiating proposals and recommendations.

The purpose of the contacts is to influence managers to accept and implement contingency, mobilization and other plans developed, coordinated, etc.  Resistance to this is to be expected due to limited resources and/or organizational concerns.  The incumbent must overcome these objections through compromise, innovation, persuasion, etc.

FACTOR 8, Physical Demands — Level 8—1, 5 Points

——The work is primarily sedentary.

FACTOR 9, work Environment — Level 9—1, 5 Points

——Work is typically performed in an adequately lighted and climate controlled office.

TOTAL POINTS – 2855  POINT RANGE:  2755-3150=GS-12
