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Abstract

The United States Marine Corps (USMC) International Programs Office is a unique organization, in the way of mission and responsibilities compared to other Department of Defense agencies and offices that work in International Programs.  International Programs’ relevance continues to grow as part of the United States Government National Security and National Military Strategies.  Being unique and streamlined working at a military Service level has tremendous benefits in executing International Programs for the USMC.  Personnel in international programs perform at high levels on behalf of the US Government and are responsible for a multitude of functions and expertise to execute their jobs.  The expertise required spans across many disciplines from International Affairs to acquisition and procurement of weapon systems and services for our friends, allies, and partner nations.  Through investigation of current Department of Defense (DoD) Certifications there is no certification or training criteria to capture all functions in which the USMC International Programs Office is responsible.  For International Affairs the Defense Security Cooperation Agency manages International Affairs (IA) certification for the Department of Defense; whereas, the Undersecretary of Defense for Acquisition, Technology, and Logistics manages International Acquisition (IA) certification.  Based on the above the USMC international Programs Office personnel do not seamlessly fit into the current DoD education and certification model.  Taking that into consideration and the fact that USMC International Programs personnel do not have a formalized certification, education, and training program; it is critical to develop a service level International Affairs Personnel Training and Education Program in order to provide the tools, skills, and training to ensure employees are prepared to execute their jobs.  This project will research and analyze current Department of Defense International Affairs and Acquisition certification criteria and develop an education and training program for USMC International Programs personnel.
	Keywords:  training, education, certification, mission




















Chapter 1 Introduction
Background

The United States Marine Corps International Programs Office executes a plethora of different programs.  In accordance with the Marine Corps Order 5710.6C on Security Cooperation USMC International Programs is responsible to successfully conduct the following.
(a)	Plan, coordinate, implement, and execute all Marine Corps related SA acquisition and logistics matter, procedures, instructions, technology transfer and comparative technology programs, international agreements and cooperation, disclosure of classified information requests, and technical data packages to provide military assistance to friendly foreign governments.
(b)  	Perform functions to facilitate foreign exercises involving Marine Corps facilities and installations.
(c) 	Oversee the Marine Corps Systems Command, International Programs (MCSC-IP) office in its role as a dedicated SC organization.
(d) 	Oversee the MCSC-IP office in its role tracking MCSC personnel in the SC Workforce Database.
Source: Marine Corps Order 5710.6C
	The organization is staffed with USMC Civilian employees and military.  The total organization comprises of 45 people.  The organization is led by a small staff consisting of a Director, Deputy Director, and Office Manager.  The remaining individuals align with the three divisions, Foreign Military Sales (FMS), Financial Management, and Cooperative Engagement.    The preponderance of career series for the civilian employees can be identified as either Financial Managers or Foreign Affairs Specialist.   The military billet has generally been a reservist.  The reservist position does not require a specific Military Occupation Specialty.
Problem
USMC International Affairs (IA) personnel are unique; whereas, the career series which they are assigned are the only ones throughout the entire institution.  Despite the many benefits of being in a unique career field, there is a downside from the aspect of training and certification.  To date, identification of international affairs training and certification has been self-managed and not formalized within by the USMC International Programs Office. 
Self-management is further complicated by the fact that there are two different certification paths identified within the US Department of Defense; specifically the Under Secretary of Defense for Acquisition Technology & Logistics and the Defense Security Cooperation Agency (DSCA).  
Looking at the mission requirements and responsibilities of USMC International Programs personnel it is apparent that neither certification level truly meets the needs of USMC personnel.  Accordingly, this case study will evaluate the requirements set forth by the two Under Secretaries of Defense and compare and contrast them to USMC International Programs mission requirements in order to formulate a USMC International Affairs certification and education program and criteria.
Compilation of the above supports the fact that a problem exists; whereby, there is not an International Affairs Certification Program to meet the needs of USMC International Affairs personnel.   
Purpose and Objectives
The main purpose and objective of this project is Development of the United States Marine Corps International Affairs Personnel Training and Education Program.  The increasing visibility of international programs within the Marine Corps necessitates the creating of a program to ensure that international programs personnel have the education and training to meet mission.   I envision the final end state being an approved and endorsed program at the General Officer level within the United States Marine Corps.  The creation of the program will be based on information garnered from this project.  The program will be provided as Appendix D.  


Significance of the project: Implications and Applications
The establish USMC program provides great benefits across the enterprise.  The establishment of the program will facilitate a developmental path for USMC International Affairs personnel.   This program will prepare employees to have the required acumen and skillsets in order to successfully complete their jobs, provides  a baseline for budget planning for employee development, facilitate dialogue between supervisors and employees through the use of Individual Development Plans (IDP), and most importantly, meet the mission of the organization.
Preparing employees to be able to successfully conduct their jobs is a function of leadership.  The type of leadership to develop the framework for training and certification is transactional leadership.  Transactional leadership is defined by Bass (1985) “as one who operates within the existing system or culture, has a preference for risk avoidance, pays attention to time constraints and efficiency, and generally prefers process over substance as a means for maintaining control. The skillful transactional leader is likely to be effective in stable, predictable environments where charting activity against prior performance is the most successful strategy. This leader prototype is consistent with an equitable leader-member exchange relationship where the leader fulfills the needs of followers in exchange for performance meeting basic expectations” (Kevin B. Lowe, 1996). 
Budget planning is a critical part of development and execution of a program.  This is particularly difficult task due to decreasing availability of funds due to sequestration.  Sequestration is part of the Budget Control Act that mandates $1.2 trillion in cuts across federal agencies to include $500 million to the military over the next decade (Military.com, 2016).  Sequestration has a detrimental impact on the availability of funds for education.   The development of USMC International Affairs Personnel Education and Training Program will provide the data and metrics needed to forecast future requirements.  
Development of an employee’s IDP is paramount in setting the framework for employee and organizational success.  This tool forces both employees and supervisors to take ownership in professional development.  
Having experienced, educated, and trained personnel creates the propensity for success in meeting the mission of the organization.  By providing a roadmap for certification and education, meeting mission of the organization is more attainable.

Chapter Two
Review of the Literature
Development of an International Affairs education and training program cannot be done in a vacuum.    There has been work completed by two different organizations within the Department of Defense; DSCA International Affairs Certification Requirements and Office of the Secretary of Defense Acquisition Technology & Logistics OSD (AT&L) that define minimum certification levels for international affairs personnel.  As identified in the problem section of this project, the two current programs do not take into consideration the uniqueness of USMC International Programs.  That said creating a program to meet the needs of the USMC requires development.  One critical aspect is the requirement for USMC International Affairs personnel to understand national level, and Service level, policies and statutes.  
International Programs conducted by the Department of Defense fall under a plethora of U.S. Policies and Statutes.  Those policies and statutes are in place to ensure that international programs are legally executed in the best interest of the United States Government.  Accordingly, in order to develop a program, employees must have awareness of requisite policies and statutes.  
Garnering that awareness is critical in order to be successful.  A way in which employees can become aware is the identification of all policies and statutes that an USMC International Affairs employee must have knowledge and adhere as part of their education and training.
Accordingly, a comprehensive Literature list should be developed for all employees as part of the United States Marine Corps International Affairs Personnel Training and Education Program.  Through research of various US Government policies and statutes the following reference list is provided.
Foreign Assistance Act of 1961
International Traffic and Arms Regulations
Arms Export Control Act (22 U.S.C. 2778 and 2794(7))
United States Munitions List
Title 10 u.s.c. §2001, §2341, §5041-5043 
Title 22 u.s.c. §2314, §2348, §2420, §2452
National Security Strategy, May 2015
Presidential Policy Directive-23,  5 April 2013
National Defense Strategy, July 2008
Defense Strategic Guidance, 5 Jan 2012
National Military Strategy, 8 Feb 2011
Chairman's Strategic Direction  to the Joint Force, 2012
Quadrennial Defense Review Report, 12 Feb 2010
Unified Command Plan (UCP) (U//FOUO)
Guidance for Employment of the Force (GEF)
2010-2012 with Flash Update  (S//NOTAL)
Joint Strategic Capabilities Plan (JSCP) 2010-2012 (S) (m) CJCSM 3130.06, Global Force Management (GFM) Allocation Policies and Procedures, 10 May 2013(S)
DSCA Manual 5105.38M, Security Assistance Management Manual
DoDD 5105.75, "Department of Defense Operations at
U.S. Embassies," 21 DEC 2007
DoDD 5132.03, "DoD Policy and Responsibilities Relating to
Security Cooperation," 24 OCT 2008
 DoDD 5230.20, "Visits and Assignments of Foreign
Nationals," 22 JUN 2005
DoDD 2010.9, "Acquisition and Cross-Servicing Agreements,
28 APR 2003
DoDI 5000.68, "Security Force Assistance (SFA),"
27 OCT 2010
 DoDI 5132.13, "Staffing of Security Cooperation Organizations  (SCOs) and the Selection  and Training of Security Cooperation Personnel," 09 JAN 2009
DoDI 5410.17, "United States Field Studies Program (FSP) for International Military and Civilian Students and Military-Sponsored Visitors," 15 SEP 2006
DoD's Security Force Assistance Lexicon Framework, 01 Nov
2011
Joint Doctrine Note 1-13, Security Force Assistance, 29
April 2013
CJCSI 2120.01C, Acquisition and Cross-Servicing Agreements
SECNAVINST 4950.48
SECNAVINST 5510.34A
A Cooperative Strategy for 21st Century Seapower (CS-21)  
Maritime Security Cooperation Policy, Sep 2013 (ae) Marine Corps Vision and Strategy 2025
Marine Corps Service Campaign Plan 2012-2020  (U//FOUO) (ag) Marine Corps Campaign Support Plan 6 Dec 2013 (S)
Global Theater Security Cooperation Management Information
System (G-TSCMIS) Business Rules, Release 1, 1 May 2013
Marine Corps-Theater Security Cooperation Management
Information System (MC-TSCMIS) Business Rules
Marine Corps Conventional Force Allocation and
Synchronization Process, 15 Apr 2011 (U//FOUO
Marine Corps Operating Concepts 2010 (MOC),29 Jun 2010
Internal USMC Foreign Military Sales Workflow Process
For Ground Equipment, DC PP&O, 192000Z FEB 14 (as) SECNAV-M 5210.1
National Defense Authorization Act
DoDD 7000.14-R DoD Financial Management Regulation, 01 Jun 2012

Sources: US Department of State, US Department of Defense, & Congressional Research Service
Mission of USMC International Programs
International Programs (IP) serves as advisor to the Marine Corps on all Marine Corps international programs and executes all Security Cooperation (SC) programs effectively and efficiently while meeting foreign and domestic warfighter needs.  IP plans, coordinates, implements, and executes all Marine Corps related SC acquisition and logistics matters, to include the sale of, lease and transfer of all Marine Corps defense articles (except for aviation and related articles) and services, international agreements and cooperation, comparative testing programs, disclosure of classified information requests, technology transfer, procedures, instructions, and technical data packages to provide military assistance to friendly foreign governments, and associated support to foreign partners. 
In accordance with Marine Corps Order 5710.6C Marine Corps Security Cooperation  dated 24 June 2014, IP develops and executes Foreign Military Sales (FMS) programs, for the sale, lease and transfer of all Marine Corps ground defense articles and associated support, exercises and contractor training, excluding Title 10, to include Building Partnership Capacity (BPC) programs, Foreign Assistance Act (FAA) Global Train and Equip 1206 programs, FAA section 1207(n) Global Security Contingency Fund programs, Afghanistan Security Forces Fund (ASFF), Coalition Readiness Support Program (CRSP), Peace Keeping Operations (PKO), etc.)). IP facilitates international agreements, data exchanges and cooperation. IPD conducts export control, foreign disclosures and technology transfer reviews for the Marine Corps.   IP is the Designated Disclosure Authority for Categories 2, 3, and 4.  The USMC International Programs office mission is to “Plan, coordinate, implement, and execute all Marine Corps related Security Cooperation acquisition and logistics matters, procedures, instructions, technology transfer and comparative technology programs, international agreements and cooperation, disclosure of classified information requests, and technical data packages to provide military assistance to friendly foreign governments”. 





USMC International Programs (IP) Organization Chart


Source: USMC International Programs brief of July 2016
USMC International Programs focuses around three divisions to meet its mission.  The three divisions are Foreign Military Sales, Financial Management, and Cooperative Engagement.  Descriptions of the three are as follows.
Foreign Military Sales- the Foreign Military Sales Program is the U.S. Government’s mechanism for transferring defense articles, services, and training to our U.S. allies and partners.  The FMS Program builds military-to-military relationships, promotes coalition building supporting U.S. National Security Policies and objectives, increases the number of systems/parts produced driving down DoD costs, and benefits U.S. business which helps the economy through international sales.  The public laws that authorize the sales, grants, loans or leases of equipment are The Foreign Assistance Act of 1961, The Arms Export Control Act of 1976, annual National Defense Authorization Acts, and State/Foreign Operations annual appropriations acts.  The FMS Division is divided into four different teams supporting Marine Corps equipment sales in Areas of Responsibility (AOR); Africa Command/European Command (EUCOM)/Building Partnership Capacity (BPC), Pacific Command/Northern Command/Southern Command, CENTCOM to include an FMS Policy and Support Division .  The FMS Combatant Commands (COCOM) teams are responsible for developing FMS cases designed to provide for a “Total Package Approach” which will allow the FMS customer to deploy, operate, maintain, and employ the platform or system for its entire service life, and thus ensure maximum customer capability in the theatre of operation.  The Policy and Support Division is responsible for ensuring the FMS Cases are written and closed within DoD regulations and policy.   The FMS Division manages and executes 148 cases supporting 45 different customers with a total budget of $2B.
Cooperative Engagement Division is comprised of five sections, Agreements and Cooperation (A&C), Comparative Testing Program (CTP), Export Control (EC), Foreign Disclosure (FD), and Strategic Engagement (SE).  A&C is responsible for the execution of International Agreements, the Coalition Warfare Program (CWP) and the Engineer and Scientists Exchange Program.  International Agreements include Information/Data Exchange Agreements (IEA/DEAs) and Acquisition Cross Servicing Agreements for USMC equities.  ACSAs are applicable worldwide and allow for logistics support supplies and services directly from or provide them to a foreign government of organization.  CWP is an Office of Secretary of Defense Comparative Testing Office program that provides funds on a competitive basis to projects that conduct collaborative Research, Development, Test and Evaluation (RDT&E) with foreign government partners assisting COCOMs, Services and Agencies with integrating coalition-enabling solutions into existing and planned U.S. programs.
CTP manages the USMC equities for inclusion in the OSD CTO Foreign Comparative Testing’s (FCT) program.  FCT’s goal is to work with international partners to affordably address future challenges or solutions to operational needs through evaluation of developmental and operational prototypes performing qualification tests of foreign technology for potential incorporation into acquisition programs or direct fielding.
EC provides clear and concise export control guidance with regard to USMC related export licenses in accordance with DoD/DoN and National Disclosure policies while serving as the USMC focal point for Export License Requests.
FD is responsible for the appropriate release of U.S. information in accordance with U.S. National Disclosure Policy (NDP-1) and applicable laws protecting intellectual property and sensitive U.S. technologies. FD provides review, guidance and USMC position on disclosure of military information to foreign governments and interests, FD is responsible for three specific categories of NDP-1:  Category 2) Military Materiel and munitions, Category 3) Applied Research and Development Information and Materiel, and Category 4) Unclassified Production USMC wide.  SE supports the USMC Security Cooperation Community of Interest.  Coordinates with the Marine Forces assigned to the Combatant Commands, Marine Corps Security Cooperation Group and HQMC Plans, Policies & Operations to maintain awareness of policy and theater support requirements and to assist Partner Nations improve their capabilities through Security Cooperation programs.

Financial Management Division provides guidance and advice to IP and MCSC on financial laws, regulations, policies, etc. unique to SC activities.  FM supports the FMS and CE divisions and consists of two teams: Operations and FMS. 
The Operations team provides a variety of services for IP including pricing, policy, accounting, and budgeting.  This team holds the responsibility to develop pricing for items (excluding aviation) transferred from USMC inventory via FMS sale or lease, and presidential drawdowns.  The accounting group posts all financial transactions utilizing FMS case funds into the accounting system and ensures all transactions have adequate supporting documentation.  The budget analyst manages the multiple sources of funding used by IP, and serves as the focal point for all reimbursements of civilian personnel costs with FMS funds.  IP utilizes FMS Administrative funds for the administration of the FMS program and to provide a standard level of service on each FMS case; Operations and Maintenance, Marine Corps for FD, EC, and SC activities that do not involve FMS; and Defense-wide Research, Development, Test and Evaluation for CTP.  The requirements for requesting funding differ for each appropriation and each has unique rules regarding its use. 
The FMS team executes FMS case funds and supports the FMS case managers in the FMS Division.  This team ensures funding is provided to performing organizations to fulfill the requirements of the FMS case and verifies all transactions are properly recorded in the financial systems. FMS cases do not follow the traditional programming and budgeting process and each case is unique. 




Department of Defense International Affairs Certification
The Department of Defense International Affairs Certification Program (IACP) is managed by the Defense Security Cooperation Agency (DSCA) under the DSCA Directive 5012 Department of Defense International Affairs Certification Guidelines, April 2008.  The focus of the program is to “encompass the Office of Personnel Management (OPM) focus on core job capabilities and experience gained in the work environment” (Defense U. D., 2008).   In addition to the OPM focus it is an inherent responsibility for leaders to recognize that the federal workforce is aging and facing high attrition due to retirements and the shrinking defense budget.  Accordingly, leaders need to create an environment to develop new International Affairs personnel.  
The IACP is designed for personnel assigned to International Affairs (IA) duties.  These personnel comprise of US military, Foreign Service Nationals, and civilian federal employees.   The guidelines set forth in DSCA Directive 5012 identify the standards and requirements in order for people to attain a specific level of ‘knowledge, skill, and ability’ in order to be effective in their respective International Affairs job or career.
The standards for International Affairs Certification are broken down into three levels.  Each of these requires escalating levels of education and experience.  Levels are attained through by meeting specific IACP requirements, Figure 1.

Figure 1:  Standards for International Affairs Certification
Source: DSCA Directive 5012 Department of Defense International Affairs Certification Guidelines IACP requirements are broken down into three different tiers identifying what is required for an individual to meet the level and correlating standards.  The requirements are also used to formulate employees Individual Development Plans.  The IACP requirements are provided in the following figures.  
DSCA International Affairs Certification Requirements

Figure 2:  Level I International Affairs Certification requirement

Figure 3: Level II International Affairs Certification requirement 
[image: C:\Users\steven.manchester\Desktop\CaptureIAIII.PNG]
Figure 4: Level III International Affairs Certification requirement
Source:  (Defense U. D., 2008)

OSD (AT&L) Certification Requirements
	Similar to DCSA, OSD (AT&L) has established an International Acquisition Certification Program.  Unfortunately, the Department of Defense uses acronyms in its lexicon and both DSCA and OSD (AT&L) use “IACP”.   The OSD (AT&L) program was initially “focused on establishment of a Program Management (PM) career field-based IACP that required completion of several DAU international program management courses” (University, 2016).  Since its establishment in 2007, the program is trying to expand into other career specialties.  The training standards and certification levels are provided in the following tables, Figure 5.
[image: C:\Users\steven.manchester\Desktop\Capture.PNG]

Figure 5: Training Standards for International Acquisition
Source: (Defense U. D., 2015)



CHAPTER THREE:  METHODOLOGY
Project Design
Identifying which method to use to create the Development of the United States Marine Corps International Affairs Personnel Training and Education Program has been challenging to say the least.  The reason for the challenge is my paradigm was to initially approach the task in a military fashion to identify the desired end state, collect and synthesize data, and produce an end product.  
Undoubtedly, my initial thoughts were flawed and as I have learned throughout the OMALS program on leadership, that in order to be successful I will need to use various leadership types and styles.  One significant reason for this is that despite working in a military organization, the preponderance of employees are federal civilians and their buy in is critical for success compared to the military which are given an order. 
Determining the type of research to develop a program created confusion for me, whereas, my project doesn’t fit seamlessly into one of the many academic research methods, types, and techniques.  Scholarly accepted research methods, types, and techniques can be as follows as identified in Figure 6.
Research Method
	Quantitative Research

	Qualitative Research

	Mixed Methods



Types
	Case Study
	Survey
	Observational
	Correlational

	Descriptive
	Experimental
	Cross-Cultural
	




Techniques
	Pretest-Posttest Design
	Control Group
	Randomization
	Usability Testing

	Competitor Analysis
	Heuristic Evaluation
	Hierarchal Task Analysis
	



Figure 6: Research Methods, Types, and Techniques
Source: Research Guides at Marquette University (Marquette University Raynor Memorial Libraries, 2016)
	After reviewing the research methods, techniques and types I have determined that this project is a combination of Mixed Method, Correlational, and requires Hierarchal Task Analysis.  Interestingly, the Mixed Method incorporates aspects of both qualitative and quantitative approach.  The following definitions are provided to substantiate.
Mixed Method: “combines both quantitative and qualitative approaches to the same investigation” (Doanld Ary, 2014).
“Correlational: attempts to determine if a relationship exists between the two variables, and the degree of that relationship.
Hierarchal Task Analysis: how a task is accomplished, including a detailed description of both manual and mental activities, task and element durations, task frequency, task allocation, task complexity, environmental conditions, necessary clothing and equipment, and any other unique factors involved in or required for one or more people to perform a given task” (Marquette University Raynor Memorial Libraries, 2016).


Data Collection
	The collection of data for this project made me quickly realize that it is more than just a simple Google search; whereas, International Affairs is integrated into a myriad of different elements.  Collecting data required me to collect works identified in Chapter 2 Review of Literature and begin evaluating respective references in those documents to create a list relevant to the USMC International Affairs.  
In addition to the statutes and policies I identified, it was imperative for me to obtain information on the two homonymic Department of Defense International Affairs certification programs.  Since the certification programs fall under the cognizance of different DoD organizations I went to each respective office.  Interestingly, collecting data was not as clear cut as one would think. I found that DSCA was more accessible and the International Affairs Certification Program can be found their website, http://www.dsca.mil/.  Contrastingly, data and information on the program overseen by OSD (AT&L) was not readily available.  In order to find information I had to go to the Department of Defense Acquisition University (DAU), http://www.dau.mil/. 
Following the collection of data the process on data analysis was initiated for this project.  Data Analysis will immediately follow in the next section.
Data Analysis
	Reviewing data in order to develop an USMC International Affairs Personnel Training and Education program, in addition to identifying the research type, method, and technique; necessitates creativity, problem solving, and decision making.   Defining the type of problem identified in Chapter 1 is important in order to focus the appropriate resources for progression to a desired end state.  The type of problem I am faced with correlates to a Decision- Making Problem.  Decision-making problems “typically involve selecting a single option from a set of alternatives based on a set of criteria.   Decision makers must choose from a set of alternatives, each of which has one or more consequences.” (Jonassen, 2000).
Jonassen notion of decision making is comparable to the works of American philosopher John Dewy; whereby, he “concluded that a complete episode of problem solving includes the following steps, in order: (1) a difficulty is felt; (2) the difficulty is located and defined; (3) possible solutions are suggested; (4) consequences of those solutions are considered: and (5) a solution is accepted” (Kirton, 2003). 
	The notion of creativity is important when developing something new.  Kirton notes that “creative thinking produces novel outcomes, and problem solving involves producing a new response to a new situation, which is a novel outcome.  Thus, we can say that problem solving has creative aspects” (Kirton, 2003, p. 136).
	The identification of the USMC not having an international affairs training and education program, coupled with knowledge garnered in the OMALS program, I realized that in order to be successful I needed to identify a structured approach.  The approach I developed consisted of ten steps.  Each step must be successfully completed prior to moving to the next step and so on.  The reason for using steps is it aligns with the culture of the Marine Corps.  Simply put, the Marine Corps is very structured and regimented in the way tasks are approached.
	The ten steps (process) and amplifying descriptions are provided below in Figure 7.  Please note that steps 1-10 are completed by this author, and Steps 5-10 incorporates Subject Matter Experts and Stakeholders.  
	

Figure 7: Process
Collection of data:  Collection of all relevant data related to USMC International Programs.  Additionally, collect International Affairs Program Certification data from DSCA and OSD (AT&L)
Synthesize data:  Develop a USMC International Affairs reference list
Comparative Analysis:  Compare and contrast DSCA and OSD (AT&L) programs for similarities and differences 
Draft a recommended data set (program):  The author develops a draft set of USMC International Affairs Personnel certification requirements.
Meet with Subject Matter Experts (SMEs): SMEs include the Assistant Director International Programs- Foreign Military Sales, Assistant Director International Programs-Financial & Business Management, and Assistant Director International Programs- Strategic Engagement.
Sensemaking: A leadership construct taught in the OMALS Program. Sensemaking is bringing in followers to understand and ‘buy in’ to a concept at many different levels, using multitudes of approaches such as philosophy, art, and science.  Sensemaking can be explained as “when people understand the vision and are not just following the plan; it comes from face-to-face personal contact, not from distant impersonal contact; it comes from delegation, not control.  Sense making enables people to act and not just react; it also enables them to take risks and not just avoid risks; to initiate change and not just to accommodate it” (Parry, 2015).  Sensemaking is critical for the development and eventual implementation of the USMC International Affairs Personnel Education and Training Program.  Without “buy-in” by my senior staff, and subsequent (SMEs) and stakeholders, the chance for success is unlikely.  A brief on sensemaking is provided to the leadership of USMC International Programs, APPENDIX A.
“Data Set” review and comment: SMEs are provided a draft set of USMC International Affairs Personnel certification requirements.
Meet with SMEs:  Forum to discuss comments and recommendations.
Send out revision for concurrence:  Final draft of USMC International Affairs Personnel Education and Training guide.
Begin USMC Staffing: Initiate peer review and staffing for General Officer approval.

Establishment of parameters and metrics
	Development of this type of program beckons the question as to “What is the current level of International Affairs training and education do employees currently possess?” Without this empirical knowledge one would not really be able to substantiate if there is a problem that needs to be addressed.
	The process I used to approach this is the establishment of metrics and parameters.  Metrics are “chosen for their relevance in characterizing the quantity or quality of interest. Units of measure are associated with specific methods of determining these quantities or qualities” (Greitzer, 2005).  Parameters can be viewed as the framework of boundaries of a program.  Parameters “define the population and are to be held constant” (Chris Voss, 2002).   Without parameters there is the possibility that there could be as we expound in the military, ‘mission creep’.  Mission creep has negative unintended consequences such as increased workload, loss of focus on the original intent of a program or effort, increased cost, and lack of program buy-in within the organization.
	As identified in the Problem Statement in this work, International Affairs personnel are unique and do not fit into a traditional USMC training and education construct.  Accordingly, International Affairs personnel have been self-monitoring.  
	Establishment of a baseline is crucial to validate employees’ current levels of international education, experience, and training.  The process to collect the information was to put out a data call to the supervisor’s within International Programs.  The reason to go to the supervisors in lieu of directly going to employees is to encourage dialogue.  This seemingly simple tactic also helps with parity across the organization. The parameters and metrics for supervisors to garner with their employees are as follows.
[bookmark: _GoBack]Job series and grade level
Level of education
Type of degree
Field of Study
 Training Courses
Department of Defense
Federal agencies
USMC acculturation & familiarization
Certifications
Current certification level
DSCA International Affairs
OSD (AT&L) International Acquisition
Experience
International Affairs or programs
Active Duty years in service & career field
DoD civilian employee years of service and career field
DoD contractor support years of service and career field
USMC
Active duty years in Service and Military Occupational Specialty
USMC  civilian employee years and career field
USMC contractor support years and career field
After the parameters and metrics are captured they were consolidated and synthesized.    The findings were compiled into a draft guide and provided to Subject Matter Experts for comment.  Comments are vetted and changes are incorporated as applicable.  Upon completion the final guide it was staffed to the SMEs as part of the final staffing process for final General Officer level approval.   
Peer review
To ensure that the USMC International Affairs and Education Program guide, Appendix D, meets USMC Command level suitability it must be subject to a peer review.  A peer review from an academic sense provides four main functions for scholarly works.  The four functions a peer reviewer does are as follows.
“Dissemination of current knowledge;
Archiving of the canonical knowledge base;
Quality Control of published information;
Assignment of priority and credit for their work to authors” (Rowland, 2002).
Even though the USMC International Affairs and Education Program guide is not a scholarly work it does require peer level reviews to ensure that it is accurate, in accordance with policy, and meets  Command level requirements.  In developing the USMC International Affairs and Education Program guide it is imperative that I have Subject Matter Experts review the document for accuracy and ensure buy in.   The buy-in aspect of the SME review enables different career series stakeholders a level of representation for their certification levels. Additionally, the letter of endorsement must comply with the Navy and Marine Corps Correspondence Manual.  
There are four steps that must be followed in order to acquire eventual General Officer level endorsement of guide.  The following chart depicts the systematic process, Figure 8.

Figure 8: Command Process
International Programs Subject Matter Experts Review:  The SME review consisted of senior level individuals.  The respective areas represented are Foreign Military Sales, Financial Management, and Cooperative Engagement.
Command Support Group Review for format and document compliance:  The Command Support Group ensures that documents requiring Command level signature are in compliance with Department of Defense, Department of the Navy, and Headquarters Marine Corps policies and guidelines.
USMC Public Affairs Review:  USMC Public Affairs reviews media to ensure that it accurate and best represents the United States Marine Corps. As part of any document review USMC Public Affairs staffs all documents to multiple offices to ensure accuracy, legal, and in compliance with national security policies and guidelines.  Since Appendix D is part of this project it requires approval before it can be submitted into Virginia Tech.
General Officer Approval and Endorsement:  General Officer approval and endorsement of the USMC International Affairs and Education Program guide.

















CHAPTER FOUR: RESULTS
	Compilation of metrics and SME involvement resulted in looking at employees’ education and training in a different way that I had initially envisioned.  The SME input provided valuable information on specific career development as part of the much larger organizational desired end state.  Interestingly, despite the advocacy for the program, social identity became increasingly evident.  Social Identity theory is a “cognitive theory that holds that individuals tend to classify themselves and others into social categories and that these classifications have a significant effect on human interactions.  Social identify theory is concerned with both the psychological and sociological aspects of group behavior, group association, and intergroup discrimination” (Nkomo, 2010).  
The three groups that arose are International/Foreign Affairs Specialist, Financial Managers, and Logisticians.    Despite the three different “in-groups” all worked for a collective purpose to meet the mission of the organization.  The cultural aspect of the Marine Corps coupled with being a public servant substantiates that USMC International Programs has intersectionality theory as a major contributing factor for success.  Intersectionality theory transpires when “individuals inhabit multiple social identities whose experiences are shaped by the cultural and material experiences that result from the intersections of those very identities” (Frierson, 2012).
Identification of USMC IP Training and Education 
	As identified in the Problem Statement of this OMALS project, there isn’t an all-encompassing certification or training and education program for the unique responsibilities for USMC International Affairs personnel.  The process of collecting the metrics and setting parameters has required extensive investigation into known USG personnel data bases, validation and verification that data is correct, comparative analysis between DSCA and OSD (AT&L) certification requirements, and knowledge and experience with  the USMC.  This level of effort supports the Problem Statement identified in this project.  Specifically, there is no centralized International Affairs Certification Program to meet the unique needs of USMC international affairs personnel. 
Collecting of Metrics
Obtaining education and training information on USMC personnel proved to be a difficult task.  In order to collect data it was necessary to extract information from two different sources, the USMC Total Workforce Management System (TWMS) and the Electronic Director, Acquisition Career Management (eDACM) system.  
This collected data and information, combined with the requested metrics and parameters, was provided to the respective assistant directors and resulted in the creation of a large raw data set.  The initial data set was 212 pages in length.  After an initial scrub of the information it was reduced to 125 pages.  The information was compiled to form APPENDIX B: Collected Metrics.
Validation and Verification
Validation and verification of the collected metrics was a painstaking process.   Each individual’s training and education required review.   Supervisors and employees were mandated to provide evidence as to any anomalies in the data set collected from the two systems and metrics originally requested of their supervisors.    This proved even more difficult with employees that were on temporary duty in other countries.  
Comparative analysis

Following validation and verification the next step was to conduct a side by side comparison between the DSCA and OSD (AT&L) Certification Programs, Figure 9. 
Figure 9:  DSCA/OSD (AT&L) comparison.  
Source data from DSCA and DAU
Comparison of the two different certification programs substantiated that there was redundancy.  Particularly in the allowance that OSD (AT&L) courses can be used to meet some of the requirements to obtain International Affairs Certification with DSCA. 
Review of the OSD (AT&L) and DSCA Certification criteria indicated that neither have sufficient training and education guidelines for USMC International Programs personnel to have the acumen and skillsets to meet its mission. To order for the requirements to be achieved a review of the mission and associated job competencies and requisite certification levels were identified.  Figure 10 is a table of applicable USMC Foreign Affairs personnel certifications levels.    



Figure 10: Training and Education Metrics
Looking at the table, competencies are identified.  Competencies are defined as employee or group “understanding includes phenomena and their related disciplines; supporting general and product or service specific technologies; and classes of products and services arising from the understood technologies. The skills within a competence can be specific as well as integrated, encompassing multiple functional or technological skills (Lockwood, 2008).
USMC International Programs is considered a competency.  Within the organization there are five different competencies and a leadership element.  The five competencies are FMS Case Manager, FMS Logistics Manager, Strategic Engagement Foreign Affairs, Strategic Engagement Foreign Disclosure, and Financial Management.
Each of the competencies correlates to job descriptions.  One critical aspect of this project was to capture all of the responsibilities and requirements expected for each position and respective grade level.  This required collecting data from different sources in order to establish a baseline.  The data collected are sourced from the US Office of Personnel Management Position Descriptions and the USMC Position Requirements Documents.  The US Office of Personnel Management is the general description, whereas, the USMC Position Requirements Documents goes into more detail as to the expected role and responsibilities USMC International Affairs personnel are required to execute their jobs, APPENDIX C.
Due to the mission requirements of USMC International Programs and the five identified competencies, with respective position requirements, there are a bona fide requirement for additional certification categories beyond those identified by the OSD (AT&L) and DSCA.  Those categories are DAWIA, DoD Financial Management, and USMC foreign disclosure.   DAWIA stands for the Defense Acquisition Workforce Improvement Act; DoD Financial Management Certification is the certification for all DoD financial managers; and USMC Foreign Disclosure Certification is the requisite training required to approve the release and disclosure of US weapon systems and technology to foreign nations.  

Knowledge and experience with the USMC
The history and culture of the USMC goes back to its roots established 235 years ago.  The history and culture of the organization is revered in US society and recognized around the world.  Working in the Marine Corps requires the ability to adapt, innovate, and follow the ethos of its motto Semper Fidelis.  USMC civilians and uniformed Marines must understand the mindset and culture in order to meet its mission as America’s 911 response force.  That said it is critical that culture and knowledge of the Marine Corps is part of USMC international affairs personnel training and education plan.   
Formulation of USMC International Affairs Education and Training Program
The development of this program required numerous meetings, briefings, the collection and synthesis of large amounts of data.  This long and intensive process necessitated involvement and advocacy by stakeholders and subject matter experts in order to meet the desired end state of Development of the United States Marine Corps International Affairs Personnel Training and Education Program.
Based on the above an USMC IP Certification Criteria has been developed. This certification requirement is a correlation of three different levels of required training, education, and experience that international affairs personnel can strive to accomplish.   Accomplishing the criteria is done through a review and certification process.  The three certification criteria, certification process, and Certificate Sample are provided at the end of this chapter. 




















USMC IP Certification Criteria
Level I Certification Requirement

EDUCATION
(Desired) Baccalaureate degree: major or equivalent, or a combination of courses totaling at least 24 semester hours in international law and international relations, political science, economics, history, sociology, geography, social or cultural anthropology, law, statistics, or in the humanities; or 12 semester hours in one (1) of the above disciplines and 12 semester hours in statistics/quantitative methods.
OR
Combination of education and experience:  courses equivalent to a major, or a combination of related courses totaling at least 24 semester hours, as shown in above, plus relevant experience or additional education.
OR
Experience:  4 years of relevant experience in one (1) or more of fields listed in work associated with international organization problem or other aspects of foreign affairs.
TRAINING
Two Entry-level functional development course offered by MILDEP or DAU
Entry-level Security Cooperation (SC) Courses offered by DISAM and/or other relevant international affairs job-related intro courses offering within a Federal Agency
OSD (AT&L) Basic Acquisition Courses (i.e. ACQ 1xx series fundamental courses)
USMC Familiarization Course
EXPERIENCE
2 years of International Affairs experience






















USMC IP Certification Criteria

Level II Certification Requirement

EDUCATION
(Desired) Baccalaureate degree: major or equivalent, or a combination of courses totaling at least 24 semester hours in international law and international relations, political science, economics, history, sociology, geography, social or cultural anthropology, law, statistics, or in the humanities; or 12 semester hours in one (1) of the above disciplines and 12 semester hours in statistics/quantitative methods.
OR
Combination of education and experience:  courses equivalent to a major, or a combination of related courses totaling at least 24 semester hours, as shown in above, plus relevant experience or additional education.
OR
Experience:  4 years of relevant experience in one (1) or more of fields listed in work associated with international organization problem or other aspects of foreign affairs. 
TRAINING
Intermediate level functional development course offered by MILDEP or DAU
One introductory functional development course in primary career field
Intermediate level or refresher courses in Security Cooperation offered by DISAM and/or other relevant international affairs job-related intro courses offering within a Federal Agency
At least one (1) formal course in leadership/management (i.e. Command leadership at all levels courses)
OSD (AT&L) Intermediate level acquisition courses (i.e. ACQ 2xx series courses) 
USMC Familiarization Course 
EXPERIENCE
4 years of International Affairs experience





USMC IP Certification Criteria

Level III Certification Requirement

EDUCATION
(Desired) Baccalaureate degree: major or equivalent, or a combination of courses totaling at least 24 semester hours in international law and international relations, political science, economics, history, sociology, geography, social or cultural anthropology, law, statistics, or in the humanities; or 12 semester hours in one (1) of the above disciplines and 12 semester hours in statistics/quantitative methods.
OR
Combination of education and experience:  courses equivalent to a major, or a combination of related courses totaling at least 24 semester hours, as shown in above, plus relevant experience or additional education.
OR
Experience:  4 years of relevant experience in one (1) or more of fields listed in work associated with international organization problem or other aspects of foreign affairs. 

TRAINING
Advanced level functional development course  offered by MILDEP or DAU
Intermediate level functional development courses in Security Cooperation offered by DISAM and/or other relevant international affairs job-related courses offering within a Federal Agency
At least 2 formal advanced level course in Leadership and management  OSD (AT&L) advanced level acquisition courses (i.e. PMT 3xx series courses)
Advanced course in Security Cooperation by DISAM or other job related course

EXPERIENCE
6 years of International Affairs (IA) experience





USMC IP Certification Process



Figure 11: Training and Certification Process Chart
The above chart depicts the steps involved for an employee to obtain a certification level.

USMC IP Certification Certificate 
SAMPLE


Figure 12:  Certificate is awarded after employees ‘application is submitted and approved.


CHAPTER FIVE: 
 DISCUSSION AND CONCLUSION
	Reconnoitering the requirements to develop a trained and educated workforce to implement and execute International Programs on behalf of the United States Marine Corps and U.S. Government in a seemingly tumultuous global society has been a Byzantine undertaking.  
	The protracted war since September 11, 2001 has waned on public opinion and unwavering support for the Department of Defense is no longer at the forefront.  A telling indicator is the conduct of the US legislature allowing sequestration to go into effect.
Sardonically, despite the intent to save funding, sequestration has forced senior leaders to prioritize programs in order to meet mission.  One of the first areas to be cut is training and education.  
Reductions in education and training will show cost savings initially; but the negative effects will be seen in the future, especially in small organizations with niche skillsets.  This can be substantiated by the way in which International Affairs has been approached; whereby, there is no one overarching organization actively managing the workforce.  
In order to protect USMC equities I wanted to ensure that a viable program is in place that takes into consideration USMC uniqueness and the other DoD organizations.  Accordingly, this project was developed to meet that goal.   Associated with that goal was to use this project as the catalyst to develop products, which are both an appendix to this document and a deliverable to the Marine Corps.  The product is the USMC International Affairs Personnel Training and Education Programs Guide Fall 2016, APPENDIX D.  This desk top guide provides employees and leaders a recommended ‘roadmap’ of required training and education based on federal employees job series, grade levels, and area of responsibility. One of the reasons for developing this guide was to provide employees recommendations as to what levels of education and training are desired for them to meet.  Additionally, this information assists in resource management factors such as time allocation for education and training, developing budget request for training and travel, and provides leaders the ability to plan work around employees training periods. This guide is a living document that will be updated annually and serve as the Marine Corps scorecard in USMC International Affairs Training and Education.
Implementation of USMC IP Education and Training Program
The implementation of the program will begin 90 days after official approval of the program guide.  The 90 day start date will provide the necessary time to identify and conduct the appropriate steps to set the program in motion.  The following milestone chart is provided in figure 13.
     0 Days            90 Days         105 Days         120 Days         125 Days         130 Days        145 Days       180 Days
Program Approval
Program Implementation
Printing of Guide
Posting of Guide
Briefing to Assistant Directors
Briefing to Organization
Initial Operating Capability
Program Review











Figure 13: Program Milestones

Program Approval – USMC General Officer approval

Program Implementation – Onset of program and initiate use of resources

Printing of Guide – Sent to Defense Printing Services for publication

Posting of Guide – USMC web based VIPER Knowledge Center

Briefing to Assistant Directors – Program overview brief and implementation guidelines to Assistant Directors for Foreign Military Sales, Financial Management, and Strategic Engagement

Briefing to Organization – USMC International Programs personnel briefed on program and implementation guidelines

Initial Operating Capability – Official start date for processing initial Certification applications

Program Review – Review of program status and metrics

OMALS Program Linkage to Project
The OMALS concentration in Leadership Studies program has exceeded my expectations as to applicability to developing a program outside of academia.  Admittedly, at the initial stages of creating a plan of study and identification of an approved project, I never thought there would be any soluble linkages between leadership theories and the ‘real world’.   The primary reason for this can be tied to professional atrophy; whereby, after 30 years in a career I became a skeptic to change due to witnessing leadership ideas being introduced, and sometimes repeated.   A prime example is matrix versus mechanistic model.    The mechanistic model is “generally synonymous with the bureaucracy in that it has extensive departmentalization, high formalization, a limited network (mostly downward communication), and little participation by low-level members in decision making” (Robbins, 2001, p. 429).  Contrarily, the matrix model “breaks the unity-of-command” and combines departmentalization of “functional and product” (Robbins, 2001).
	There are a number of leadership theories and constructs that I obtained through the OMALS Program that have applicability and relevance to this project.   Specifically, I have identified four.  The four are (1) Transactional leadership, (2) Creative leadership, (3) Sensemaking, and (4) Servant Leadership.
	Out of the four theories and constructs the most significant was Servant Leadership.  Servant Leadership has risen in popularity since its naming by Robert Greenleaf in 1970.  The focus or intent of servant leadership is a leadership that places “the good of followers over their own self-interests and emphasize follower development” (Northouse, 2016).
	Servant Leadership resonates with me.   As a public servant for this great nation it is a duty to work for the better good and develop the next generation of leaders.  The concept of Servant Leadership was a topic in LDRS 5454 Leadership in Diverse Contexts and reaffirmed my sense of leadership purpose and philosophy.  During this class I took the opportunity to take the Servant Leadership Questionnaire (SLQ) to formulate a baseline of my leadership.  I even had a peer and employees (aka follower) take the SLQ regarding me.  The result, albeit not a large research sample, indicated a high propensity for Servant Leadership.
	Applying the intent of Servant Leadership, and the other theories and constructs I identified, will invariably enhance and guide this project for the future leaders and employees in the USMC International Program Office.
Conclusion
	The development of this program is a major step in developing people to have the education, skillsets, and training to implement and execute USMC International Programs.  Over the course of the OMALS program, and especially this project, I have come to realize that knowledge in leadership theory and constructs is ever evolving and perishable. 
	 The reduction in training and education funding, combined with the propensity for the US Government to develop and provide the majority of its own leadership training aligns with the quote by Albert Einstein “We cannot solve our problems with the same thinking we used to create them”.  That said it is incumbent upon leaders to develop programs and be aware of the latest leadership trends and theories by scholarly recognized leadership theorist.   
	As a public servant and leader I have the responsibility to develop the future leaders of tomorrow.  One way to make a positive impact is developing this program and espousing the benefits of learning leadership theories, constructs, trends, and techniques from outside of the federal government, ergo Virginia Tech.  This action will prepare the leaders of the future to work in the present and future global society.
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APPENDIX B: Collected Metrics



Running head: USMC Education and Training		
USMC Education and Training		


Career Information
Date of Rank:



Current Pos Start Date:   6/1/2003


Series/MOS:	0301	Member Defense Acquisition Corps:	Yes - 6/6/2005

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1420	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate
Associates

Business Administration	12   03	Averett University
Liberal Studies	06   01	Excelsior University
Missile Munitions Technology	06   93	John C. Calhoun Comm Col


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	
	DoN Tracker Training
	Non-Acquisiti
	3/7/2016
	3/7/2016
	1

	OPM
	Leadership Skills for Non-Supervisors
	Non-Acquisiti
	10/20/2014
	10/23/2014
	4

	Brookings
	2012 - Module II - Brookings
	ELDP
	4/29/2012
	5/4/2012
	6

	CSDP2
	Leadership and Management Skills
	Leadership
	11/1/2011
	11/1/2011
	1

	csdp 3
	Module III - HR Elements
	Leadership
	9/7/2010
	9/8/2010
	2

	CSDP1
	Module I - Leadership and Management Skills
	Leadership
	6/29/2010
	6/30/2010
	2

	CSDP1
	Leadership and Management Skills
	Leadership
	4/7/2010
	4/9/2010
	3

	
	Mentor Training
	Mentor Trng
	3/28/2007
	3/28/2007
	1


Certifications

DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	2	6/18/2002

Program Management	3	3/16/2005





Certification	Level

Date
Issued

Date
Expires

International Affiard Certification	11/14/2007


Program Management


D	1/7/2005


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.

Total Acquisition Experience
Total Non CAP Acquisition Experience: Total CAP Acquisition Experience:

142

142

0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management
Life Cycle Logistics - Acquisition Logistic

12-month Education Credit Appropriate?	Yes

111	111	0
31	31	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	A
	Project Officer (MCSC Active Duty)
	070
	No
	GYSGT
	06/1993
	05/1998
	59

	No
	L
	Lofistics Management
Specialist/CSC
	
	No
	
	04/2000
	10/2000
	0

	Yes
	L
	Logistics Management
Specialist/Crane
	
	No
	GS-12
	11/2000
	06/2003
	31

	Yes
	A
	Program Analyst
	
	No
	NH-03
	06/2003
	10/2007
	52
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)
Career Information
Date of Rank:



Current Pos Start Date:   3/1/2009


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1318	BIC:   


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #  Course Name
DoN Tracker Training
	Category
	Start
	End
	#Days

	
	Non-Acquisiti
	3/7/2016
	3/7/2016
	1

	Retirement  FERS Retirement Training 29-30 Jan 2014
	Non-Acquisiti
	1/29/2014
	1/30/2014
	2

	Certifications
	
	
	
	


DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ
	0	0

12-month Education Credit Appropriate?	No

Acquisition Work History Detail	Note: This reflects creditable acquisition work experience only.

Career
Start	End
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Career Information
Date of Rank:



Current Pos Start Date:   2/16/2000


Series/MOS:	0301	Member Defense Acquisition Corps:	Yes - 5/12/2005

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1419	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Business Administration	09   04	Strayer Col


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

Requirements Transition Process
KAPSTO	Intro to MCSC - Acquisitions Policies and Procedures
DoN Trac   DoN Tracker Training
FERS Retirement
PPBE	Planning, Programming, Budgeting, and Execution (PP RTP	Requirements Transition Process
KAPSTO	COR 222 5-8 August
KAPSTO	Justifications & Approvals 5-2-2013
CSDP1	Leadership and Management Skills
Mid Career Retirement training PMT250	Program Management Tools ACQ201	Intermediate Systems Acquisition
ACQ101	Fundamentals of Systems Acquisition Management

Certifications

DAWIA

Non-Acquisiti	3/24/2016
Acq Training	3/21/2016
Non-Acquisiti	2/26/2016
Non-Acquisiti	9/23/2015
Acq Training	8/10/2015
Non-Acquisiti	4/29/2015
ACQ Training	8/8/2013
ACQ Training	5/2/2013
Leadership	6/12/2012
Resident	3/28/2012
Fulfillment	6/13/2003
Fulfillment	10/18/2001
Fulfillment	10/18/2001

3/24/2016	1
3/23/2016	3
2/26/2016	1
9/24/2015	2
8/10/2015	1
4/29/2015	1
8/5/2013	-2
5/2/2013	1
6/13/2012	2
3/29/2012	2
6/13/2003	1
10/18/2001	1
10/18/2001	1


Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	1	6/17/1999


Program Management	3	8/8/2005


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

D	12/1/2004


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	No


Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End
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Career Information
Date of Rank:



Current Pos Start Date:   1/31/2011


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1321	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate

Business Administration	12   13	Averett University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

DoN Trac   DoN Tracker Training
OPM	Leadership Skills for Non-Supervisors

Certifications

DAWIA
None listed
Other Certs

None listed

Non-Acquisiti	2/29/2016
Non-Acquisiti	10/20/2014

2/29/2016	1
10/23/2014	4


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	No


Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5330	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Business Administration	XX   XX	American Military University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
KAPSTO
	Course Name
Federal Approprations Law
	Category
Acq Training
	Start
7/19/2016
	End
7/21/2016
	#Days
3

	CON
	CON 244 - Construction Contracting and Labor Law O
	Acq Training
	3/25/2015
	3/26/2015
	2

	DISAM
	SCM-CF:04-2013, Case Financial Mgmt Course
	Non-Acquisiti
	7/8/2013
	7/12/2013
	5

	
	7 Habits of Highly Effective People
	Leadership
	9/14/2009
	9/16/2009
	3

	
	Mentor Program - Enrolled Mentee
	Mentor Prog
	1/1/2008
	1/1/2009
	367

	
	Mentee Training
	Mentor Trng
	10/19/2007
	10/19/2007
	1


Certifications

DAWIA

Career Field	Level	Date

Business - Financial Management	3	10/12/2012

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	82

	Total Non CAP Acquisition Experience:
	82

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal
K   Business - Financial Management	0	0	0


Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

82	82	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	Financial Analyst, Anteon
Corporation
	
	
	No
	
	11/2005
	08/2007
	0

	Yes
	
	K
	Financial Management
Analyst
	M3710104043
	070
	No
	NH-III
	09/2007
	07/2014
	82

	Yes
	No
	K
	Financial Management
	M3710104043
	
	No
	NH-III
	
	Present
	

	
	
	
	Analyst
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
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Career Information
Date of Rank:



Current Pos Start Date:   5/22/2011


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  3

PRD#  RM5330	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Project Management	05   13	Florida Tech
Business Administration- Finan	05   02	Radford University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

CON	CON 244 - Construction Contracting and Labor Law O FERS Early /Mid Career

Certifications

DAWIA

Acq Training	3/25/2015
Non-Acquisiti	11/17/2014

3/26/2015	2
11/17/2014	1


Career Field	Level	Date

Business - Financial Management	3	10/24/2014

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	82

Total Non CAP Acquisition Experience:	82


Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

64	64	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	Yes

18	18	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Career Information
Date of Rank:



Current Pos Start Date:   8/29/2012
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)

Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1316	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Human Resource Management	08   03	National Louis University
Business Management	08   01	National Louis University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Emotional Inteligence
	Category
Leadership
	Start
7/20/2016
	End
7/20/2016
	#Days
1

	
	Active Shooter Training
	Non-Acquisiti
	3/11/2016
	3/11/2016
	1

	
	Effective Presentation Skills
	Non-Acquisiti
	2/18/2016
	2/18/2016
	1

	IDP
	Individual Development Plan
	Leadership
	6/23/2010
	6/22/2011
	365

	CLC222
	Contracting Officer's Rep (COR) Training
	COR Track
	12/13/2010
	12/17/2010
	5


Certifications

DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	2	3/12/2012

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	36

	Total Non CAP Acquisition Experience:
	36

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Life Cycle Logistics - Acquisition Logistic

12-month Education Credit Appropriate?	Yes

36	36	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

Yes

L	per Jeffrey Davidson	No	6

	Yes
	L
	Logistics Management
	M3710100544
	070
	No
	YA 2
	02/2010
	05/2011
	15

	
	
	Specialist
	
	
	
	
	
	
	

	Yes
	L
	Logistics Management
Specialist
	M3710100544
	070
	No
	NH-III
	05/2011
	08/2012
	15
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Career Information
Date of Rank:



Current Pos Start Date:   4/7/2014


Series/MOS:	0505	Member Defense Acquisition Corps:	Yes - 9/20/2013

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  3

PRD#  RM5402	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Graduate
Baccalaureate

National Resource Strategy	06   06	National Defense University
Information Systems	12   00	Strayer University
Accounting	05   94	St Mary's University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Electronic Purchase Card Request Form (PCRF)Traini
	Category
Non-Acquisiti
	Start
4/22/2016
	End
4/22/2016
	#Days
1

	LAAL
	Mentoring for Leaders
	Leadership
	12/1/2015
	12/1/2015
	1

	LAAL
	Building Relationships & Collaborating
	Leadership
	11/19/2015
	11/19/2015
	1

	LAAL
	Motivating and Engaging Others
	Leadership
	10/29/2015
	10/29/2015
	1

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/11/2015
	9/11/2015
	1

	
	Leadership at all Levels: Mastering Leadership (Beta T
	Leadership
	8/25/2015
	8/25/2015
	1

	CON
	CON 244 - Construction Contracting and Labor Law O
	Acq Training
	3/25/2015
	3/26/2015
	2

	LAAL
	Leadership at all Level Orientation
	Leadership
	2/12/2015
	2/12/2015
	1

	
	Time and Attendance/Telework Discussion
	Non-Acquisiti
	10/16/2014
	10/16/2014
	1

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	9/22/2014
	9/22/2014
	1

	CSDP
	Command Supervisory Development Program (Refresh
	Leadership
	6/17/2014
	6/17/2014
	1

	retirement
	FERS Retirement Training
	Non-Acquisiti
	1/8/2014
	1/9/2014
	2

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	8/9/2011
	8/9/2011
	1

	CSDP3
	Module III - HR Elements
	Leadership
	11/2/2010
	11/3/2010
	2

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/15/2010
	9/15/2010
	1

	CSDP1
	Leadership and Management Skills
	Leadership
	4/27/2010
	4/28/2010
	2

	CLC 106
	Contracting Officer's Representative Crs/Renewal
	COR Track
	10/1/2007
	10/1/2007
	1





Local	Contracting Officer's Representative Crs/Renewal

Certifications

DAWIA

COR Track	9/22/2006

9/26/2006	5


Career Field	Level	Date

Business - Financial Management	3	8/15/2013

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	103

	Total Non CAP Acquisition Experience:
	103

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

29	29	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	Yes

74	74	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	
	K
	Supervisory Financial
	M3710101971
	070
	No
	NH-IV
	02/2008
	04/2014
	74

	
	
	
	Manager
	
	
	
	
	
	
	

	Yes
	No
	K
	Supervisory Financial
Manager
	M3710104099
	
	No
	NH-IV
	04/2014
	Present
	29
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
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Career Information
Date of Rank:



Current Pos Start Date:   2/18/2007


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1446	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

International Business	12   08	Strayer University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Leadership at al Levels Mastering Leadership
	Category
Leadership
	Start
10/7/2015
	End
10/7/2015
	#Days
1

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/28/2015
	9/28/2015
	1

	CSDP
	Command Supervisory Development Program - Refres
	Leadership
	4/13/2015
	4/13/2015
	1

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	retirement
	FERS Retirement Course 15-16 Jan 2014
	Non-Acquisiti
	1/15/2014
	1/16/2014
	2

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/6/2011
	9/6/2011
	1

	csdp 1
	Module I - Leadership and Management Skills
	Leadership
	4/13/2011
	4/14/2011
	2


Certifications

DAWIA

Career Field	Level	Date

Program Management	3	8/16/2005


Other Certs


Certification	Level



Date
Issued



Date
Expires

International Affairs Certification

Program Management

3	3/22/2005

D	12/1/2004



Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	95

Total Non CAP Acquisition Experience:	95

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management

12-month Education Credit Appropriate?	No

95	95	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal
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Career Information
Date of Rank:



Current Pos Start Date:   5/16/2016


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1360	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Criminal Justice	11   12	American Public University System


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

KAPSTO	PWS, SOO, & QASP Effective Presentation

Certifications

DAWIA
None listed
Other Certs

None listed

Acq Training	8/17/2016
Non-Acquisiti	2/18/2016

8/17/2016	1
2/18/2016	1


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

0	0	0



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

Foreign Affairs Specialist
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Career Information
Date of Rank:



Current Pos Start Date:   8/24/2015


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1360	BIC:   


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Effective Presentation
	Category
Non-Acquisiti
	Start
2/18/2016
	End
2/18/2016
	#Days
1

	LAAL
	Mastering Leadership
	Leadership
	11/10/2015
	11/10/2015
	1

	LAAL
	Emotional Intelligence
	Leadership
	11/3/2015
	11/3/2015
	1

	LAAL
	
	Leadership
	9/17/2015
	9/17/2015
	1

	
	Critical Thinking For Problem Solving
	Non-Acquisiti
	9/10/2015
	9/10/2015
	1

	NJO
	New Join Orientation
	Non-Acquisiti
	3/30/2015
	4/2/2015
	4


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

0	0	0



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal
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Career Information
Date of Rank:



Current Pos Start Date:   5/12/2015


Series/MOS:	0501	Member Defense Acquisition Corps:	Yes - 12/5/2005

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  3

PRD#  RM5430	BIC:   



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Economics	12   88	East Tennessee State University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	CON
	CON 244 - Construction Contracting and Labor Law O
	Acq Training
	6/9/2015
	6/10/2015
	2

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	CSDP1
	Leadership and Management Skills
	Leadership
	10/19/2011
	10/19/2011
	1

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/8/2011
	9/8/2011
	1

	csdp 3
	Module III - HR Elements
	Leadership
	5/10/2011
	5/11/2011
	2

	LSSGA
	Lean Six Sigma - Green Belt Advanced
	Leadership
	7/13/2009
	7/17/2009
	5

	LSSGB
	Lean Six Sigma - Green Belt Basic
	Leadership
	6/15/2009
	6/19/2009
	5

	
	Building High Performance Organizations for the 21st
	Leadership
	8/25/2008
	8/29/2008
	5

	
	7 Habits of Highly Effective People
	Leadership
	11/7/2006
	11/9/2006
	3

	
	Mentor Program - Enrolled Mentee
	Mentor Prog
	5/1/2005
	5/1/2006
	366


Certifications

DAWIA

Career Field	Level	Date

Business, Cost Estimating, & Financial Management	3	11/28/2005

Other Certs




Certification	Level

Date
Issued

Date
Expires

Business, Cost Estimating, & Financial Managemen	C

3/1/2006


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	148

	Total Non CAP Acquisition Experience:
	24

	Total CAP Acquisition Experience:
	124



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

16	16	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

132	8	124



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	financial Analyst, Eagan, McAllister Associates
	
	
	No
	
	08/2000
	05/2003
	0

	Yes
	
	K
	Supervisory Financial
	M3710101449
	070
	Yes
	NH-IV
	05/2004
	06/2013
	109

	
	
	
	Manager
	
	
	
	
	
	
	

	Yes
	
	K
	Supervisory Financial
Manager
	M3710100917
	070
	Yes
	NH-IV
	06/2013
	09/2014
	15

	Yes
	
	K
	Financial Management
Specialist
	M3710100149
	070
	No
	NH-IV
	09/2014
	05/2015
	8

	Yes
	No
	K
	Lead Financial
	M3710104104
	
	No
	NH-IV
	05/2015
	Present
	16

	
	
	
	Management Specialist
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Career Information
Date of Rank:



Current Pos Start Date:   6/2/2014


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1447	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Business Admin	08   09	Averett College
Management/Human Resource	12   98	Park Col


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Comprehensive CCAS Training
	Category
Non-Acquisiti
	Start
8/23/2016
	End
8/24/2016
	#Days
2

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/28/2015
	9/28/2015
	1

	CSDP
	Command Supervisory Development Program- Initial
	Leadership
	3/18/2015
	3/20/2015
	3

	
	How to write a contribution plan for supervisors
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	CSDP1
	Leadership and Management Skills
	Leadership
	6/12/2012
	6/13/2012
	2


Certifications

DAWIA

Career Field	Level	Date

Business, Cost Estimating, & Financial Management	3	5/19/2006

Program Management	1	3/28/2007


Other Certs


Certification	Level



Date
Issued



Date
Expires

International Affairs Certification

1	6/1/2006



Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	57

Total Non CAP Acquisition Experience:	57

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management
Not ACQ

12-month Education Credit Appropriate?	Yes

57	57	0
0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	K
	Financial Mgr
	
	
	No
	NH-03
	05/2002
	02/2007
	57

	No
	X
	International Program
Specialist
	M3710104030
	070
	No
	NH-III
	02/2007
	06/2014
	0
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)
Career Information
Date of Rank:



Current Pos Start Date:   1/31/2011


Series/MOS:	0501	Member Defense Acquisition Corps:	Yes - 10/11/2013

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5330	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Applied Management	08   09	Grand Canyon University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

FERS Retirement
CON	CON 244- Construction Contracting and Labor Law O

Certifications

DAWIA

Non-Acquisiti	9/23/2015
Acq Training	4/7/2015

9/24/2015	2
4/8/2015	2


Career Field	Level	Date

Business - Financial Management	3	9/27/2013


Other Certs


Certification	Level



Date
Issued



Date
Expires




Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	68

	Total Non CAP Acquisition Experience:
	68

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

68	68	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	Budget Analyst
	
	No
	CTR
	04/2005
	01/2011
	0

	Yes
	No
	K
	Financial Management
Analyst
	M3710104021
	No
	NH-III
	01/2011
	Present
	68
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)
Career Information
Date of Rank:   2/1/2004



Current Pos Start Date:   1/4/2012


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1316	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Financial Management	05   04	University of Maryland University College
Business	05   01	Averett University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	
	Better Business Writing
	Non-Acquisiti
	3/2/2016
	3/2/2016
	1

	IDP
	Individual Development Plan
	Leadership
	6/14/2010
	6/13/2011
	365

	CCL
	2011 -Maximizing Your Leadership Potential nominee
	ELDP
	4/27/2011
	4/29/2011
	3

	LSSBEL
	Lean Six Sigma- Introduction to Belbin
	Leadership
	2/23/2011
	2/24/2011
	2

	
	Mentor Training
	Mentor Trng
	2/16/2011
	2/16/2011
	1

	LSSGB
	Lean Six Sigma - Green Belt Basic
	Leadership
	2/7/2011
	2/11/2011
	5

	LSSY
	Lean Six Sigma - Yellow Belt
	Leadership
	9/15/2009
	9/17/2009
	3



Certifications

DAWIA
None listed
Other Certs


Certification	Level









Date
Issued









Date
Expires

Program Management

E	8/6/2008


Summary of Acquisition Experience (in months)


Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	Yes

0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal
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)
Career Information
Date of Rank:



Current Pos Start Date:   8/22/2005


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1418	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Doctorate
Baccalaureate

Diplomacy & International Ter	06   10	Norwich University
Law	12   99	St. Louis University, St. Louis, MO Industrial & Organizational Psy	12   90	Washington University in St. Louis


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	IP
	Data Rights and IP Workshop
	Non-Acquisiti
	3/1/2016
	3/1/2016
	1

	LAAL
	Mastering Leadership
	Leadership
	11/10/2015
	11/10/2015
	1

	LAAL
	Resolving Conflict & Interpersonal Skills
	Leadership
	11/5/2015
	11/5/2015
	1

	LAAL
	Emotional Inteligence
	Leadership
	11/3/2015
	11/3/2015
	1


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	Yes


Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   5/15/2016


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1214	BIC:    


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

None listed
Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	No


Acquisition Work History Detail	Note: This reflects creditable acquisition work experience only.

Career
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Career Information
Date of Rank:



Current Pos Start Date:   2/10/2013


Series/MOS:	0501	Member Defense Acquisition Corps:	Yes - 3/1/2007

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  3

PRD#  RM5430	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Bus Admim	03   02	Troy State University
Industrial Technology	12   86	Tennessee State University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

CON	CON 244 - Construction Contracting and Labor Law O
retirement   CSRS and FERS Retirement Training

Certifications

DAWIA

Acq Training	6/9/2015
Non-Acquisiti	4/1/2014

6/10/2015	2
4/2/2014	2


Career Field	Level	Date

Business - Financial Management	3	6/30/2009

Program Management	2	12/1/1994


Other Certs


Certification	Level



Date
Issued



Date
Expires

International Affairs Certification	2/28/2013


Summary of Acquisition Experience (in months)


Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	148

	Total Non CAP Acquisition Experience:
	148

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

43	43	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

105	105	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	
	K
	COST ANALYSIS/Air
Force
	
	No
	
	08/1992
	04/1994
	19

	Yes
	
	K
	FINANCIAL MANAG/Air
	
	No
	
	04/1994
	02/1997
	33

	
	
	
	Force
	
	
	
	
	
	

	Yes
	
	K
	CHIEF, COST EST/Air
Force
	
	No
	
	02/1997
	06/1998
	16

	Yes
	
	K
	SENIOR WEAPONS/Air
Force
	
	No
	
	06/2002
	10/2003
	16

	Yes
	
	K
	DIR, JNT SPACE/Air Force
	
	No
	
	10/2008
	07/2010
	21

	Yes
	No
	K
	Lead Financial
	M3710104137
	No
	NH-IV
	02/2013
	Present
	43

	
	
	
	Management Specialist
	
	
	
	
	
	






Career Information
Date of Rank:



Current Pos Start Date:   8/5/2016


Series/MOS:	0346	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Life Cycle Logistics - Acquisition Logistics

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:  2

PRD#  CO1384	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Public Administration	07   05	Grambling State University
Manufacturing/Engineering	05   03	Grambling State University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	LOG
	Logistics Data Interpretation
	Comp TIA
	4/8/2014
	4/10/2014
	3

	Retirement
	FERS Early Retirement Training
	Non-Acquisiti
	2/25/2014
	2/25/2014
	1

	M&S
	Modeling and Simulation
	Acq Training
	5/13/2013
	5/17/2013
	5

	SSEB
	Source Selection Evaluation Board
	Acq Training
	1/8/2013
	1/9/2013
	2

	IDP
	Individual Development Plan
	Leadership
	6/24/2010
	6/23/2011
	365

	
	Mentor Program - Enrolled Mentee
	Mentor Prog
	1/1/2008
	1/1/2009
	367

	
	7 Habits of Highly Effective People
	Leadership
	7/17/2007
	7/19/2007
	3

	
	Mentee Training
	Mentor Trng
	3/28/2007
	3/28/2007
	1


Certifications

DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	3	10/15/2010

Program Management	1	6/29/2007

Other Certs

None listed


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.

Total Acquisition Experience
Total Non CAP Acquisition Experience: Total CAP Acquisition Experience:

102

102

0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal
L   Life Cycle Logistics - Acquisition	1	1	0
Logistics


Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Life Cycle Logistics - Acquisition Logistic
Not ACQ

12-month Education Credit Appropriate?	Yes

101	101	0
0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	
	L
	Logistics Management
Specialist
	
	
	No
	GS-07
	05/2006
	06/2007
	13

	Yes
	
	L
	Logistics Management
Specialist
	
	
	No
	GS-09
	06/2007
	02/2008
	8

	Yes
	
	L
	Logistics Management
	
	
	No
	YA 1
	02/2008
	05/2009
	15

	
	
	
	Specialist
	
	
	
	
	
	
	

	Yes
	
	L
	Logistics Management
Specialist
	M3710101181
	070
	No
	NH-III
	05/2009
	10/2014
	65

	No
	
	X
	Logistics Management
Specialist
	M3710104095
	070
	No
	NH-III
	10/2014
	08/2016
	0

	Yes
	No
	L
	Logistics Management
	M3710104095
	
	No
	NH-III
	08/2016
	Present
	1

	
	
	
	Specialist
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Career Information
Date of Rank:



Current Pos Start Date:   3/29/2010


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1316	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Foreign Affairs & Middle East	05   00	University of VA


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
	Category
	Start
	End
	#Days

	
	Project Management for Non-Project Managers
	Non-Acquisiti
	3/28/2016
	3/29/2016
	2

	LAAL
	Resolving Conflict & Interpersonal Skills
	Leadership
	11/5/2015
	11/5/2015
	1

	KAPSTO
	Intro to MCSC Acquisitions
	Acq Training
	8/4/2014
	8/6/2014
	3

	IDP
	Individual Development Plan
	Leadership
	4/28/2010
	4/28/2011
	366


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career
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Career Information
Date of Rank:



Current Pos Start Date:   5/31/2016


Series/MOS:	0130	Member Defense Acquisition Corps:	Yes - 2/10/2000

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1455	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Electrical Engineering	12   89	University of South Carolina


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	LAAL
	Building Relationships & Collaborating
	Leadership
	11/19/2015
	11/19/2015
	1

	LAAL
	Resovling Conflict & Interpersonal Skills
	Leadership
	11/5/2015
	11/5/2015
	1

	LAAL
	Emotional Intelligence
	Leadership
	11/3/2015
	11/3/2015
	1

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/11/2015
	9/11/2015
	1

	CSDP
	Command Supervisory Development Program-Initial
	Leadership
	3/18/2015
	3/20/2015
	3

	LAAL
	Leadership at all Level Orientation
	Leadership
	2/13/2015
	2/13/2015
	1

	Retirement
	FERS Retirement Training
	Non-Acquisiti
	2/12/2014
	2/13/2014
	2

	FEI
	2012 - Moduel IV- Leadership for a Global Society
	Leadership
	8/20/2012
	8/24/2012
	5

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	8/18/2011
	8/18/2011
	1

	CSDP2
	Module II - Performance Management (FOP)
	Leadership
	9/23/2008
	9/24/2008
	2

	CSDP3
	Module III - HR Elements
	Leadership
	3/4/2008
	3/5/2008
	2

	CSDP2
	Module II - Performance Management (FOP)
	Leadership
	7/30/2007
	8/2/2007
	4

	CMMI
	Capability Maturity Model Integration
	Acq Training
	2/6/2007
	2/8/2007
	3


Certifications

DAWIA

Career Field	Level	Date

Engineering	3	4/8/1996


Program Management	3	12/3/2009


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

C	8/1/2006


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	57

Total Non CAP Acquisition Experience:	57

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management
Engineering
Not ACQ

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

34	34	0
23	23	0
0	0	0



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	S
	NAVAIR (0855)
	
	
	No
	GS-13
	04/1999
	03/2001
	23

	Yes
	A
	Supv Program Manager
	
	
	No
	YC 3
	07/2008
	03/2009
	8

	Yes
	A
	Program Manager
	
	
	No
	YA 3
	03/2009
	05/2009
	2

	Yes
	A
	Supv Interntl Program
	
	
	No
	YC 3
	05/2009
	05/2011
	24

	
	
	Manager
	
	
	
	
	
	
	

	No
	X
	Supervisory International
Programs Manager
	M3710101930
	070
	No
	NH-IV
	05/2011
	05/2016
	0
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Career Information
Date of Rank:



Current Pos Start Date:   4/22/2016


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5223	BIC:    


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

New Join Orientation

Certifications

DAWIA

Non-Acquisiti	10/6/2015

10/8/2015	3


Career Field	Level	Date

Business - Financial Management	2	6/29/2016

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	80

Total Non CAP Acquisition Experience:	80

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal
K   Business - Financial Management	5	5	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

75	75	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	Financial Management
	
	
	No
	CTR
	01/2010
	04/2010
	4

	No
	
	K
	Financial Management
	
	
	No
	CTR
	04/2010
	08/2015
	64

	Yes
	
	K
	Financial Management
Analyst
	M3710100658
	070
	No
	NH-II
	09/2015
	04/2016
	7

	Yes
	No
	K
	Financial Management
	M3710104136
	
	No
	NH-II
	04/2016
	Present
	5

	
	
	
	Analyst
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   6/26/2014


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1360	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Associates

General Studies	xx   xx	Northern Virginia Community College


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

None listed
Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	No

0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	X
	Foreign Affairs Specialist
	M3710104053
	070
	No
	NH-III
	01/2011
	11/2012
	0

	No
	X
	Foreign Affairs Specialist
	M3710103343
	070
	No
	NH-III
	11/2012
	06/2014
	0




 (
 
NH-II 24
IP
 
-
 
IP
) (
Ca
r
e
e
r
 
and
 
Training
 
Su
mm
a
ry
)

 (
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Career Information
Date of Rank:



Current Pos Start Date:   7/9/1995


Series/MOS:	0341	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   ADMIN


Req DAWIA Cert Lvl:

PRD#  RM5207	BIC:    


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
	Category
	Start
	End
	#Days

	DoN Trac
	DoN Tracker Training
	Non-Acquisiti
	2/26/2016
	2/26/2016
	1

	Adobe
	Adobe Acrobat X Pro
	Non-Acquisiti
	3/26/2014
	3/27/2014
	2

	Retirement
	FERS Retirement Course 5-6 March, 2014
	Non-Acquisiti
	3/5/2014
	3/6/2014
	2

	
	Outlook Level II
	Acq Training
	2/16/2012
	2/16/2012
	1


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Acquisition Work History Detail
Career
 (
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Career Information
Date of Rank:



Current Pos Start Date:   2/16/2000


Series/MOS:	0130	Member Defense Acquisition Corps:	Yes - 5/8/1997

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1441	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

National Resource Strategy	06   02	Industrial Col of the Armed Forces
International Studies	06   87	George Mason University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
CCAS
	Course Name
Mandatory Supervisor CCAS Discussion
	Category
Leadership
	Start
9/11/2015
	End
9/11/2015
	#Days
1

	CSDP
	Command Supervisory Development Program (Refresh
	Leadership
	
	11/4/2014
	

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	9/22/2014
	9/22/2014
	1

	CSDP1
	Leadership and Management Skills
	Leadership
	10/19/2011
	10/19/2011
	1

	CSDP3
	Module III - HR Elements
	Leadership
	10/18/2011
	10/18/2011
	1

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/6/2011
	9/6/2011
	1

	OPM
	2011-FEI-Leadership for a Global Society
	ELDP
	8/15/2011
	8/19/2011
	5

	LSSY
	Lean Six Sigma - Yellow Belt
	Leadership
	9/10/2007
	9/10/2007
	1

	CSDP1
	Performance Management (NSPS RNR)
	Leadership
	6/13/2007
	6/13/2007
	1

	PMT352B
	Advance Management Program Course
	Fulfillment
	9/24/2003
	9/24/2003
	1

	ACQ101
	Fundamentals of Systems Acquisition Management
	Fulfillment
	9/11/2003
	9/11/2003
	1

	PMT250
	Program Management Tools
	Fulfillment
	9/11/2003
	9/11/2003
	1

	ACQ201
	Intermediate Systems Acquisition
	Fulfillment
	9/11/2003
	9/11/2003
	1

	ACQ 401
	Senior Acquisition Course (ICAF)
	Acq Training
	6/14/2002
	6/14/2002
	1

	PMT304
	Advanced International Management Workshop
	Acq Training
	9/18/1998
	9/18/1998
	1

	LOG 304
	Advanced Life Cycle Logistics Management
	Acq Training
	1/31/1997
	1/31/1997
	1

	HARVAR
	2007 - Program for Senior Executive nominee
	ELDP
	
	
	




Certifications

DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	3	2/14/1997

Program Management	3	9/24/2003


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

D	1/31/2008


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	No


Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   3/26/2012


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1360	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Communication	05   02	University of Arizona


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course
	#  Course Name
	Category
	Start
	End
	#Days

	
	Effective Presentation Skills
	Non-Acquisiti
	2/18/2016
	2/18/2016
	1

	
	Writing to get things done
	Non-Acquisiti
	2/10/2016
	2/12/2016
	3

	LAAL
	Mentoring for Leaders
	Leadership
	12/1/2015
	12/1/2015
	1

	
	FERS Early Retirement Training
	Non-Acquisiti
	9/16/2014
	9/16/2014
	1


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career



Note: This reflects creditable acquisition work experience only.
Start	End
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)
Career Information
Date of Rank:



Current Pos Start Date:   4/6/2015


Series/MOS:	0130	Member Defense Acquisition Corps:	Yes - 4/28/2005

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1447	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate Cert. Graduate Baccalaureate
Baccalaureate

Program Management	08   07	Penn State University Business Administration	06   03	Strayer University Physical Education	05   99	Old Dominion University
International Relations	XX   XX	American Military University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
	Course Name
Comprehensive CCAS Training
	Category
Non-Acquisiti
	Start
8/23/2016
	End
8/24/2016
	#Days
2

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/11/2015
	9/11/2015
	1

	CSDP
	Command Supervisory Development Program - Initial
	Leadership
	4/14/2015
	4/16/2015
	3

	IDP
	Individual Development Plan
	Leadership
	12/22/2010
	12/22/2011
	366

	
	Mentor Program - Enrolled Mentee
	Mentor Prog
	11/1/2005
	11/1/2006
	366

	
	Mentee Training
	Mentor Trng
	11/1/2005
	11/1/2005
	1

	SAM301
	Advanced Software Acquisition Management
	Fulfillment
	4/18/2005
	4/18/2005
	1

	PMT250
	Program Management Tools
	Fulfillment
	3/8/2004
	3/8/2004
	1

	
	Civilian Leadership Development Program
	CLD Prog
	6/28/2006
	
	


Certifications

	DAWIA
	

	Career Field

Information Technology
	Level

3
	Date

4/18/2005




Program Management	2	4/13/2004


Other Certs


Certification	Level



Date
Issued



Date
Expires

Software Engineering Management	1/4/2002

Software Engineering Process	1/4/2002


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	54

	Total Non CAP Acquisition Experience:
	54

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Information Technology
Not ACQ

12-month Education Credit Appropriate?	Yes

54	54	0
0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	R
	DON Acquisition Intern
	
	
	No
	GS-11
	10/2000
	10/2003
	36

	Yes
	R
	Information Technology
Specialist
	
	
	No
	NH-03
	10/2003
	04/2005
	18

	No
	X
	DAWIA PM
	
	070
	No
	YA 3
	04/2005
	04/2009
	0

	No
	X
	International Programs
Specialist
	M3710104054
	070
	No
	NH-III
	04/2009
	04/2015
	0
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Career Information
Date of Rank:



Current Pos Start Date:   5/5/2014


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5223	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Business Administration	11   11	American IntenContinental University (AIU)

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

CON	CON 244 - Construction Contracting and Labor Law O PTSD in the Workplace Seminar
PowerPoint Level I

Certifications

DAWIA

Acq Training	4/7/2015
Non-Acquisiti	2/27/2013
Acq Training	2/14/2012

4/8/2015	2
2/27/2013	1
2/14/2012	1


Career Field	Level	Date

Business - Financial Management	1	5/6/2016

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	28

Total Non CAP Acquisition Experience:	28


Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

28	28	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	No

0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	X
	Administrative Assistant
	M3710102380
	070
	No
	NK-II
	11/2010
	07/2012
	0

	No
	
	X
	Administrative Officer
	M3710101102
	070
	No
	NH-II
	07/2012
	05/2014
	0

	Yes
	No
	K
	Financial Management
Analyst
	M3710104071
	
	No
	NH-II
	05/2014
	Present
	28
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Career Information
Date of Rank:



Current Pos Start Date:   9/22/2006


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1422	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

International Business	08   08	Strayer University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

	LAAL
	Building Relationships & Collaborating
	Leadership
	11/19/2015
	11/19/2015
	1

	LAAL
	Motivating and Engaging Others
	Leadership
	10/29/2015
	10/29/2015
	1

	CCAS
	Mandatory Supervisor CCAS Discussion
	Leadership
	9/28/2015
	9/28/2015
	1

	
	Leadership at all Levels: Mastering Leadership(Beta T
	Leadership
	8/25/2015
	8/25/2015
	1

	LAAL
	Leadership at all Level Orientation
	Leadership
	2/12/2015
	2/12/2015
	1

	
	Time and Attendance/Telework Discussion
	Non-Acquisiti
	10/16/2014
	10/16/2014
	1

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	CSDP
	Command Supervisory Development Program (Refresh
	Leadership
	6/17/2014
	6/17/2014
	1

	Retirement
	FERS Retairement Training
	Non-Acquisiti
	2/12/2014
	2/13/2014
	2

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	8/9/2011
	8/9/2011
	1

	CSDP3
	Module III - HR Elements
	Leadership
	11/2/2010
	11/3/2010
	2

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/15/2010
	9/15/2010
	1

	CSDP1
	Leadership and Management Skills
	Leadership
	4/27/2010
	4/28/2010
	2

	PMT352
	Advance Management Program Course
	Fulfillment
	4/13/2004
	4/13/2004
	1

	ACQ201
	Intermediate Systems Acquisition
	Fulfillment
	2/5/2004
	2/5/2004
	1


Certifications


DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	2	12/5/1996

Program Management	3	4/16/2004


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

D	12/1/2004


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.

Total Acquisition Experience
Total Non CAP Acquisition Experience: Total CAP Acquisition Experience:

115

115

0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management

12-month Education Credit Appropriate?	No

115	115	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	A
	Naval Surface Warfare
	No
	05/1990
	07/1993
	38

	
	
	Center-Prog Analyst
	
	
	
	

	Yes
	A
	International Prog Spec. LMS/MCSC
	No
	08/1993
	01/2000
	77

	No
	A
	International Prog. Spec. TL
	No
	01/2000
	10/2006
	0
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)
Career Information
Date of Rank:



Current Pos Start Date:   6/22/2008


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1316	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate
Baccalaureate

Information Systems	06   02	Strayer University
Public Administration	06   89	North Carolina Central University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
Retirement
	Course Name
FERS Retirement
	Category
Non-Acquisiti
	Start
12/16/2014
	End
12/17/2014
	#Days
2

	
	Mentor Program - Enrolled Mentee
	Mentor Prog
	11/1/2006
	11/1/2007
	366

	
	Mentee Training
	Mentor Trng
	11/16/2006
	11/16/2006
	1

	PMT250
	Principles of Acquisition & Program Management
	Fulfillment
	11/6/2006
	11/6/2006
	1

	ACQ201
	Intermediate Systems Acquisition
	Fulfillment
	11/6/2006
	11/6/2006
	1

	ACQ101
	Fundamentals of Systems Acquisition Management
	Fulfillment
	11/6/2006
	11/6/2006
	1


Certifications

DAWIA

Career Field	Level	Date

Business, Cost Estimating, & Financial Management	2	9/25/2007

Program Management	2	9/26/2007

Other Certs

None listed

Summary of Acquisition Experience (in months)


Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	24

	Total Non CAP Acquisition Experience:
	24

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

24	24	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	K
	Program Analyst
	No
	GS-09
	06/2006
	03/2007
	9

	Yes
	K
	Financial Management
	No
	GS-09
	03/2007
	06/2007
	3

	
	
	Analyst
	
	
	
	
	

	Yes
	K
	Financial Management
Analyst
	No
	GS-11
	06/2007
	02/2008
	8

	Yes
	K
	Financial Management
Analyst
	No
	YA 1
	02/2008
	05/2008
	3

	Yes
	K
	Financial Management
	No
	YA 1
	05/2008
	06/2008
	1

	
	
	Analyst
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
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Career Information
Date of Rank:



Current Pos Start Date:   12/21/2009


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1446	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Economics	05   91	University of Puerto Rico


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #
CCAS
	Course Name
Mandatory Supervisor CCAS Discussion
	Category
Leadership
	Start
9/11/2015
	End
9/11/2015
	#Days
1

	KAPSTO
	intro to MCSC - Acquisitions Policies and Procedures
	Acq Training
	8/31/2015
	9/2/2015
	3

	KAPSTO
	Intro to PWS, SOO, & QASP
	Acq Training
	8/26/2015
	8/26/2015
	1

	CSDP
	Command Supervisory Development Program - Initial
	Leadership
	8/11/2015
	8/13/2015
	3

	KAPSTO
	Justficiation & Approvals
	Acq Training
	8/3/2015
	8/3/2015
	1

	KAPSTO
	FAR Overview
	Acq Training
	7/27/2015
	7/29/2015
	3

	KAPSTO
	Federal Approprations Law
	Acq Training
	4/21/2015
	4/23/2015
	3

	CCAS
	Mandatory Supervisor Discussion
	Non-Acquisiti
	10/15/2014
	10/15/2014
	1

	csdp 2
	Module II - Performance Management (FOP)
	Leadership
	9/7/2011
	9/7/2011
	1

	csdp 3
	Module III - HR Elements
	Leadership
	8/17/2011
	8/17/2011
	1

	IDP
	Individual Development Plan
	Leadership
	1/19/2010
	1/18/2011
	365

	
	Acculturation Program
	Leadership
	8/16/2006
	8/16/2006
	1


Certifications

DAWIA

Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	1	2/11/2002

Program Management	2	12/12/2005



Other Certs


Certification	Level



Date
Issued



Date
Expires

International Affairs Certification

Program Management

1	6/7/2007

D	12/1/2004


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	72

Total Non CAP Acquisition Experience:	72

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management
Life Cycle Logistics - Acquisition Logistic

12-month Education Credit Appropriate?	No

36	36	0
36	36	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	L
	DON Acq Intern Program
	No
	GS-11
	02/2001
	02/2004
	36

	
Yes
	
A
	(NAVSEA)
Interntl Prog Spec
	
No
	
NH-03
	
02/2004
	
02/2007
	
36
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Career Information
Date of Rank:



Current Pos Start Date:   2/14/1999


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  3

PRD#  RM5315D	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Business	05   73	State University of New York


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

FERS Retirement
KAPSTO	CON 244
CSDP1	Leadership and Management Skills

Certifications

DAWIA

Non-Acquisiti	3/15/2016
Acq Training	2/18/2015
Leadership	2/3/2009

3/16/2016	2
2/18/2015	1
2/4/2009	2


Career Field	Level	Date

Business, Cost Estimating, & Financial Management	3	12/12/1996

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.

Total Acquisition Experience

267


Total Non CAP Acquisition Experience:	267


Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

211

211	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

56	56	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

Yes

K	Budget & Accounting
Analyst

No   GS-11

11/1988	07/1993	56

11
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)
Career Information
Date of Rank:   1/1/2010



Current Pos Start Date:   8/10/2015


Series/MOS:	0130	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1360	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Management	03   08	Naval Post Graduate School
Arts	05   99	Concordia University Wisconsin


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name
PMT257	Program Management Tools Course Part II PMT251	Program Management Tools Course Part I ACQ201	Intermediate Systems Acq
ACQ101	Fundamentals of Systems Acquisition Manageme


Category Equivalency Equivalency Equivalency
Equivalency


Start


End
12/16/2011
12/16/2011
12/16/2011
12/16/2011


#Days

MN3331	Principles of Acquisition & Program Management

Certifications

DAWIA

Acq Training	9/29/2011

12/16/2011	79


Career Field	Level	Date

Program Management	1	11/30/2012

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	22

	Total Non CAP Acquisition Experience:
	22

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management
Not ACQ

12-month Education Credit Appropriate?	Yes

22	22	0
0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	X
	Maint. Mgmt Officer, MT Officer
	
	121
	No
	1LT
	07/2000
	09/2003
	0

	Yes
	A
	HD, EXT REQ & ADV TECH
	M3710103500
	MDG
	No
	MAJ
	06/2011
	04/2013
	22

	No
	X
	Lead Operations Manager
	M3710103391
	070
	No
	NH-III
	04/2013
	04/2013
	0

	No
	X
	Lead Operations Manager
	M3710101066
	070
	No
	NH-III
	04/2013
	08/2015
	0
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   8/5/2016


Series/MOS:	0346	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Life Cycle Logistics - Acquisition Logistics

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:  2

PRD#  CO1383	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate
Associates

Bachelor of Arts	12   11	Ashford University
Applied Science	06   00	Air Universiry -Community College of the
Air Force


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

KAPSTO	CPARS

Certifications

DAWIA

Acq Training	4/15/2014

4/16/2014	2


Career Field	Level	Date

Life Cycle Logistics - Acquisition Logistics	3	10/5/2012

Program Management	1	9/13/2013


Other Certs


Certification	Level



Date
Issued



Date
Expires

Life Cycle Logistics - Acquisition Logistics

C	11/10/2014


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	109

	Total Non CAP Acquisition Experience:
	109

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal
L   Life Cycle Logistics - Acquisition	1	1	0
Logistics


Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Life Cycle Logistics - Acquisition Logistic
Not ACQ

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

108	108	0
0	0	0



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	L
	Logistics Analyst
	
	
	No
	
	01/2009
	08/2010
	49

	Yes
	
	L
	Equipment Specialist
	M3710103919
	073
	No
	YA 2
	08/2010
	05/2011
	9

	Yes
	
	L
	Equipment Specialist
	M3710103919
	073
	No
	NH-II
	05/2011
	04/2014
	35

	Yes
	
	L
	Equipment Specialist
	M3710103919
	073
	No
	NH-II
	04/2014
	07/2015
	15

	No
	
	X
	Logistics Management
Specialist
	M3710104148
	073
	No
	NH-III
	07/2015
	08/2016
	0

	Yes
	No
	L
	Logistics Management
Specialist
	M3710104148
	
	No
	NH-III
	08/2016
	Present
	1




 (
 
NH-III 35
IP
 
-
 
IP
) (
Ca
r
e
e
r
 
and
 
Training
 
Su
mm
a
ry
)

 (
DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   7/28/2014


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5330	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School



Associates
Associates

Acquisition & Procurement - C	08   04	Northern VA Comm Col
Business Management	01   04	Northern VA Comm Col
Accounting	05   03	Northern VA Comm Col


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses. Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

FERS Retirement
CON	CON244 - Construction Contracting and Labor Law O

Certifications

DAWIA

Non-Acquisiti	9/23/2015
Acq Training	3/10/2015

9/24/2015	2
3/11/2015	2


Career Field	Level	Date

Business - Financial Management	2	10/10/2014


Other Certs


Certification	Level



Date
Issued



Date
Expires

Business, Cost Estimating, & Financial Managemen

D	5/19/2005


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.


	Total Acquisition Experience
	145

	Total Non CAP Acquisition Experience:
	145

	Total CAP Acquisition Experience:
	0



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

26	26	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

119	119	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	USMC - Comptroller Chief
	
	
	No
	MSGT
	12/1989
	07/1994
	0

	No
	
	K
	DFAS - Financial
Operations Specialist-MOS
3451
	
	
	No
	GS-12
	07/2001
	07/2004
	0

	Yes
	
	K
	Financial Management
	M3710101467
	070
	No
	NH-III
	08/2004
	03/2012
	91

	
	
	
	Analyst
	
	
	
	
	
	
	

	Yes
	
	K
	Financial Management
Analyst
	M3710104072
	070
	No
	NH-III
	03/2012
	07/2014
	28

	Yes
	No
	K
	Financial Management
Analyst
	M3710104072
	
	No
	NH-III
	07/2014
	Present
	26




 (
 
NH-II 36
IP
 
-
 
IP
) (
Ca
r
e
e
r
 
and
 
Training
 
Su
mm
a
ry
)

 (
DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   2/12/2013


Series/MOS:	0501	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Business - Financial Management

Competency:	Financial Manageme   Community:   FM


Req DAWIA Cert Lvl:  2

PRD#  RM5223	BIC 



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

French	06   80	University of Puerto Rico


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

CON	CON 244 - Construction Contracting and Labor Law O LSOT	Leading at the Speed of Trust

Certifications

DAWIA

Acq Training	3/25/2015
Leadership	1/25/2012

3/26/2015	2
1/26/2012	2


Career Field	Level	Date

Business - Financial Management	2	9/6/2013

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	127

	Total Non CAP Acquisition Experience:
	127

	Total CAP Acquisition Experience:
	0




Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

K   Business - Financial Management

43	43	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Business - Financial Management

12-month Education Credit Appropriate?	No

84	84	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	K
	per Melinda Busansky
	
	
	No
	
	08/1998
	04/1999
	10

	No
	
	K
	per Melinda Busansky
	
	
	No
	
	10/2007
	06/2009
	30

	Yes
	
	K
	Financial Management
	M3710100412
	070
	No
	YA 2
	06/2009
	05/2011
	23

	
	
	
	Analyst
	
	
	
	
	
	
	

	Yes
	
	K
	Financial Management
Analyst
	M3710104073
	070
	No
	NH-II
	05/2011
	02/2013
	21

	Yes
	No
	K
	Financial Management
Analyst
	M3710104073
	
	No
	NH-II
	02/2013
	Present
	43
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Career Information
Date of Rank:



Current Pos Start Date:   11/22/2009


Series/MOS:	0130	Member Defense Acquisition Corps:	Yes - 1/23/2006

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1442	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate
Graduate Cert.

Liberal Studies/Management	01   06	Excelsior Col
Program Management	Florida Tech


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

CCAS	Mandatory Supervisor CCAS Discussion Mentoring  Making an Impact in your career Mentoring   Mid-Year Mentoring partnership energizer Mentoring  Dynamic Mentoring
LAAL	Leadership at all Level Orientation
CCAS	Mandatory Supervisor Discussion
CSDP	Command Supervisory Development Program (Refresh
CSDP1	Leadership and Management Skills
csdp 2	Module II - Performance Management (FOP)
csdp 3	Module III - HR Elements
Individual Development Plan
PMT203     International Security & Tech Xfer/Control PMT202     Multinational Program Management Court PMT 352    Program Management Office
DARDEN   2009 - Leadership for Extraordinary Perform CLC 106	Contracting Officer's Representative Crs/Renewal SY101	Fundamentals of Systems Planning RDTE
Mentor Training

Leadership           9/28/2015
Mentor Prog          9/2/2015
Mentor Prog          8/4/2015
Mentor Prog        4/15/2015
Leadership           2/12/2015
Non-Acquisiti    10/15/2014
Leadership             9/9/2014
Leadership         10/19/2011
Leadership           9/30/2011
Leadership           8/31/2011
Leadership           6/10/2010
Resident Resident Resident
ELDP                    6/8/2009
COR Track          10/1/2007
Acq Training
Mentor Trng          3/6/2007

9/28/2015
9/2/2015
8/4/2015
4/15/2015
2/12/2015
10/15/2014
9/9/2014
10/19/2011
9/30/2011
8/31/2011
6/11/2011
6/10/2011
6/10/2011
3/12/2010
6/12/2009
10/1/2007
5/27/2007
3/6/2007

1
1
1
1
1
1
1
1
1
1
367





5
1


1


	PMT 352
	Program Management Office
	Acq Training
	
	5/13/2004
	

	PMT250
	Program Management Tools
	Fulfillment
	6/12/2003
	6/12/2003
	1

	ACQ101
	Fundamentals of Systems Acquisition Management
	Fulfillment
	4/25/2000
	4/25/2000
	1

	ACQ201
	Intermediate Systems Acquisition
	Fulfillment
	4/25/2000
	4/25/2000
	1

	PQM212
	Market Research
	Acq Training
	
	12/16/1999
	

	PMT304
	Advanced International Management Workshop
	Resident
	
	
	


Certifications

DAWIA

Career Field	Level	Date

Program Management	3	5/18/2004


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

B	11/4/2008


Project Management Professional (PMP)	3/23/2007	3/22/2017


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.

Total Acquisition Experience
Total Non CAP Acquisition Experience: Total CAP Acquisition Experience:

106

106

0


Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management - International Acqu
Program Management

12-month Education Credit Appropriate?	No

24	24	0
82	82	0


Acquisition Work History Detail	Note: This reflects creditable acquisition work experience only.

Career

Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	A
	Project Officer - MARCORSYSCOM
	No
	
	06/1997
	03/2001
	45

	No
	A
	Acq Program Analyst - LOGICON
	No
	
	04/2001
	08/2001
	0

	Yes
	A
	Program Analyst
	No
	NH-03
	10/2004
	02/2007
	28

	Yes
	A
	Program Analyst
	No
	YA 2
	02/2007
	11/2007
	9

	Yes
	1
	Program Manager
	No
	YA 3
	11/2007
	11/2009
	24
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Career Information
Date of Rank:



Current Pos Start Date:   5/11/2009


Series/MOS:	0301	Member Defense Acquisition Corps:	Yes - 10/5/2007

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1320	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Baccalaureate

Business Management	12   02	University of Phoenix


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

DoN Trac   DoN Tracker Training
FERS Retriement
Excel	Microsoft Excel Level I - 11 Feb, 2014
Excel	Microsoft Excel Level III - 4 March, 2014
2012 - Module IV - Managing the Flexible Workplace
Intellectual Property and Data Rights Course
Mentee Training

Certifications

DAWIA

Non-Acquisiti	2/26/2016
Non-Acquisiti	9/23/2015
Non-Acquisiti	2/11/2014
Non-Acquisiti	3/4/2014
ELDP	7/10/2012
Acq Training	3/29/2012
Mentor Trng	11/16/2006

2/26/2016
9/24/2015
2/22/2014
3/4/2013
7/10/2012
3/29/2012
11/16/2006

1
2
12
-364
1
1
1


Career Field	Level	Date

Program Management	3	10/1/2007


Other Certs


Certification	Level



Date
Issued



Date
Expires

Program Management

E	12/1/2004


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management

12-month Education Credit Appropriate?	No

Acquisition Work History Detail
Career

0	0	0



Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Management Analyst - Information Network Systems
No	08/2003	10/2004	0

 (
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.


Career Information
Date of Rank:   9/1/2005



Current Pos Start Date:   8/22/2016


Series/MOS:	0130	Member Defense Acquisition Corps:	Yes - 3/31/2000

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1456	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Strategic Intelligence	08   06	Joint Military Intelligence Col
Business & Management	08   94	Temple University


Requisite Business Hours for Defense Acquisition Corps Membership completed? Yes

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

Mentoring  Transforming Leadership
CSDP	Command Supervisory Development Program - Refres
CCAS	Mandatory Supervisor CCAS Discussion
Mentoring  Dynamic Mentoring
CCAS	Mandatory Supervisor Discussion
ACQ 120	Fundamentals of International Acquisition PMT203	International Security & Tech Xfer/Control csdp 1	Leadership and Management Skills
csdp 2	Module II - Performance Management (FOP) PMT401	Program Manager's Course
csdp 3	Module III - HR Elements
SAM101	Basic Software Acquisition Management LSSC	Lean Six Sigma - Champion/Project Sponsor SYS202	Intermediate Systems Planning RD&E, Part I SYS101	Fundamentals of Systems Planning RD&E PMT352B  Program Management Office
BCF102	Fundamentals of Earned Value Management
PMT352A  Program Management Office

Mentor Prog        12/4/2015
Leadership           9/28/2015
Leadership           9/11/2015
Mentor Prog        4/15/2015
Non-Acquisiti      9/22/2014
Acq Training       9/19/2014
Resident
Leadership           4/16/2012
Leadership             9/7/2011
ACAT I&II          4/18/2011
Leadership             2/9/2011
Acq Training
Leadership           5/18/2010
Acq Training Acq Training Resident
Acq Training
Acq Training

12/4/2015	1
9/28/2015	1
9/11/2015	1
4/15/2015	1
9/22/2014	1
9/19/2014	1
5/10/2013
4/17/2012	2
9/7/2011	1
6/24/2011	68
2/9/2011	1
11/23/2010
5/20/2010	3
10/18/2009
3/25/2009
2/26/2009
1/30/2008
1/21/2008



PMT250	Program Management Tools
BCF103	Fundamentals of Business Financial Management
ACQ201B  Intermediate Systems Acq
ACQ201A  Intermediate Systems Acq
ACQ101	Fundamentals of System Acquisition Mgmt
CON301	Executive Contracing
CON333	Management for Contracting Supervisors
CON211	Intermediate Contracting CON231	Intermediate Contract Pricing CON201	Government Contract Law CON101	Basics of Contracting

Certifications

DAWIA

Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training Acq Training

4/19/2007
9/26/2006
4/28/2006
4/15/2006
3/24/2004
2/4/2000
11/5/1999
2/21/1997
11/1/1996
5/3/1996
11/9/1995


Career Field	Level	Date

Contracting	3	2/7/2000

Program Management	3	1/4/2011

Other Certs

None listed

Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	177

	Total Non CAP Acquisition Experience:
	163

	Total CAP Acquisition Experience:
	14



Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0



Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Program Management
Contracting

12-month Education Credit Appropriate?	No

133	119	14
44	44	0


Acquisition Work History Detail	Note: This reflects creditable acquisition work experience only.

Career

Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	Yes
	C
	NAVAIR contract specialist
	
	
	No
	GS-13
	04/1999
	12/2002
	44

	Yes
	A
	MDA - Per Steve Pinter
	
	
	No
	CTR
	07/2005
	04/2009
	45

	No
	A
	Drilling Reservist
	
	070
	No
	GYSGT
	10/2006
	04/2009
	0

	Yes
	A
	Supervisory Program Analyst (Project Team Lead)
	M3710104155
	070
	No
	NH-IV
	04/2009
	07/2012
	39

	Yes
	A
	Supervisory Program
Analyst (Project Team
	M3710104155
	070
	No
	NH-IV
	07/2012
	08/2012
	1

	
	
	Lead)
	
	
	
	
	
	
	

	Yes
	A
	Supervisory Program Analyst (Project Team Lead)
	M3710103321
	070
	No
	NH-IV
	08/2012
	07/2013
	11

	Yes
	A
	Supervisory Program
	M3710103321
	070
	No
	NH-IV
	07/2013
	06/2015
	23

	
	
	Analyst (Project Team
Lead)
	
	
	
	
	
	
	

	Yes
	A
	Supervisory Program
Manager
	M3710100557
	070
	Yes
	NH-IV
	06/2015
	08/2016
	14
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
)
Career Information
Date of Rank:



Current Pos Start Date:   8/5/2016


Series/MOS:	0346	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Life Cycle Logistics - Acquisition Logistics

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:  2

PRD#  CO1384	BIC:    



Formal Education


Type	Fields of Study



Awarded
Mon	Yr




School

Graduate
Baccalaureate

Business Administration	04   13	Averett University
Management	05   04	Radford University


Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)


Course #  Course Name


Category


Start


End


#Days

FERS Early /Mid Career

Certifications

DAWIA
None listed
Other Certs

None listed

Non-Acquisiti	11/17/2014

11/17/2014	1


Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
	Total Acquisition Experience
	1

	Total Non CAP Acquisition Experience:
	1

	Total CAP Acquisition Experience:
	0




Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal
L   Life Cycle Logistics - Acquisition	1	1	0
Logistics


Previous Acquisition Experience by Career Field
Career Field	Subtotal



NonCAPSubtotal   CAPSubtotal

Not ACQ

12-month Education Credit Appropriate?	No

0	0	0



Acquisition Work History Detail
Career

Note: This reflects creditable acquisition work experience only.
Start	End

Acq

KLP

Field

Position

BIC

MCC

CAP	Grade

Mon/Yr

Mon/Yr

Subtotal

	No
	
	X
	Foreign Affairs Specialist
	M3710103343
	1LW
	No
	NH-III
	01/2011
	11/2012
	0

	No
	
	X
	Logistics Management
	M3710104069
	070
	No
	NH-III
	11/2012
	08/2016
	0

	
	
	
	Specialist
	
	
	
	
	
	
	

	Yes
	No
	L
	Logistics Management
Specialist
	M3710104069
	
	No
	NH-III
	08/2016
	Present
	1
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DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.


Career Information
Date of Rank:



Current Pos Start Date:   4/19/2004


Series/MOS:	0301	Member Defense Acquisition Corps:	No

Current Acquisition Career Field:	Not ACQ

Competency:	Acq Support Commu  Community:   IP


Req DAWIA Cert Lvl:

PRD#  CO1318	BIC:    


Formal Education
None listed

Requisite Business Hours for Defense Acquisition Corps Membership completed? No

Professional Training & Development
(Includes leadership courses and programs, mentoring, and only certain DAU equivalencies, fulfillments, and courses.
Does not include a complete DAU transcript, Annual Block training, nor Required training such as SAPR or Don't Ask Don't Tell (DADT). Complete class transcripts may be obtained online from eDACM at https://www.atrrs.army.mil/channels/navyedacm/Login/Login.aspx)

	Course #  Course Name
DoN Tracker Training
	Category
	Start
	End
	#Days

	
	Non-Acquisiti
	3/7/2016
	3/7/2016
	1

	FERS
	FERS Retirement
	Non-Acquisiti
	8/26/2015
	8/27/2015
	2


Certifications

DAWIA
None listed Other Certs None listed
Summary of Acquisition Experience (in months)
Note: This may not reflect all acquisition experience. To add and/or correct information, please contact
Workforce Development to update your records.
Total Acquisition Experience	0

Total Non CAP Acquisition Experience:	0

Total CAP Acquisition Experience:	0

Current Acquisition Experience	Subtotal	NonCAPSubtotal   CAPSubtotal

X   Not ACQ

0	0	0


12-month Education Credit Appropriate?	No


Acquisition Work History Detail	Note: This reflects creditable acquisition work experience  only


APPENDIX C: USG and USMC Position Requirement documentation
























MARINE CORPS SYSTEMS COMMAND
Position Requirements Document (PRO)
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2;-Position-Title-·---- ----------- -----------------  	..

C01214 	Foreign Affairs Specialist
3. Career Path 	4. Series	s. Broadband Level	I  6. Target BB Level/PRO# NH	0130 	II 	IN/A
7. Organizational Title
Foreign Military Sales	)
8. Position Status 	9. Fair Labor Standards Act	10.Supervisory/Bus Code
Competitive 	Exempt	8- Non-Supervisory/7777
11. Financial Statements Required 	12. Positive Education Required 	13. Position Sensitivity
No	Yes- 0130 	2- Non-Critical Sensitive
DAWIA Information. .. :•·····...._ ...        ,.... ,._.."'     ..-.'    ·. 	·-· . •           .   ··... _' :•  -.-   ..•· •    .  -T·_.....- •....•···•··-··· ,_,   :_·;    ,•   : ,:·;_:  \'' ....- •-·.· .,.•....• • .( ,. .':...... 	<: -(;··,_... .;:.:..  t: ...

.•·

..   ,··:',::'•.'..·-'	·•·:.'•"

14a. Career Field 	14b. Level
X- Non-Acquisition	None
 (
...
 
:·.:
 
-  
 
''.
 
c
)14c. Critical Acquisition Position (CAP)	14d. Key Leadership Position (KLP) No	 No

OrganizationaUnforrriation ..-  . '> .·.··.·, ..

-    . ): !'	,•,j,; ; •.<-.·.;< ,.• .,}c,	-   .·.  ·.·, ,.,	..
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.... I.' --	··.·-·

Mission Statement:  To serve as the Commandant's agent for acquisition and sustainment of systems and equipment used to accomplish the Marine Corps' warfighting mission.
15. Activity 	 16. Duty Station/Geographical Location Code	17. BIC# M371010****- USMC, Marine Corps Systems Command	Stafford, VA 512307179
18. Organization 	19. Work Section


20a. 1st Level Supervisor	20b. 2"d Level Supervisor	I20c. Competency Director
I John  Burrow	:
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This position has been classified in accordance with Acquisition Workforce Personnel Demonstration Project
broadbanding criteria.
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'I
i------+he-Foreign-Affair:sSpedalist-serves-as-an-entr:y-level-case-manger-in-theJooreign_Military_Sales-(EMS)_ar:ena.-The 	1	i
'		incumbent provides  analysis and technical advice to the FMS Division Chief and Team Lead for review  regarding development, execution and closure of FMS cases within  the international Program Directorate. Assists with the development and promulgation of Marine Corps/Command policy and procedures as they relate to FMS. Assists in the creation and recommendation for new and innovative  approaches and policies for complex FMS acquisition programs.  Applies basic knowledge of a wide range of analytical methods to assess and evaluate the effectiveness and efficiency of FMS programs.  Applies basic knowledge of Department of Navy/Marine Corps program goals and objectives in the evaluation of FMS programs for the Command/IP  Directorate/Program Management Office.  Assists with the planning and organization of FMS Program Management Reviews/Case Reconciliation Reviews/Financial Management Reviews, etc. Assists in the development of detailed plans, goals and objectives  for short  and long­ range implementation of FMS cases. Reviews and analyzes complex decisions due to conflicting program goals and program administration when decisions are complicated due to conflicting program goals, objectives  or changes in legislation.  Assignment requires analysis of interrelated issues of effectiveness,efficiency and productivity affecting major administrative programs of the Marine Corps. Identifies  and develops ways to resolve problems  or cope with
issues that affect the accomplishment of principal program goals and objectives.

The Foreign Affairs Specialist provides assistance to the FMS Team Leads and case manager who are responsible for numerous major cases within the International Programs Directorate. The International Programs Specialist assists with the management of respective programs as assigned by the FMS Division Chief and FMS Team Leads in accordance with DoD/Department of State/Don/Marine Corps Security Assistance Policy. Specifically,the Foreign Affairs Specialist supports the FMS Division which is responsible for managing the FMS programs in accordance with DoD 5105.38M Security Assistance Manual. The Foreign Affairs Specialists assists in developing pricing of equipment in accordance with DoD 7000.14R,Chapter 7 Financial Management Regulations and developing cases in Defense Security Assistance Management System (DSAMS). The Foreign Affairs Specialist FMS supports the FMS Division in accomplishing the program objectives of the assigned FMS cases while adhering to applicable laws and regulations. Objectives are to provide all articles or services included in the case on schedule, within the stated FMS case value, and closed in accordance with DoN/Marine Corps Security Assistance guidelines.

The work requires knowledge oftwo or more occupations where no one occupation is predominant (e.g., acquisitions, personnel,training, logistics, manpower, program  and financial management and environmental compliance).
 (
PRD#C01214
)
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1.  Ability to assist with the development of USMC FMS cases in the Defense Security Assistance Management
---------system(osAMS) -------------- ----------------------------- ---------------------------------------------'----


2. Ability to reconcile and close FMS cases.

3.  Ability to track and post FMS case deliverables in the Management Information System for International Logistics
{MISIL).


4. Ability to assist with the planning,organization and performance of FMS Program Management Reviews.


5. Ability to assist with the development of detailed plans, goals and objectives for FMS cases.


6.  Ability to communicate effectively orally and in writing.


7.  Working knowledge of Department of Navy/Department of State/Marine Corps FMS policies and procedures.


8. Working knowledge of USMC FMS programs.




This position  requires 25% travel.


Must be able to obtain and maintain  a Secret clearance.
Must be to obtain International Affairs Certification- Level II.
Must be able to obtain Security Assistance Workforce  Development Certification- Level Ill.




NH-11
CCAS Factors/Broadband Level Descriptors
:	Factor 1: Problem Solving
1-----v;; rk-iSti ely efficie-nt,an._d  o_f_ac_c_e-pt_a_b-le-qu_a_l-it-y. Completed work-meets-projects/programs objectives. Flexibility,-

1.	adaptability, and decisiveness are exercised appropriately.	Plans and conducts functional technical activities for
1	projects/programs.   Identifies, analyzes, and resolves complex/difficult problems.	Independently identifies  and resolves conventional problems which may require  deviations from accepted policies or instructions.   Adapts
existing plans and techniques to accomplish complex projects/programs.  Recommends improvements to the design
or operation of systems,equipment, or processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit  and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with others to accomplish projects/programs. Uses varied approaches to resolve or collaborate on projects/programs issues. Facilitates cooperative  interactions with others.  Guides/supports  others in executing team assignments. Proactively functions as an integral part of the team.
Factor 3: Customer Relations    ·
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations  and actively promote rapport with customers. Flexibility, adaptability,and decisiveness are exercised appropriately.  Guides the technical/functional efforts of individuals or team members as they interact with customers.  Initiates meetings and interactions with customers to understand customer needs/expectations. Interacts  independently with customers to communicate information and coordinate actions.
Factor 4:Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Actively contributes as a team member/leader;provides insight and recommends changes or solutions  to problems. Proactively guides,coordinates, and consults with others to accomplish projects. Identifies and pursues individual/team development opportunities.
Factor 5:Communication
Work is timely,efficient, and of acceptable quality. Communications are clear, concise,and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates team or group tasking results, internally and externally, at peer levels.  Writes, or is a major contributor to, management/technical reports or contractual documents.  Presents informational briefings.
Factor 6: Resource Management
Work is timely, efficient,and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Plans and utilizes appropriate resources to accomplish project goals. Optimizes resources to accomplish Projects/programs within  established schedules. Effectively  accomplishes projects/programs goals within established resource guidelines.
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3. Career Path
NH 	0301
7. Organizational Title
Foreign Military Sales Case Manager
8. Position Status
Competitive





















20c. Competency Director
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------		nternationai-Programs-Speeialist-serves-as-Foreign-Military-Sales-Gase-Manager.---l"he-incumbent-prov·laE!S------1--------- subject matter expertise and technical advice to the Program Manager/Director regarding the management of
assigned long and short-term programs.   Develops and promulgates Marine Corps/Command policy and procedures.  Creates new and innovative approaches and policies for complex programs.  Applies mastery knowledge of a wide range of analytical methods to assess and evaluate the effectiveness and efficiency of programs.  Applies knowledge  of DON/Marine Corps program  goals and objectives to evaluate  programs  ofthe Command/Directorate/Program Management Office.  Leads, plans, and organizes studies/projects.  Develops detailed plans,goals, and objectives for long-range implementation and program administration. Decisions are complicated  due to conflicting program  goals, objectives, or changes in legislation.  Assignments require analysis of interrelated issues of effectiveness,efficiency, and productivity affecting major administrative programs  of Marine Corps. Identifies and develops ways to resolve problems  or cope with issues that affect the accomplishment of
principal program goals and objectives.

The Foreign Military Sales Case Manager is responsible for numerous cases within the International Programs Directorate. The Case Manager manages respective programs  in accordance with DoD/Department of State/DON/Marine Corps Security Assistance policy.  Specifically,the Case Manager is responsible to manage the programs in accordance with DOD 5105.38M Security Assistance Manual (SAMM).  The Case Manager  has a role in each of the major elements of the FMS case: acquisition, programming, logistics, and finance; and is involved  in every aspect of planning and executing assigned cases.

The Case Manager integrates  functional and inter- and intra-  organizational efforts  for the successful performance of an FMS case including logistics and financial management and closure. The Case Manager  is the focal point  for case activities and manages all aspects of the FMS Case. Case Manager duties as stated in Chapter 2 of the SAMM are; establish initial  and  long-range goals and objectives for execution, ensure foreign disclosure and international transfer arrangements are approved prior to signature of the Letter of Offer and Acceptance; prepare a master plan, develop a financial and logistics management plan;approve plans of execution, scope and schedule of work,review and verify funding and program requirements;initiate requirements, ensure that all schedules are accurate and timely;validate that costs are accurate and billed;reconcile case especial during execution; respond to purchaser, higher headquarter, counterparts,functional activities, and other supporting agencies;initiate working agreements with supporting activities as appropriate; analyze performance in relation to required performance specifications; maintain a complete  chronological history of significant events and decisions; provide status, progress, and forecast reports; ensure all automation reactors are in agreement; reconcile the FMS case in preparation of case closure; and develop pricing in accordance with DoD 7000.14R, Volume 15,Chapter 7. The Case Manager  must accomplish the program objectives  of the assigned case while adhering to applicable laws and regulations. Objectives  are to provide all articles or services included in case on schedule, provide  the items within the stated value, and close the case in a timely manner.
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2. Knowledge and understanding of Security Assistance Management Manual, DoD 5105.38M.
3. Knowledge of USMC Foreign Military Sales programs.
4. Experience in working in a team.:based, integrated product  and process environment.
5.  Ability to analyze problems  to identify significant factors,gathers pertinent data, and recommends solutions.
6.  Ability to plan and organize work.
7.  Ability to communicate effectively orally and in writing.




This position  requires 15% travel.


Must  be able to obtain and maintain a Secret clearance.
Must  complete OGE Form 450,Confidential Financial Disclosure Report. Must  be able to obtain International Affairs Certification: Level Ill.
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I
)NH-111
CCAS Factors/Broadband i.evei Descriptors

 	 Eact_o_l'_l_:_e_ :_o_b_lem_S_ojying 	

-------------------------

 	  ----1 I

Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility,
adaptability, and decisiveness are exercised appropriately. Independently defines, directs,or  leads highly challenging projects/programs. Identifies and resolves highly complex problems  not susceptible to treatment by accepted methods. Develops, integrates, and implements solutions to diverse,highly complex problems across multiple areas and disciplines. Anticipates  problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to improve overall program and policies. Establishes precedents in application  of problem-solving techniques to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational  interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with  others to accomplish  complex projects/programs. Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork. Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations  and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Guides and integrates  functional efforts  of individuals or teams in support of customer  interaction. Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates  and fulfills  customer needs and translates customer needs to program/projects. Interacts independently and proactively with customers to identify and define complex/difficult problems and to develop and implement strategies or techniques for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility,adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization;is regularly  sought out by others for advice and assistance. Defines, organizes, and assigns activities  to accomplish project/program goals. Guides,motivates,and oversees the activities of individuals  and teams with focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications  are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates project  or program results to all levels, internally and externally.  Reviews and approves, or is a major contributor to/lead author  of, management reports  or contractual documents for external distribution. Provides inputs to policies, Presents briefings  to obtain consensus/approval.
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptaoflity,-a-nd aecfsfvEmess are exercised apprOpriately. -Plans and allocates-resource-s to acc-omplish
multiple project/programs. Identifies  and optimizes resources to accomplish multiple project/program goals. Effectively  accomplishes multiple project/program goals within established guidelines.
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2. Position Title
International Programs Specialist
5. Broadband Level	6. Target BB Level/PRO#
N/A






















USMC, Marine Corps Systems
18. Organization


20a. 	Level Supervisor














Deputy Commander, Resource Management
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i
provides subject matter  expertise and technical advice to the Division Head, Foreign Disclosure and Technology and
Director,International Programs regarding the management of assigned long and short-term programs.  Develops and promulgates Marine Corps/Command policy and procedures.  Creates new and innovative approaches and policies for complex programs.  Applies mastery knowledge  of a wide range of analytical methods to assess and evaluate the effectiveness and efficiency of programs.  Applies knowledge of DON/Marine Corps program goals and objectives to evaluate programs ofthe Command/Directorate/Program Management Office.  Leads, plans, and organizes studies/projects. Develops detailed plans,goals, and objectives  for long-range implementation and program administration. Decisions are complicated  due to conflicting program goals, objectives, or changes in legislation.  Assignments require analysis of interrelated issues of effectiveness, efficiency, and productivity affecting major administrative programs of Marine Corps. Identifies  and develops ways to resolve problems  or cope with issues that affect the accomplishment of principal program goals and objectives.

The incumbent executes USMC Foreign Disclosure and Technology Transfer {FD/TI) programs effectively and efficiently while meeting foreign and domestic warfighter needs, ensuring DoD policy compliance.  Provides assistance in the development and implementation of education and training for the Command on USMC FD/TI Programs.  Serves as the Command Designated Disclosure Authority (DDA) and provides disclosure decisions for release of National Disclosure Policy (NDP) Categories 2 and 3 information, technology and equipment for the Marine Corps. Provides timely  and concise recommendations for the disclosure and/or  release of United States Government Classified Information and Controlled Unclassified Information. Assists in the development of Command FD/TI policy, procedures and processes. Coordinates with HQMC.and Navy IPO on Technology Transfer and Security Assistance Review Board (TISARB) requests and Exceptions to NDP requests.  Interfaces with International Programs {IP) Foreign Military Sales {FMS) case manager to provide foreign disclosure decisions, guidance and support.  Provides input to the FD/TI database to ensure efficient and accurate recordkeepirig for the Command.  Provides input to the FD/TI workload indicator and metrics for monthly  reporting requirement to IPD
leadership.  Represents the Command/Directorate/Program Management Office at meetings and briefings regarding FD/TI programs and projects.  Develops briefing materials  and conducts meetings and briefings.  Serves as an active team leader or member to accomplish projects.  Independently works to assess Marine Corps needs and develops innovative approaches to meet mission requirements while complying with applicable regulations and policies. Develops and/or  reviews a variety of correspondence  for the Branch Head, Director/Program Manager.





1.  Ability to analyze problems to identify significant factors, gather pertinent data and recognize solutions.
2.  Ability to plan and organize work.
3.  Ability to communicate effectively  orally and in writing.
4.- Knowledge of Foreign Disclosure-and Technology-Transfer programs activities and functionsto-include organization, procedures and processes.
5. Knowledge and experience  with International Cooperative Programs to include Export control relating to defense articles and services.
6. Ability to represent the United States Government  with foreign governments.
7. Experience working in a team-based work environment.
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Must be able to obtain and maintain a Secret clearance.
Must complete  OGE Form 450, Confidential Financial Disclosure Report. Must be able to obtain International Affairs Certification: Level: Ill.
Must be able to obtain Security Cooperation  Workforce Certification: Level 2.
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NH-111
CCAS Factors/Broadband Level Descriptors
"----- -Factor-1:-l!roblem.Solving 	
1
Work is timely, efficient, and of acceptable quality. Completed  work meets project/program objectives. Flexibility, adaptability,and decisiveness are exercised appropriately. Independently defines,directs, or leads highly 	. challenging projects/programs. Identifies  and resolves highly complex problems  not susceptible to treatment by accepted methods. Develops, integrates, and implements  solutions to diverse, highly complex  problems  across multiple areas and disciplines. Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques  to fit new situations  to improve overall program and polic es. Establishes precedents in application of problem-solving techniques  to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient,and of acceptable quality. Personal and organizational  interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with others to accomplish complex projects/programs. Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork. Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer Relations
Work is timely, efficient,and of acceptable quality. Personal and organizational  interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Guides and integrates  functional efforts of individuals or teams in support  of customer  interaction. Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates  and fulfills  customer needs and translates  customer needs to program/projects. Interacts independently and proactively with customers to identify  and define complex/difficult problems and to develop and implement strategies or techniques  for resolving problems  (e.g., determining priorities  and resolving conflict amorig customers' requirements).
Factor 4_: Leadership/Supervision
Work is timely, efficient,and of acceptable quality. Leadership and/or supervision  effectively promotes commitment to mission accomplishment. Flexibility, adaptability, arid decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization; is regularly sought out by others for advice and assistance. Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals  and teams with focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient,and of acceptable quality. Communications  are clear, concise, and at appropriate level. Flexibility,adaptability, and decisiveness are exercised appropriately. Communicates project or program results to all levels, internally and externally. Reviews and approves, or is a major contributor to/lead author  of, management reports or contractual documents for external distribution. Provides inputs to policies, Presents briefings to obtain· consensus/approval.
Factor 6: Resource Management
Work_is till1e!y,_E:!fficient,an_dof acc pt ble_quality. ResolJrc_e_sar:_utiliz d_effec!i\f_e!y to ac on1plib _llli sion.  	_ Flexibility, adaptability, and decisiveness are exercised appropriately. Plans and allocates resources to accomplish multiple  project/programs. Identifies  and optimizes resources to accomplish multiple project/program goals.
Effectively accomplishes multiple project/program goals within established guidelines.
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USMC, Marine Corps Systems Command
18. Organization


20a.	Level Supervisor	20c. Competency Director
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··--··-1·-1-tlP-Internationai-Programs-Speeialist-serves-as-bead-Export-Gontroi.-The-ineumbent-provides-subject-matter- - ·-1--------i expertise and technical advice to the Program Manager/Director regarding the management of assigned long and
short-term programs.  Develops and promulgates Marine Corps/Command policy and procedures.  Creates new and
innovative approaches and policies for complex programs.  Applies mastery knowledge of a wide range of analytical methods to assess and evaluate the effectiveness  and efficiency of programs.  Applies knowledge of DON/Marine Corps program goals and objectives to evaluate programs ofthe Command/Directorate/Program Management Office.  Leads,plans, and organizes studies/projects. Develops detailed plans, goals, and objectives for long-range implementation and program administration. Decisions are complicated due to conflicting program goals, objectives, or changes in legislation.  Assignments requie analysis of interrelated issues of effectiveness,efficiency, and productivity affecting major administrative programs of Marine Corps. Identifies  and develops ways to resolve
problems  or cope with  issues that affect the accomplishment of principal program goals and objectives.

The incumbent provides  expertise to the Division Head, Branch Head and Deputy Director  of International Programs Directorate (IPD) on USMC Export Control related issues. Executes USMC Export Control programs effectively and efficiently while meeting foreign and domestic  warfighter needs, ensuring DoD policy compliance. Develops and implements education and training for the Command on USMC Export Control Programs. Serves as the Command focal point for USMC Export Control Programs to include but not limited to Export License Requests (ELR), Technology Assistance Agreements, Commodity Jurisdiction Requests; Voluntary Disclosures, and End-User Certificates (EUC). Evaluates ELRs for national  security policy concerns.  Serves as the Command focal point for Technology Transfers and International Traffic in Arms Regulations exemptions.  Interfaces  with the government agencies, such as the Department of State, Directorate Defense Trade control and Defense Technology Security Administration (DTSA), to address and resolve Import and Export issues for the Command.

Develops Command Export Control policy, procedures and processes. Establish and manage the Export Control database to ensure efficient and accurate recordkeeping for the Command.  Establishes and manages the Export Control workload indicator and metrics for monthly reporting requirement to IPD leadership. Develops briefing materials and conducts meetings and briefings regarding Export Control programs and projects.  Serves as an active team leader or member  to accomplish projects.  Independently works to assess Marine Corps needs and develops innovative approaches to meet mission requirements while complying with applicable regulations and policies.





1.  Ability to analyze problems to identify significant factors, gather pertinent data and recognize solutions.
2. Ability to plan and organize work.
3. Ability to communicate effectively orally and in writing.
4. Knowledge of Export Control (EC) and Technology Transfer (TI) programs.
. _  _      _ S._Kno_wledge_a nd_exp_erience_of_EC_and IT_processes,_procedures,_and_regulations. 	...-  	1	1
6. Knowledge and experience with International Cooperative Programs to include Foreign Disclosure and
Technology Transfer relating to defense articles and services.
7. Experience working in a team-based work environment.
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Must  be able to obtain and maintain a Secret clearance.
Must complete OGE Form 450, Confidential Financial Disclosure Report. Must be able to obtain International Affairs Certification: LevellII.
Must  be able to obtain Security Cooperation Workforce Certification: Level 2.
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NH-111
CCAS Factors/Broadband levei Descriptors
- actor 1: _p_roblem Solving	_	 	
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Independently defines, directs, or leads highly challenging projects/programs. Identifies  and resolves highly complex problems  not susceptible to treatment by accepted methods. Develops, integrates, and implements solutions to diverse,highly complex problems  across multiple areas and disciplines. Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to improve overall program and policies. Establishes precedents in application of problem-solving techniques  to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with others to accomplish complex projects/programs. Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and
teamwork..Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor  3: Customer  Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational  interactions enhance customer relations  and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Guides and integrates  functional efforts  of individuals or teams in support  of customer  interaction. Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates  and fulfills  customer needs and translates customer needs to program/projects. Interacts independently and proactively with customers to identify and define complex/difficult problems and to develop and implement strategies or techniques  for resolving problems (e.g., determining priorities and resolving conflict among customers'  requirements)
Factor 4: Leadership/Supervision	.
Work is timely, efficient, and of acceptable quality. Leadership and/or  supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization;is regularly  sought out by others for advice and assistance. Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals and teams with  focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications  are clear, concise, and at appropriate level. Flexibility,adaptability, and decisiveness are exercised appropriately. Communicates project  or program  results to all levels, internally and externally. Reviews and approves,or  is a major contributor to/lead author  of, management reports  or contractual documents for external distribution. Provides inputs to policies, Presents briefings to obtain consensus/approval.
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission.
- -m xi5ility;aaapta6ilifY;anaaecisiven-ess-are-exercisecfappropria!ei\CPiansanaallocafesres-ourC:es-foaccompli.Sh    _ multiple project/programs. Identifies  and optimizes resources to accomplish multiple project/program goals. Effectively  accomplishes multiple project/program goals within established guidelines.
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-----	ign-Affai s-Specialistservesas Export.ContmLAnalyst._Theincumbentpmvidesubject matter_exp_e(tise_a.     , 	     ----  -<·
1
technical advice to the Program manager/Director regarding policy, strategy and programs pertaining to
international activities.  Develops and promulgates Marine Corps/Command policy and procedures.  Creates new and innovative approaches and policies for complex programs.  Applies knowledge of Department of Navy/Marine Corps program goals and objectives to evaluate programs for the Command/Directorate/Program Management Office. Leads plans and organizes studies/projects. Develops detailed plans, goals and objectives or changes in legislation/.  Assignments require analysis of interrelated issues of effectiveness, efficiency  and productivity affecting  major administrative programs of the Marine Corps. Identities and develops ways to resolve problems  or cope with
issues that affect the accomplishment of principal program goals and objectives.

The Export Control Analyst provides expertise to Branch and Division Heads and Deputy Director  of International Programs Directorate  on USMC Export Control related issues. The incumbent studies, reviews and analyzes guidelines and publications pertinent to international affairs and makes recommendations for change/  Executes USMC  EC programs effectively and efficiently while meeting foreign and domestic warfighter needs, ensuring DoD policy compliance.  Develops and implements education and training for the Command on USMC Export Control Program. Serves as the Command focal point for USMC Export Control Programs.

Serves as the Command focal point for USMC Export Control Program to include but not limited to Export License Requests (ELR),Technology Assistance Agreements, Commodity Jurisdiction Requests; Voluntary Disclosers, and End-User Certificates {EUC). Evaluates ELRS for national security policy concerns. Serves as the Command focal
point for Technology Transfers and International Traffic in Arms Regulations (ITAR) exemptions. Interface  with the government  agencies, such as the Department of State, Directorate Defense Trade control and Defense Technology Security Administration (DTSA), to address and resolve lmportand Export issues for the Command.  Develops Command Export Control policy, procedures  and processes. Establishes and manages the Export Control database to ensure efficient and accurate recordkeeping for the Command.  Establishes and manages the Export Control workload indicator and metrics for monthly reporting requirement to IPD leadership.  Represents the
Command/Directorate/Program Management Office at meetings and briefings/Develops and/or  reviews a variety of correspondence for the Branch Head, Director/Program Manager.





1. Ability to communicate  effectively  both orally and writing.
2. Ability to analyze problems to identify significant factors, gather pertinent data and recognize solutions.
3. Ability to plan and organize work.
4. Knowledge of Export Control (EC) and" Technology Transfer (TT) programs
5. Knowledge and experience of EC and TT processes, procedures andregulations.
_6.   K.nowledge_ang _experie_n_cwithloter11ational C()operative Programs to include Foreign Disclosure and
Technology Transfer relating to defense articles and services.
7. Experienc:;e working in a team-based work environment.
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Must be able to obtain and maintain a Secret clearance
Must be able to obtain International Affairs Certification- LevellII.
Must be able to obtain Security Assistance Workforce Development Certification- Level Ill. Must complete OGE Form 450, Confidential Financial Disclosure Report.
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actors/Broadband level Descriptors	I
1	Factor 1: Problem Solving	I
------- -workiStimefY e7ffdent and of acceptable quaTity:Completedworf meefSprojecf/program  o5]ectives:Fiexi6llity;----------,
adaptability, and decisiveness are exercised appropriately. Independently defines, directs, or leads highly challenging projects/programs. Identifies and resolves highly complex problems not susceptible to treatment by accepted methods. Develops, integrates, and implements solutions to diverse; highly complex problems across multiple areas and disciplines. Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to improve overall program and policies. Establishes precedents in application of problem-solving techniques to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately.  Works with others to accomplish complex projects/programs.  Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork.  Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately.  Guides and integrates functional efforts of individuals or teams in support of customer interaction. Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates and fulfills customer needs and translates customer needs to program/projects. Interacts independently and proactively with customers to identify and define complex/difficult problems and to develop and implement strategies or techniques for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization;is regularly sought out by others for advice and assistance. Defines, organizes,and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals and teams with focus on project/program issues. Fosters individual/team development by mentoring.  Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Communicates project or program results to all levels,internally and externally. Reviews and approves, or is a major contributor to/lead author of, management reports or contractual documents for external distribution.  Provides inputs to policies, Presents briefings to obtain consensus/approval.
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality.  Resources are utilized effectively to accomplish mission.
- -   Flexibility;-adaptability,-and decisiveness are exercised appropriately.  Plans and allocates resources to accomplish multiple project/programs. Identifies and optimizes resources to accomplish multiple project/program goals.
Effectively accomplishes multiple project/program goals within established guidelines.  -
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Foreign Affairs Specialist
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4. Series	5. Broadband Level	6. Target BB Level/PRO#
0130 	Ill 	N/A
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reign-Affairs-Specialist-serves-as-a-Foreign-MilitarySales-(FMS-}-Case-Manager;-The-incttmbent-is-a-technical----1------ advisor and is responsible for policy, strategy and programs pertaining to international activities. Provides subject
matter expertise and technical advice to the Program Manager/Director regarding development, execution, and
closure of FMS cases within the International Program Directorate. This position  requires  mastery knowledge and experience  in order to deal effectively with foreign government counterparts in development of mutual  program objectives and execution.  Develops and promulgates Marine Corps/Command policy and procedures. Creates new and innovative  approaches and policies for complex FMS acquisition programs.  Applies mastery  knowledge of a wide range of analytical methods to assess and evaluate the effectiveness and efficiency of FMS programs.  Applies knowledge of Department of Navy /Marine Corps program goals and objectives  to evaluate FMS programs  ofthe Command/Directorate/Program Management Office.  Leads, plans, and organizes FMS Program Management Reviews/Case Reconciliation  Reviews/Financial Management Reviews. Develops detailed plans, goals, and objectives for short and long-range implementation of FMS cases. Decisions are complicated due to conflicting program goals, objectives,program administration or changes in legislation.

Assignment requires analysis of interrelated issues of effectiveness, efficiency, and productivity affecting major administrative programs of Marine Corps. Identifies-and develops ways to resolve problems or cope with  issues that affect the accomplishment of principal program goals and objectives.

The Foreign Military Sales (FMS) Case Manager is responsible for numerous  cases within the International Programs Directorate. The FMS Case Manager manages respective programs in accordance with DoD/Department of State/DON/Marine Corps Security Assistance Policy. Specifically,the Case Manager manages the FMS programs in accordance with DoD 5105.38M Security Assistance Manual.  The FMS Case Manager develops  pricing of equipment in accordance with DoD 7000.14R,Chapter 7 Financial Management Regulations.  The FMS Case Manager  develops FMS cases in DSAMS. The FMS Case Manager accomplishes the program objectives of the assigned FMS case while adhering to applicable laws and regulations.  Objectives are to provide all articles or services included in the case on schedule, within the stated FMS case value, and closed in accordance with DON/Marine Corps Security Assistance guidelines.

The incumbent renders advice on foreign affairs activities and information generated from intelligence sources. Maintains liaison and coordination with regionally-oriented foreign policy and intelligence communities.  Studies, reviews  and analyzes guidelines  and publications  pertinent to international affairs and makes recommendations for change.  Serves as an authoritative source of information to the organization  at conferences and meetings conducted locally or at higher headquarters.  Represents the command at meetings,workshops and seminars.
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1._Ability_to_dev_elop_cases_in_Defense5ecur:Jty_AssistanceManagementSystem_(DSAMS)_and_reconcile_a..,...__....,u,.:><;;    1	1
cases in Management Information System for International Logistics (MISIL}.
2.  Ability to create new and innovative  approaches and policies for complex Foreign Military Sales acquisition programs.
3.  Ability to develop detailed plans,goals and objectives for Foreign Military Sales cases.
4. Working knowledge of Security Assistance Management Manual, DoD 5105.38M.
5.  Ability to communicate effectively both orally and in writing.




This position requires 15% travel.


Must be able to obtain and maintain a Secret clearance.
Must complete  OGE Form 450, Confidential Financi"al Disclosure Report. Must be able to obtain International Affairs Certification: LevellII.
Must be able to obtain Security Assistance Workforce Development Level: IV.
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NH-111
CCAS Factors/Broadband Levei Descriptors
 	_Eactor_l:_P.r:oblem Solving 	_	 	
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Independently defines,directs, or leads highly challenging projects/programs. Identifies and resolves highly complex problems not susceptible to treatment by accepted methods. Develops,integrates,and implements  solutions to diverse, highly complex  problems  across multiple areas and disciplines. Anticipates  problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to improve overall program and policies. Establishes precedents in application of problem-solving techniques to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster
cooperation  and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with  others to accomplish complex projects/programs. Applies innovative  approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork. Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Guides and integrates functional efforts of individuals  or teams in support  of customer  interaction. Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates and fulfills  customer needs and translates customer needs to program/projects. Interacts independently and proactively with customers to identify  and define complex/difficult problems and to develop and implement strategies or techniques  for resolving problems (e.g., determining priorities and resolving conflict  among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams;resolves  conflicts. Considered a functional/technical expert by others in the organization;is regularly sought out by others for advice and assistance. Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates,and oversees the activities  of individuals  and teams with focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications  are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates project or program  results to all levels,internally and externally. Reviews and approves, or is a major contributor to/lead author  of, management reports or contractual documents for external distribution. Provides inputs to policies, Presents briefings to obtain consensus/approval.
Factor 6: Resource Management
Work is time.ly, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriatePlilans and a-llocates resources to accomplish multiple project/programs. Identifies  and optimizes resources to accomplish multiple project/program goals. Effectively accomplishes multiple  project/program goals within established guidelines.
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The Incumbent serves as the expert logistics management specialist, concerned with directing, developing and performing logistics management  operations  that Involve planning, coordinating and evaluating the logistical actions required to support an assigned program.  The employee is responsible for most or all of the logistics elements {i.e., maintenance planning; manpower and personnel; supply support; support and test equipment; training and training devices; technical data; computer resources support and packaging, handling, storage, transportation and facilities) for one or more acquisition programs.  All programs require the ability to Integrate the separate functions in
planning or implementing a logistics management program. Implements Marine Corps/Department of Navy/Department of Defense/Foreign  policy and procedures of acquisition to provide support to the program manager's requirement to field fully supportable systems/equipment and meeting operational requirements to the Fleet Marine Force (FMF). The work Impacts the operational  readiness of the Department of Navy/Marine Corps.

Manages the processes of planning, directing, managing, monitoring and evaluating  and correcting  deficiencies  In Integrated Logistics Support (ILS) throughout the research, development and acquisition process. Support Includes the management and interface with Logistics Element Managers,  Contract Support Services, FMF users, schools, Integrated Logistics Support Management Team, Marine Corps Logistics Bases and other Service users at contractor facilities and government activities on Marine Corps and Joint Service acquisitions.  Develops, interprets and/or applies a wide range  of DoD, Navy and Marine Corps acquisition and logistics policies, directives and precedents. Responsible for the coordination, preparation, evaluation and review of ILS management and planning documents assuring that tailoring, streamlining and acquisition reform are considered and applied.

Develops documents  used for preparation of basic life cycle funding and budgeting to support the acquisition of the system/equipment. Establishes or ensures the establishment of iLS requirement for acquisition documents and contracts. Monitors the status and quality of ILS development services and products.

This level of work requires mastery knowledge of advanced concepts,  principles and practices of ILS functions ot the extent that the employee  is capable of applying new developments, experimental theories and experienced judgment to solve novel or obscure problems and develop new approaches. Actively participates  as a team member or leader to accomplish assigned projects when necessary.

The Incumbent is responsible for the following responslbillties;

1. Coordinate, monitor and manage Integrated Logistics Support for international customer's weapon systems acquisition  programs  in compliance  with DoD and DoN policies and regulations.

2.  Represent MCSC iP at USMC equipping prioritization process meetings as required. Maintain awareness of and changes to the process and promulgate with all MCSC stakeholders.

3.  Conduct pre-LOR analysis  to support the development of Building Partnership Capacity {BPC) ({1206, CRSO,
etc...) formerly known as FMS pseudo  cases).	·

4. Coordinate with MCSC Ops and MCSC Albany  LNO to develop MCATS tasking message to conduct Feasibility of
Support {FoS) for BPC and sale from stock equipment requests.
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5. Coordinate with Program Managers (PM) and MCSC Albany  LNO for the development of equipment phase-out plans.

6. Coordinate with HQMC, Navy IPO and PMs to develop $_Urvey message to determine market base of available equipment form USMC stocks.

7. Coordinate with MCSC IP FMS Case Manager on the transition of Pre-LOR activities leading to the development of FMS Classes.

8.  Attend site surveys as directed  by Director/Deputy  Director/FMS Branch Head of the International Programs Directorate and provide a completed and comprehensive study of the country's facilities, maintenance capabilities, and equipment condition.

9.  Represent the organization at meetings and briefings regarding assigned programs.  Develop briefing materials and conduct meetings and briefings as required.
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1. Knowledge of Marine Corps logistics policies and procedures

2.  Knowledge of Security Cooperation activities and functions to meet National Security Strategy objectives.

3, Knowledge and understanding  of Security Assistance Management Manual, DoD 5105.37M.

4. Experience and knowledge of various Security Assistance Programs.

5. Demonstrated ability to establish and maintain effective working relationships with officials, both within and outside of the USG.

6.  Demonstrated ability to engage  with all levels of the workforce and management to identify and address concerns and provide creative and effective solutions.

7. Demonstrated  experience working In a team-based,  Integrated  product and process environment.

8. Demonstrated effective oral and written communications skills.













....


This position requires 15% travel
Must be able to obtain DAWIA levelll certification  In the Life Cycle Logistics  Career Field within 24 months
Must be able to obtain and maintain a Secret clearance
Must complete OGE Form 450, Confidential  Financial Disclosure Report
Must be able to obtain International Affairs Certification:  Level II
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NH-111
CCAS Factors/Broadband Level Descriptors
Factor 1: Problem Solving
Work is timely, efficient, and of acceptable  quality. Completed work meets project/program  objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Independently defines, directs, or leads highly challenging projects/programs. Identifies and resolves highly complex problems not susceptible to treatment by accepted  methods.  Develops, Integrates, and implements solutions to diverse, highly complex  problems  across multiple areas and disciplines. Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to Improve overall program and policies. Establishes precedents  in application of problem-solving techniques to enhance existing processes. Factor 2: Teamwork/Cooperation
Work Is timely, efficient,  and of acceptable quality. Personal and organizational Interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exerclsed appropriately. Works with others to accomplish complex projects/programs. Applies Innovative approaches  to resolve unusual/difficult Issues significantly Impacting Important  policies or programs. Promotes and maintains environment for cooperation and teamwork. Leads and guides others in formulating  and executing team plans. Expertise Is sought by peers.
Factor 3:  Customer Relations
Work  Is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Guides and Integrates functional efforts of individuals or teams In support of customer Interaction. Seel<s innovative approaches to satisfy customers. Establishes customer alliances, anticipates and fulfills customer needs and translates customer needs to program/projects. Interacts Independently and proactively with customers to Identify and define complex/difficult problems and to develop and Implement strategies or techniques for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely, efficient,  and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accom'pllshment. Flexibility, adaptability, and decisiveness are exercised appropriately.  Provides guidance to Individuals/ teams; resolves conflicts. Considered a functional/technical expert by others In the organization;  Is regularly sought out by others for advice and assistance.  Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of Individuals and teams with focus on project/program  issues. Fosters individual/team development by mentoring. Pursues or creates training
development programs for self and others.
Factor 5: Communication
Work Is timely, efficient, and of acceptable  quality. Communications are clear, concise, and at appropriate level.
Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates project or program results to all levels, internaliy and externally.  Reviews and approves, or is a major contributor to/lead author of, management reports or contractual documents for external distribution. Provides inputs to policies, Presents briefings to obtain consensus/approval.
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission.
Flexibility, adaptability, and decisiveness are exerclsed appropriately. Plans and allocates resources to accomplish multiple project/programs. Identifies and optimizes resources to accomplish multiple project/program goals.
Effectively accomplishes multiple project/program goals within established guidelines.
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Title, Series, Grade:	Logistics Management Specialist 	NH·0346·111
References:	Loglsllcs Management Series, GS.0346 TS·7B January 1987 (Titling)
Acquisition Workforce PersonnelDemonstration Project Appendix C, Handbook or OccupationalGroups  and Families May 2009
Organization: SYSCOM
PO N-um-be-r: -C-01-38-4 ---Com-p-Le-ve-l Co-de-:  ----------F-LS-A:----E-xe-mpt	Sensitivity:    NC- Sans

Evaluation Factors

Factor
Levels

Comments


	











1. Problem Solving
	The employee manages the processes olplanning,
directing, managing, monitoring and evaluating and correcting deficiencies In Integrated Logistics Support (ILS) throughout the research,
development and acquisition process. Work
requires mastery knowledge of advanced concepts, principles and practices of ILS functions to the
extent that the employee Is capable of applying new developments,experimentaltheories and experienced judgment to solve novelor obscure problems and develop new approaches. The employee develops documents used for
3 preparation of basic life cycle funding and
budgeting to support the acquisition of the system/equipmenlThe employee must have the
ability to engage with all levels of the workforce and management to Identify and address concerns and provide creative and effective solutions.

	
	
	

	





2. Teamwork/Cooperation
	





3
	The employee supports the management and
Interface with Logistics Element Managers, Contract Support SeJVices, FMF users,schools, Integrated Logistics Support Management Team, Marine Corps Logistics Bases and other Service users at contractor facllitles and government activiUes on Marine Corps and Joint Service acquisitions.The employee actiVely participates as a team member or leader to accomplish assigned projects when necessary.

	



3. Customer Relations
	



3
	The employee Is required to have
establish and maintain effectiVe w relationships with officials,both wi of the USG and the ability to enga of the workforce and managemen address concems and provide cre effectiVe solutions.
	the ability to
orklng
thin and outside
ge with all levels t to Identify and atiVe and

	
	
	
	
















































I




4. Leadership/Supervision

The employe,e actively participates as a team member or leader to accomplish assigned projects when necessary. The employee serves as the
expert logistics management speclalisconcerned with direcllng, developing and perlorming logistics management operations. The employee Is


3 responsible for most or all or the logistics elements
such as training and training devices.















5. Communication










3
The employee must demonstrate effective oral and
written communications skills In order to represent the organization at meetings and briefings
regarding assignedprograms and develops briefing materials and conduct meetings and briefings as required which require engagement with all levels
of the workforce and management to identify and address concerns and provide creatiVe and effective solutions. The employee also is responsible for the coordination, preparation, evaluation and revlaw of Integraled Logistics Suppori (ILS) management and planning documents assuring that tailoring, straamlinlng and acquislUon reform are considered and applied.







6.Aesource Management






3
The employee serves as the expert logistics
management specialist, concerned with directing, developing and perlorming logistics management operations that Involve planning,coordinating ancl evaluating the logisticalaction required to support an assigned program andIs responsibla for manpower and personnel, supply support and cornpuler resources support and packaging.

Remarks:
Signature:
Is/
Nellie M. Tarpley	6/9/2016
HROM 	Date
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I  Location Code 	17.  BIC# M371010****


19.  Work Section


20a. 	Level Supervisor
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- --1--1-ne-lntemationai-Programs-Manager-ser:ves-as-G>ivision-Head,-Agreements-and-Gooperation- rograms.--T-he-G>ivision--1----1
Head is a senior manager and advisor to the Director International Programs.  As a Team Leader, the incumbent provides general and specific management oversight and on-the-job training to the staff within the Division.  The incumbent is a recognized delegated extension of authority and expert consultant in leading, guiding and advising key program officials for program operations.  The advisory services are broad in scope and reflect the major aspects of the incumbent's specialty area within the organization.  The incumbent applies independent judgment in organizational and management analysis theories, concepts, principles, and techniques in the planning, policy development, execution and evaluation of-studies, programs, and initiatives. Develops and assures implementation of new international concepts, corrective actions and changes to reflect  new requirements, technologies and safety concerns.  The incumbent performs unusually difficult assignments under general administrative direction, with
wide latitude  to exercise independentjudgment.

The Division Head serve as senior advisor to Division/Branch Heads and Deputy Director of International Program on USMC Agreements and Cooperation related issues. Executes USMC Agreements and Cooperation programs effectively and efficiently while meeting foreign and domestic warfighter needs, ensuring DoD policy compliance. Develops and implements education and training for the Command on USMC Agreements and Cooperation programs to include but not limited to:  Data Exchange Agreements/Information Exchange Agreements  (DEA/IEA), Memoranda of Understanding/Memoranda of Agreements (MOU/MOA), Project Agreements  (PA), Bailment Agreements, Acquisition and Cross Servicing Agreements (ACSAs), and Coalition Warfare Programs (CWP). Coordinates with PGDs/PMs in promoting and developing international agreements (IAsL cooperative research and development and acquisition opportunities.

Coordinates  lAs with  HQMC and Navy IPO to encourage closer alliances and to improve interoperability and standardization. Develops Command Agreements and Cooperation  policy,procedures and processes and provide input to HQMC and Navy IPO to establish Agreements and Cooperation policy.  Supports and provides advice to PGDs/PMs on promoting and developing international agreements, cooperative  research and development and acquisition opportunities, while protecting U.S. national defense and furthering foreign policy.  This requires  a broad knowledge of USMC Acquisition programs.  Establishes and manages the Agreements and Cooperation database to ensure efficient and accurate recordkeeping for the Command.  Establishes and manages the Agreements  and Cooperation workload indicator and metrics for monthly  reporting requirement to IPD leadership. Serves on a variety of high level boards and committees including representation and/or  liaison with  DoD/DON/MC regarding Agreements  and Cooperation programs.  Conducts convincing presentations and briefings at the DoD/DON/MC command levels. Leads, guides and mentors subordinates  and managers in achieving organizational goals and objectives.
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and processes.
2. Knowledge and experience with International Cooperative  Programs (ICP) to include Export control, Foreign
Disclosure and Technology Transfer relating to defense articles and services.
3.  Ability to represent the United States Government  with  foreign government.
4. Ability to establish and maintain  effective working relationships, not only with team member, but with all levels of key management officials both within and outside ofthe United States Government.
5. Ability to plan, direct and coordinate difficult and complex programs.
6. Ability to analyze problems to identify significant factors, gatber pertinent data and recognize solutions.
7. Ability to plan and organize work.
8. Ability to communicate effectively orally and in writing.






This position  requires 15% travel.


Must be able to obtain and maintain a Secret clearance.
Must complete  OGE Form 450,Confidential Financial Disclosure Report. Must be able to obtain International Affairs Certificate:  Levell!I.
Must be able to obtain Security Cooperation  Workforce  Certification: Level3.























-- ------------ -------- --- ------  ---- -------  - ---- -----------	------- ---- --- ----- ---- - ------- - - - ----11---
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NH-IV
CCAS Factors/Broadband Level Descriptors
Factor 1: Problem Solving 	.
Work is timely, efficient,and of acceptable quality.  Completed  work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Defines, establishes,. and directs organizational focus (on challenging and highly complex project/programs). Identifies  and resolves highly complex problems  that  cross organizational boundaries and promulgates  solutions.  Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts.  Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures.  Works at senior level to define, integrate,and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational  issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental co.ncepts and criteria  and stimulate the development of new policies, methodologies, and  techniques.  Converts strategic goals into  programs orpolicies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient,and of acceptable quality.  Personal and organizational interactions exhibit  and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce  in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational  components. Ensures a cooperative teamwork environment. Leads/guides workforce  in achieving organizational  goals. Participates on high-level teams. Is sought out for consultation.
Factor 3: Customer Relations
Work is timely,efficient,and of acceptable quality.  Personal and organizational interactions enhance customer relations and actively promote rapport  with customers.  Flexibility, adaptability, and decisiveness are exercised appropriately. Leads and manages the organizational  interactions with customers from  a strategic standpoint. Works to assess and promulgate  political, fiscal, and other factors  affecting customer and program/project needs. Works with customer  at management levels to resolve problems  affecting program/projects (e.g., problems  that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support.  Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promotes  commitment to mission accomplishment.  Flexibility, adaptability, and decisiveness are exercised appropriately. Establishes and/or leads teams to carry out complex projects or programs.  Resolves conflicts. Creates climate where empowerment and creativity thrive.  Recognized as a technical/functional authority on specific issues. Leads, defines,manages, and integrates  efforts of several groups or teams.  Ensures organizational mission and program  success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality.  Communications are clear, concise,and at appropriate level.
.Flexionity cfapfab11TtyI   aria·aeasTveness.are-exercisedapproprfately.·oetermlnes a nacommunicatesc)rga n fzatfonal- - - . -
positions on major projects or policies to senior level.  Prepares, reviews, and approves major  reports  or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents
organizational  briefings to convey strategic vision or organizational policies.
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Factor 6: Resource Management
Work is timely, efficient,and of acceptable quality.  Resources are utilized effectively  to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies, tactics, and budget/action plan to· acquire and allocate resources.  Optimizes, controls, and manages all across projects/programs. Develops and
integrates innovative  approaches to attain goals and minimize expenditures.
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18.  Organization


20a.
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lnternationaLPrograms Manager ser_ves asDivisionJ:iead,.Comparative Testing Programs..The-Division Head-is-a - senior manager and advisor to the Director International Programs.  As a Team Leader, the incumbent provides
general and specific management  oversight and on-the-job  training to the staff within  the Division.  The incumbent is a recognized delegated extension of authority and expert consultant in leading,guiding and advising key program officials for program  operations.  The advisory services are broad in scope and reflect the major  aspects of the incumbent's  specialty area within  the organization.  The incumbent applies independent judgment in organizational and management analysis theories,concepts, principles, and techniques in the planning, policy development, execution and evaluation of studies, programs, and initiatives.	Develops and assures implementation of new international concepts, corrective  actions and changes to reflect  new requirements, technologies and safety concerns. The incumbent performs  unusually difficult  assignments under general administrative direction, with
wide latitude  to exercise independent judgment.


The Division Head serves as the senior manager and recognized authority/advisor to Division/Branch Heads and Deputy Director of International Programs on USMC Comparative Testing Programs related issues. Executes USMC Comparative Testing Programs effectively  and efficiently  while meeting foreign and domestic warfighter needs, ensuring DoD policy compliance.  Develops and implements  education and training for the Command on USMC Comparative Testing Programs.

Serves as the Command focal point for USMC Comparative Testing Programs to include but not limited to Defense Acquisition Challenge (DAC) and Foreign Comparative Testing (FCT) Programs. Leads the USMC Comparative Testing. Programs proposal solicitation  efforts. Coordinates with PGDs/PMs in proposal development ofthe Comparative Testing Programs.  Develops and implements  Command Comparative Testing Programs policy, procedures  and processes. Oversight of Comparative Testing Programs projects.  Activities include but are not limited to:  project execution, project  financial management and reporting requirements.











1. Ability to analyze problems to identify significant factors, gather pertinent data and recognize solutions.
2. Ability to plan and organize work.
3. Ability to communicate effectively  orally and in writing.
4. Knowledge of Comparative Testing Programs (CTP) activities and functions to include organization, procedures and processes.
5.  Knowledge and experience with International Cooperative Programs to include Foreign Disclosure ancl ExpoJt  	
control relatingto defense-articles andsentices. 	.	-- 	..   -·	- -- 	---   - 	-	. ..    -  .  .

6. Ability to represent the United States Government with foreign governments.
7. Ability to establish and maintain effective working relationships, not only with team member,but with all levels of key management officials both within and outside of the USG.
8. Ability to plan, direct and coordinate  difficult  and complex programs.
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Thip()sition r quires. ! _o/t,_tray l.

Must be able to obtain  and maintain a Secret Clearance.
Must complete OGE Form 450,Confidential Financial Disclosure Report. This position is subject to random drug testing.
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NH-IV

Factor 1: Problem Solving
--------Work is timely;effic"femf<mdoTacceptabie quality. Compl-eted wo-rk meetspro}ect/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately.  Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs).  Identifies and resolves highly complex problems that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria and stimulate the development of new policies,methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions exhibit and foster cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.
Factor 3: Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately.  Leads and manages the organizational interactions with  customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems affecting program/projects (e.g., problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely,efficient, and of acceptable quality.  Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Establishes and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive.  Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational mission and program success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.
-  Flexibility, adaptability;- and-decisiveness are exercised appropriately. Determines and communicates orgc:rrlizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution.  Resolves diverse viewpoints/controversial issues. Presents organizational briefings to convey strategic vision or organizational policies.
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Factor 6: Resource Management
Woik is timely, efficient, and of acceptable quality.  Resources are utilized  effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Develops, acquires, and allocates resources to

----- -- --·-··-- -------··--,·-  ----- ,------------------ -------  ----- ---------------------------

_,  	 --     --·-  --------- ------- --------- --- - ----- -- --------- ··--- ·------- ----------- ---·-- - -- ---------------- -·---

accomplish multiple project/program goals. Formulates organizational strategies,tactics, and budget/action plan to
acquire and allocate resources.  Optimizes, controls, and manages all across projects/programs. Develops and integrates  innovative approaches to attain goals and minimize expenditures.
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6. Target BB Level/PRO#
N/A

Disclosure/Tech Transfer
8. Position Status 	9. Fair Labor Standards Act

Competitive

Exempt
12. Positive Education Required
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The International Programs Manager serves as Division Head, Foreign Disclosure/Technology  Transfer.  The Division Head is a senior manager and advisor to the Director International Programs.  Asa Team Leader, the incumbent provides general and specific management  oversight and on-the-job training to the staff within the Division.  The incumbent is a recognized delegated extension of authority and expert consultant in leading, guiding and advising
key program officials for program operations.  The advisory services are broad in scope and reflect  the major aspects of the incumbent's specialty area within the organization.  The incumbent applies independent judgment in organizational and management analysis theories, concepts,principles, and techniques in the planning, policy development, execution and evaluation of studies, programs, and initiatives.	Develops and assures implementa,!:ion of new international concepts, corrective actions and changes to reflect  new requirements, technologies and safety concerns.  The incumbent performs  unusually difficult assignments under general administrative direction, with
wide latitude to exercise independent judgment.


The Division Head serves as senior advisor to the Division/Branch Head and Deputy Director  of International Programs (IP} Directorate on USMC Foreign Disclosure and Technology Transfer (FD/TI)  related  issues. Executes USMC FD/TI programs effectively  and efficiently while meeting foreign  and domestic warfighter needs, ensuring DoD policy compliance.  Develops and implements education and training for the Command on USMC FD/TI Programs.  Serves as the Command Designated Disclosure Authority (DDA) and provides disclosure decisions for release ofNational Disclosure Policy (NDP) Categories 2 and 3 information, technology and equipment for the Marine  Corps. Provides timely and concise recommendations for the disclosure and/or release of USG Classified Information (CMI} and Controlled  Unclassified Information (CUI). Enhances internal business practice through the development of Command FD/TI policy, procedures and processes. Coordinates with  HQMC and Navy IPO on Technology Transfer and Security Assistance Review Board (TISARB) requests and Exceptions to NDP requests. Interfaces  with IP Foreign Military Sales (FMS} case manager to provide  foreign disclosure decisions, guidance and support.   Establish and manage the FD/TI database to ensure efficient and accurate recordkeeping for the Command.  Establishes and manages the FD/TI workload indicator and metrics for monthly reporting requirement to IPD leadership.

Serves on a variety of high level boards and committees including representation and/or liaison with  DoD/DON/MC regarding FD/TI programs. Conducts convincing presentations  and briefings at the DoD/DON/MC command levels. Leads, guides and mentors  subordinates and managers in achieving organizational goals and objectives.
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1. Knowledge of Foreign Disclosure and Technology Transfer programs activities and functions to include organization, procedures and processes.
2. Knowledge and experience with International Cooperative Programs (ICP) to include Export control relating to defense articles and services.
3. Ability to represent the USG with foreign governments via oral and written communications.
4. Ability to establish and maintain effective working relationships, not only with team member, but with all levels of key management officials both within and outside ofthe USG.
5. Ability to plan, direct and coordinate difficult and complex programs.
6. Ability to analyze problems to identify significant factors,gather pertinent data and recognize solutions.
7. Ability to plan and organize work.
8. Ability to communicate effectively orally and in writing.







This position requires 15% travel.
Must be able to obtain and maintain a Top Secret Clearance. This position is subject to random drug testing.
Must complete OGE Form 450, Confidential Financial Disclosure Report. Must be able to obtain International Affairs Certification: Level ill.
Must be able to obtain Security Cooperation Workforce Certification: Level 3.
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NH-IV
CCAS Factors/Broadband Level Descriptors
Factor 1: Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies  and resolves highly complex problems that cross organizational  boundaries and promulgates solutions. Resolution of problems  requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides  strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define,integrate,and implement
strategic direction for vital programs with long-term impact on large numbers  of people. Initiates actions to resolve major organizational issues. Promulgates innovative  solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria. and stimulate  the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility,adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational  components. Ensures a cooperative  teamwork environment. Leads/guides workforce  in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.
Factor 3: Customer Relations
Work is timely,efficient,and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads and manages the organizational interactions with  customers from a strategic  standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems affecting program/projects (e.g., problems  that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate  customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or  supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Establishes
and/or  leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate  where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates  efforts  of several groups or teams. Ensures organizational mission and program  success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee  development and cross-functional growth to meet organizational  needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient,and of acceptable quality. Communications  are clear, concise,and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Determines  and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports  or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents organizational  briefings to convey strategic vision or organizational  policies.
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Factor 6: Resource Management
Work is timely, efficient,and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational  strategies, tactics, and budget/action plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates  innovative  approaches to attain goals ahd minimize  expenditures.
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MARINE CORPS SYSTEMS COMMAND
Position Requirements Document (PRO)

1. PRO#	2. Position  Title
C01442 	Supervisory Foreign Affairs Specialist
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Major Duties


Serves as the senior manager and recognized authority/advisor to the Director International Programs.  Develops plans, promulgates, and interprets Department of Defense (DoD}/Department of Navy (DON}/Marines Corps (MC}/command foreign affairs program  policy and guidance.  The incumbent advises, administers, and performs professional work in the formulation and direction of foreign affairs.  Provides general and specific management oversight  of subordinates  in the directorate regarding assigned international programs, to ensure effective  program implementation and consistency with existing foreign affairs policies on a long-term basis. Establishes program  goals and objectives, develops resource estimate and determines resource allocations for the directorate. Ensures international program  objectives, planning and execution including consideration and coordination with similar DON/MC international programs.  Determines if existing international programs effectively accomplish intended goals or if modifications are required to meet command/MC/DON/DoD goals and procedures.

Analyzes, coordinates  and recommends proposals and revisions to DoD/DON/MC  command  initiatives and policies for assigned international programs. Ensures that proposed and implemented policies and procedures  are in accordance with  DoD/DON/MC/command objectives. Serves on a variety of high level foreign affairs boards and committees including  representation and/or  liaison with DoD/DON/MC.  Conducts presentations and briefings on foreign  affairs at the DoD/DON/MC command  levels. Leads guides and mentors  subordinates and managers in achieving organizational goals and objectives. Works to assess and understand customer needs in the command/Marine Corps. Develops reviews and approves a variety of correspondence.  The work requires expert knowledge of two or more occupations  where no one occupation is predominant (e.g.  Security Assistance, International Cooperative Programs,Security Cooperation  Planning,Training, Acquisition, Personnel, and Program Management}.

As Supervisor, the incumbent plans work to be accomplished by subordinates, sets and adjusts priorities, evaluates work performance of subordinates, gives advice or instruction to employees, identifies developmental and training needs for employees, identifies ways to improve  production or increase the quality of work directed, and establishes deadlines and priorities for major projects.  Makes decisions affecting personnel  without regard to political preference, race, color, religion, national  origin, sex, marital  status, age or handicap, and with proper  regard to
employees' privacy.  Resolves conflicts in a positive and constructive manner, attending to the morale and organizational climate issues, handling administrative, management, and EEO issues, and taking disciplinary actions when other means have not been successful. Plans and prepares schedules of completion of work.  Assigns work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments, and the capabilities  of the employees. Hears and resolves complaints  from employees and refers grievances to higher supervision; effects disciplinary  measures as necessary.  Evaluates work performance of subordinates  based on established performance measures; gives advice, counsel, and instruction to employees on their  work performa nce and administrative matters, presents ways to improve  the quality and/or  quantity of their work.  Interviews candidates for positions in the division, recommends appointments, executes hiring authority for qualified new candidates against division vacancy announcements. Develops job descriptions  and standard operating procedures.
Identifies training, conducts on-the-job training  as required, develops strategies as required  within the division. Makes written and oral presentations to report  status and make recommendations. Develops and recommends changes in functions  and organization  of the division, participates in various management surveys, and assures full application of management improvement programs, such as position management effectiveness.   Furthers the EEO and Affirmative Action among subordinates  in accordance with the local Affirmative Action Plan.
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	Knowledge, Skills, & Abilities (KSAs)

	
1. Knowledge of U.S. government policy and programs related to international relations.


2. Expert knowledge  in Security Assistance, International Cooperative  Programs, and Security Cooperation Planning.


3. Ability to analyze problems  to identify significant factors, gather pertinent data and recognize solutions.


4. Ability to plan and organize work.


5. Ability to communicate effectively orally and in writing.

	Conditions of Employment
	L

	
Must be able to obtain  and maintain a secret clearance.


Must  be able to obtain  and maintain Level Ill Certification in International Affairs.


Must be able to obtain  and maintain Level IV Certification in Security Assistance Workforce Development. Must complete  OGE Form 450, Confidential Financial Disclosure Report.
This position  requires 15% travel.
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NH-IV
CCAS Factors/Broadband Level Descriptors


Factor 1:  Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies  and resolves highly complex problems  that cross organizational boundaries  and promulgates solutions. Resolution of problems  requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates  actions to resolve major organizational issues. Promulgates innovative  solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria  and stimulate  the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.

Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit  and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational  components. Ensures a cooperative  teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.

Factor 3:  Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations  and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads and manages the organizational  interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems  affecting program/projects (e.g., problems  that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support.  Stimulates, organizes, and leads overall customer interactions.

Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or  supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Establishes
and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate  where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates  efforts  of several groups or teams. Ensures organizational  mission and program  success. Fosters the development of other team members  by providing guidance or sharing expertise. Directs assignments to
encourage employee  development and cross-functional growth to meet organizational needs. Pursues personal
professional  development.
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Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Determines and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial  issues. Presents
organizational briefings to convey strategic vision or organizational policies.

Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately.  Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies, tactics, and budget/action plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.
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Major Duties


The International Programs Manager serves as the Division Head for Foreign Military Sales. The Division Head is a senior manager and advisor to the Director International Programs.  As a Team Leader,the incumbent provides general and specific management oversight and on-the-job training to the staff within the Division.   The incumbent is a recognized delegated extension of authority and expert consultant in leading, guiding and advising key program officials for program  operations. The advisory services are broad in scope and reflect the major aspects of the incumbent's specialty area within the organization. The incumbent applies independent judgment in organizational and management analysis theories, concepts,principles,and techniques in the planning, policy development, execution and evaluation  of studies,programs, and initiatives.    Develops and assures implementation of new international concepts,corrective actions and changes to reflect  new requirements, technologies and safety concerns.  The incumbent performs  unusually difficult assignments under general administrative direction, with wide latitude to exercise independent judgment.

The Division Head is also a functioning Foreign Military Sales Case Manager. The incumbent provides general and specific management and oversight  and on-the-job-training to other Case Managers within the Division.  Manages respective programs in accordance with DoD/Department of State/DON/Marine Corps Security Assistance policy. Specifically,the Case Manager is responsible to manage the programs in accordance with DOD 5105.38M Security Assistance Manual (SAMM). The Incumbent analyzes,coordinates and recommends proposals and revisions to challenging and highly complex DoD, DON and Marine Corps command initiatives and policies for assigned programs.  Ensures that proposed and implemented policies and procedures  are in accordance with DoD, DON,and Marine Corps command  objectives.   As Case Manager, the incumbent has a role in each of the major elements  of the Foreign Military Sales case: acquisition,programming,logistics, and finance;and is involved in every aspect of planning and executing assigned cases. Integrates functional and inter- and intra-  organizational efforts for the successful performance of a Foreign Military Sales case including logistics and financial management and closure. The Case Manager is the focal point  for case activities and manages all aspects of the Foreign Military Sales Case. The Case Manager must accomplish the program objectives of the assigned case while adhering to applicable laws and regulations.  Objectives are to provide all articles or services included in case on schedule,provide the items within the stated value, and close the case in a timely manner.    The Division Head leads, guides and mentors subordinates and managers in achieving organizational goals and objectives.

The incumbent serves on a variety of high level boards and committees including representation and/or liaison with DoD,DON and Marine  Corps.  Prepares and conducts convincing presentations and briefings at the DoD,DON and Marine Corps levels.  Recommendations and actions are viewed as technically authoritative, with significant  changes being rare.   Works to access and understand customer needs in the Command and Marine Corps. Develops,
reviews and approves a variety of correspondence.


As Supervisor, the incumbent plans work to be accomplished by subordinates, sets and adjusts priorities,evaluates work performance of subordinates,gives advice or instruction to employees, identifies developmental and training needs for employees, identifies ways to improve  production or increase the quality of work directed, and establishes deadlines and priorities for major projects.  Makes decisions affecting personnel without regard to political
preference,race,color, religion, national origin, sex,marital status, age or handicap,and with proper  regard to
employees' privacy.  Resolves conflicts in a positive and constructive manner,attending to the morale and organizational climate issues,handling administrative,management,and EEO issues, and taking disciplinary actions when other means have not been successful. Plans and prepa res schedules of completion of work.  Assigns work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments,and the
 (
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capabilities of the employees. Hears and resolves complaints from employees and refers grievances to higher supervision;effects disciplinary measures as necessary.  Evaluates work performance of subordinates based on established performance measures;gives advice, counsel,and instruction to employees on their  work performance and administrative matters,presents ways to improve the quality  and/or quantity oftheir work.  Interviews candidates for positions in the division,recommends appointments, executes hiring authority for qualified new candidates  against division vacancy announcements. Develops job descriptions  and standard operating procedures. Identifies training,conducts on-the-job training as required, develops strategies as required within the division. Makes written and oral presentations to report status and make recommendations. Develops and recommends changes in functions  and organization of the division,participates in various management surveys,and assures full application of management improvement programs, such as position management effectiveness.  Furthers the EEO and Affirmative Action among subordinates in accordance with the local Affirmative Action Plan.

Knowledge, Skills, & Abilities (KSAs}


1. Ability to analyze problems to identify significant factors,gather pertinent data and recognize solutions.

2. Ability to plan and organize work.


3.  Ability to communicate effectively orally and in writing.


4. Knowledge of Department of Navy/Department of State/Marine Corps FMS policies and procedures.


5.  Knowledge and understanding of Security Assistance Management Manual, DoD 5105.38M.

6. Knowledge  of USMC Foreign Military Sales programs.


7. Experience in working in a team-based,integrated product and process environment.


8. Experience in providing guidance  and direction.


9.   Ability to effectively manage and supervise a staff of professional,technical,and/or administrative employees.

Conditions of Employment

Must  be able to obtain  and maintain a Secret Clearance


Must complete OGE Form 450,Confidential Financial Disclosure Report


Must be able to obtain International Affairs Certification: Level lII


Must be able to obtain Security Cooperation Workforce certification:  Level 4


This position requires 15% travel
 (
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NH-IV
CCAS Factors/Broadband Level Descriptors


Factor 1: Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Defines, establishes,and directs organizational focus (on challenging and highly complex project/programs). Identifies and resolves highly complex problems  that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems,policies, and procedures. Works at senior level to define,integrate,and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management
to establish new fundamental concepts and criteria  and stimulate the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.

Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit  and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative  teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.


Factor 3: Customer Relations
Work is timely,efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability,and decisiveness are exercised appropriately. Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems  affecting program/projects (e.g., problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer  alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.

Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability,and decisiveness are exercised appropriately. Establishes
and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues.Leads,defines, manages,and integrates efforts of several groups or teams. Ensures organizational mission and program success. Fosters the development of other  team members by providing guidance or sharing expertise. Directs assignments to encourage employee  development and cross-functional growth to meet organizational needs. Pursues personal professional  development.





Factor 5: Communication
Work is timely,efficient, and of acceptable quality. Communications are clear,concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Determines and communicates organizational positions  on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external  distribution. Resolves diverse viewpoints/controversial issues. Presents
organizational briefings to convey strategic vision or organizational policies.

Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility,adaptability,and decisiveness are exercised appropriately. Develops, acquires,and  allocates resources to accomplish multiple project/program goals. Formulates organizational strategies,tactics,and budget/action plan to acquire and allocate resources. Optimizes,controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize  expenditures.
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Major Duties


Incumbent serves as a Supervisory Foreign Affairs Specialist in the International Programs Office,Foreign Military Sales (FMS) Division.  The FMS Division develops FMS cases using a total package approach by providing customers equipment,spare parts,publications, training and support.  Incumbent plans, coordinates,implements and executes Marine Corps related Security Cooperation  acquisition and logistics matters,to include the sale of defense articles and services to provide  military assistance to friendly foreign governments (allies).

Incumbent frequently meets with  foreign countries to discuss the possibility of Marine Corps Systems Command (MCSC) providing products to countries to fill a need.  Independently meets with foreign delegates and serves as the lead for the United States regarding FMS cases. Occasionally responds to queries from Congress or Congressional aides on FMS cases. Interfaces  with senior government officials such as foreign delegates,General officers and
other  high-level officials at Flag Level meetings.  Incumbent  may be required to be in a hazardous or hostile environment while in foreign countries.

Incumbent is required to coordinate with various counterparts regarding FMS cases such as the Offices of Secretary of Defense, Department of State, Navy International Programs Office,and Department of Commerce. Works with
the Financial Management Division to ensure financial policies and regulations are followed and to establish prices
on FMS cases. Incumbent  coordinates  with the Logistics Competency to transport the goods to foreign countries and works out all logistical matters.	Serves as Lead Case Manager with responsibilities supporting their assigned Area of Responsibility (AOR) by Combatant  Command (COCOM), such as United States Pacific Command (PACOM), United States European Command (EUCOM), United States Africa Command (AFRICOM), United States Central Command (CENTCOM), Untied States Southern Command (SOUTHCOM), and Untied States Northern Command (NORTHCOM). Responsible for the management of bilateral exercises. Manages high visibility Coalition Partner FMS cases.

Uses the Defense Security Assistance Management System (DSAMS} to track the status of FMS cases. The DSAMS is linked to other government agencies and is used for the execution of the FMS case, pull statistics and ensure milestones  are being met. The overall objective  of the Foreign Affairs Specialist is to provide all articles or services included in the FMS case on schedule, provide the items within the stated value,and close the case in a timely manner.

Incumbent serves as the central point  of contact for matters  related to the work with the Combatant Command to develop plans and priorities for security cooperation/assistance programs for submission/coordination through supervisor to include budget and execution of the following: Foreign Military Sales, organize and lead Case Reconciliation Reviews (CRRs},Program Management Reviews (PMRs),Security Assistance Reviews (SARs), Integrated Logistic Support (ILS) Reviews, information technology reviews, conferences, briefings, and other significant program activities  in the Continental United States  and in the customer country,in order to perform financial,acquisition, and ILS analyses and other security cooperation programs.


Maintains  current knowledge of foreign military organizations,issues,and leaders in assigned countries. Studies, reviews and analyzes USMC publications and policies pertinent to foreign affairs.  Keeps abreast of foreign policy and international security issues. Draws upon extensive experience and knowledge to advise and assist senior leaders in the command on this high profile program  area.  Provides technical guidance to various program managers on the security cooperation program/policy. Studies and analyzes international security affairs to interpret and provide  input on foreign military sales policy.
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The incumbent serves on a variety of high level boards and committees including representation and/or liaison with DoD, DON and Marine Corps. Prepares and conducts convincing presentations and briefings at the DoD, DON and Marine Corps levels.  Recommendations and actions are viewed as technically authoritative,with significant changes being rare.   Works to access and understand customer needs in the Command and Marine Corps. Develops,
reviews and approves a variety of correspondence.

As Supervisor, the incumbent plans work to be accomplished by subordinates, sets and adjusts priorities,evaluates work performance of subordinates, gives advice or instruction to employees, identifies developmental and training needs for employees,identifies ways to improve  production or increase the quality of work directed,and establishes deadlines and priorities for major projects.  Makes decisions affecting personnel without regard to political preference,race,color,religion, national origin,sex, marital status,age or handicap, and with proper  regard to employees' privacy.  Resolves conflicts in a positive and constructive manner,attending to the morale and organizational  climate issues,handling administrative, management,and EEO issues, and taking disciplinary actions when other means have not been successful. Plans and prepares schedules of completion of work.  Assigns work to subordinates  based on priorities, selective consideration  of the difficulty and requirements of assignments,and  the capabilities of the employees. Hears and resolves complaints from employees and refers grievances to higher supervision;effects disciplinary measures as necessary. Evaluates work performance of subordinates  based on established performance measures; gives advice,counsel,and instruction to employees on their  work performance and administrative matters, presents ways to improve the quality and/or  quantity  of their work.  Interviews candidates  for positions in the division,recommends appointments, executes hiring authority for qualified new candidates against division vacancy announcements. Develops job descriptions and standard operating procedures. Identifies  training, conducts on-the-job training as required,develops strategies as required  within the division. Makes written and oral presentations to report  status and make recommendations. Develops and recommends changes in functions  and organization of the division,participates in various management  surveys, and assures full application of management improvement programs,such as position management effectiveness.  Furthers the EEO and Affirmative Action among subordinates in accordance with the local Affirmative Action Plan.
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	Knowledge,Skills,& Abilities (KSAs)
	'

	
1. Ability to analyze problems  to identify significant factors, gathers pertinent data, recognize solutions,plan and organize work.

2. Ability to communicate effectively orally and in writing.

3. Knowledge of Department of Navy/Department of State/Marine Corps FMS policies and procedures.  Must be able to write, execute and close USMC Foreign Military Sales (FMS) cases. Must be able to conduct FMS Program Management Reviews (PMRs),Financial Management Reviews (FMRs),and Security Assistance Reviews on USMC FMS Cases and Commodities.  Must be familiar  with the Defense Security Assistance Management System (DSAMS).

4. Knowledge and understanding of Security Assistance Management Manual,DoD 5105.38M.  Must be able to provide  instruction to their team members on financial and deliverable  information in the system and be able to input  and articulate information attained through Info Warehouse, Management Information System for International Logistics (MISIL),and Security Cooperation Information Portal (SCIP) in order to close cases within Department of the Navy Deadlines

5.  Experience in working in a team-based,integrated product and process environment.


6.   Ability to effectively manage and supervise a staff of professional, technical, and/or  administrative employees.

	Conditions of Employment

	
This position requires 15% travel.


Must be able to obtain and maintain a Secret Clearance.


Must complete  OGE Form 450,Confidential Financial Disclosure Report. Must be able to obtain International Affairs Certification: Level Ill.
Must be able to obtain Security Cooperation Workforce  certification: Level 4.



Page 4 of 6
 (
PRD#C01447
)






NH-IV
CCAS Factors/Broadband Level Descriptors


Factor 1: Problem Solving
Work is timely, efficient,and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability,and decisiveness are exercised appropriately. Defines,establishes,and directs organizational focus (on challenging and highly complex project/programs). Identifies  and resolves highly complex problems that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems,policies,and procedures. Works at senior level to define, integrate, and implement
strategic direction for vital programs with long-term impact on large numbers of people. Initiates  actions to resolve
major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria  and stimulate the development of new policies,methodologies, and techniques. Converts strategic goals into programs or policies.

Factor 2: Teamwork/Cooperation
Work is timely,efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative  teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.

Factor 3: Customer Relations
Work is timely, efficient,and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility,adaptability,and decisiveness are exercised appropriately. Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal,and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems affecting program/projects (e.g.,problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.

Factor 4: Leadership/Supervision
Work is timely,efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability,and decisiveness are exercised appropriately. Establishes
and/or  leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational mission and program success.
Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
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Factor 5:Communication
Work is timely, efficient,and of acceptable quality. Communications are clear,concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Determines and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents organizational briefings to convey strategic vision or organizational policies.

Factor 6: Resource Management
Work is timely, efficient,and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility,adaptability, and decisiveness are exercised appropriately.  Develops,acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies,tactics, and budget/action plan to acquire and allocate resources. Optimizes,controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.

MARINE CORPS SYSTEMS COMMAND
Position Requirements  Document (PRD)


1.  PRD#






















Mission Statement: To serve as the Commandant's agent for acquisition and sustainment of systems and equipment used to accomplish the Marine Corps' warfighting mission.


USMC, Marine Corps Systems Command
18.  Organization

20a. 	level Supervisor 	Competency Director
Steven  Manchester






Business Manager, Workforce Management
Analysis and Services (WMAS)
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Serves as a senior manager and recognized authority/advisor to the Director International Programs. Develops plans, promulgates, and interprets Department of Defense (DoD)/Department of Navy (DON)/Marines  Corps (MC}/command foreign affairs program policy and guidance.  The incumbent advises, administers, and performs professional work in the formulation and direction of foreign affairs.  Provides general and specific management oversight of subordinates in the directorate regarding assigned international programs,to ensure effective  program implementation and consistency with existing foreign affairs policies on a long-term basis. Establishes program  goals and objectives, develops resource estimate  and determines resource allocations for the assigned programs/initiatives. Ensures international program objectives, planning and execution including consideration and coordination with similar DON/MC international programs.  Determines if existing international programs effectively accomplish intended goals or if modifications are required to meet command/MC/DON/DoD goals and procedures.

Analyzes, coordinates and recommends proposals and revisions to DoD/DON/MC command  initiatives  and policies for assigned international programs.  Ensures that propose<:! and implemented policies and procedures are in accordance with DoD/DON/MC/command objectives.  Serves on a variety of high level foreign affairs boards and committees including representation and/or  liaison with DoD/DON/MC.   Conducts presentations and briefings on foreign affairs at the DoD/DON/MC command levels. Leads guides and mentors subordinates and managers in achieving organizational goals and objectives.  Works to assess and understand  customer needs in the command/Marine Corps. Develops reviews and approves a variety of correspondence. The work requires expert knowledge  of two or more occupations where no one occupation is predominant (e.g. Security Assistance, Security Cooperation Planning, Programs, Training, Acquisition, Personnel, and Program Management).

The Foreign Affairs Specialist serves as the Assistant Director International Programs for Cooperative Engagement. The incumbent also serves as International Program's senior advisor for security cooperation and strategic planning related issues. Supports USMC Security Cooperation planning efforts  in support National Security Strategy and maintains awareness of policy and theater support  requirements. Represents the organization  at meetings and briefings regarding assigned programs.  Prepares and conducts convincing presentations and briefings at the Partner Nation, DoD, DON and Marine Corps levels.  Recommendations and actions are viewed  as technically  authoritative, with significant changes being rare.  Achieves organizational goals and objectives.  Works to assess and understand customer needs. Develops, reviews and approves a variety of correspondence.
 (
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Supervisory Duties:


As Supervisor,the  incumbent plans work to be accomplished by subordinates, sets and adjusts priorities, evaluates work performance of subordinates,gives  advice or instruction to employees, identifies developmental and training needs for employees, identifies  ways to improve production or increase the quality of work directed,and establishes deadlines and priorities for major projects.  Makes decisions affecting personnel without regard to political preference,race, color, religion, national  origin, sex, marital status, age or handicap, and with proper  regard to employees' privacy.  Resolves conflicts in a positive and constructive manner, attending to the morale and organizational climate issues, handling administrative, management, and EEO issues, and taking disciplinary actions when other means have not been successful.  Plans and prepares schedules of completion of work.  Assigns work to subordinates based on priorities,selective consideration of the difficulty and requirements of assignments, and the capabilities of the employees.  Hears and resolves complaints from  employees and refers grievances to higher supervision; effects disciplinary  measures as necessary. Evaluates work performance of subordinates based on established performance measures; gives advice, counsel, and instruction to employees  on their work performance and administrative matters, presents ways to improve the quality and/or quantity of their  work.  Interviews candidates for positions in the division, recommends  appointments, executes hiring authority for qualified new candidates against division vacancy announcements. Develops job descriptions and standard operating procedures. Identifies  training, conducts on-the-job training  as required, develops strategies as required within  the division. Makes written and oral presentations to report  status and make recommendations. Develops and recommends changes in functions  and organization  of the division,participates in various management surveys, and assures full application of management improvement programs, such as position management effectiveness.  Furthers the EEO and Affirmative Action among subordinates  in accordance with the local Affirmative Action Pia("!.




1.   Knowledge of Security Cooperation  activities and functions  to meet National Security Strategy objectives.
2.   Ability to plan, direct, and coordinate Cooperative Engagement activities to include Agreements, Building
Partner Capacity, OSD Comparative Test Programs, Export Control, Foreign Disclosure and Technology Transfer.
3.   Ability to establish and maintain  effective  working relationships with all levels of the workforce and key management officials both within and outside of the organization.
4.   Ability to effectively represent  the USG with foreign governments.
5.   Ability to analyze problems to identify significant factors, gather pertinent data and develop innovative and effective solutions.
6.   Ability to supervise and develop employees.
7.   Ability to communicate effectively orally and in writing.








This position  requires 15% travel.


Must be able to obtain and maintain a Secret Clearance.
Must complete  OGE Form 450, Confidential Financial Disclosure Report.
Must be able to obtain and maintain LevellII Certification in International Affairs.
Must be able to obtain and maintain Level IV Certification  in Security Assistance Workforce Development.





NH-JV
CCAS Factors/Broadband Level Descriptors


Factor 1:  Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately.  Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies and resolves highly complex problems that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria and stimulate the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.
Factor 3:  Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately.  Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems affecting program/projects (e.g., problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.  Establishes
and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational mission and program success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Determines and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents organizational briefings to convey strategic vision or organizational policies.





Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately.  Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies, tactics, and budget/action plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.
































	Title, Series, Grade: 	!SUPERVISORY FOREIGN AFFAIRS SPECIALIST, NH-0130-04

	References:

1) Handbook of Occupational Groups and Families May 2009

2) Introduction to the Position Classification Standards TS-134 July 1995, TS-107 August 1991 Revised: August 2009

3) General Schedule Supervisory Guide HRCD-5 June 1998, April1998
4) Civilian Acquisition Workforce Personnel Demonstration Project Department of Defense (DoD) Operation Procedures, Appendix C

	Organization:
	SYSCOM

	PD Number:
	C01455    I Comp Level Code:
	IFLSA: 	I Exempt  !sensitivity: I  Non- Critical Sensitive

	
Evaluation Factors
	
Factor
Levels
	
Comments

	

1. Problem Solving
	

4
	Level 4 is met in that the PRO shows problem solving such Analyzes, coordinates and recommends proposals and revisions to DoD/DoN.MC Command initiatives and policies for assigned international programs.   Ensures proposed and implemented policies and procedures are in accordance with command objectives. Ensures international program objectives,
planning and execution. Establishes program goals.

	


2. Teamwork/Cooperation
	


4
	Level4  is met in that the PRO demonstrates that the incumbent  advised, administers, and perform professional work in the formulation and direction of foreign affairs. Serves as International Program's senior advisor for security cooperation and strategic planning related issues. Plans and prepare schedules of completion of work. Hears and resolves complaints from employees. Leads and mentors subordinates and managers in achieving organization goals and objectives.

	
3. Customer Relations
	
4
	Level4  is met that responsibilities in the PRO shows the incumbent works to assess and understand customer needs.  Determines existing international programs effectively accomplish intended goals or makes modification to meet command goals and procedures.

	

4. Leadership/Supervision
	

4
	Level4 is met in that the PD demonstrates that the incumbent plans work to be accomplished by subordinates; evaluates work performance; gives advise or instruction to employees; identifies developmental and training needs for employees; hears and resolves complaints from employees; develops job descriptions and standard operating procedures.

	

5. Communication
	

4
	Level4  is met in that the incumbenrs responsibilities include representing the organization at meeting and briefing regarding assigned programs; prepares and conduct presentations and briefing for the Partner Nations, DoD, Don and Marine Corps levels. Conducts presentation and briefing on foreign affairs; Develops , reviews and approves a variety of correspondence; makes written and oral presentation to report status and make recommendations.

	

6.Resource Management
	

4
	Level 4 is met in that the PRO shows the incumbent develops resource estimates and determines resource allocations for assigned programs and initiatives. Plans and prepares schedules of completion of work; assigned work to subordinates base on priorities, difficulty and requirements and capabilities of the employees.

	Remarks: 		Per the definition provided in Reference 1, Reference 2, Reference 3 and based on the duties and descriptions provided in the PO, the Title and Series is: Supervisory Foreign
, Affairs Specialist.  Per Reference 4 the grade for this position is: 4.

	Signature:
/s/
Forest Brown 04 APR 2016
HROM 	Date
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17.  BIC # M371010****


18.  Organization


20a.  1st Level Supervisor 	20c. Competency Director
Brian l<ummer
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Serves as the senior manager and recognized authority/advisor to the Assistant Director International Programs for Cooperative Engagement.  Develops plans, promulgates, and interprets Department of Defense (DoD}/Department of Navy (DON}/Marines Corps (MC)/command foreign affairs program policy and guidance.  The incumbent advises, administers, and performs  professional work in the formulation and direction offoreign affairs.  Provides general and specific management oversight of subordinates in the directorate regarding assigned international programs,to
ensure effective  program  implementation and consistency with  existing foreign affairs policies on a long-term basis. Establishes program goals and objectives, develops resource estimate  and determines  resource allocations for the assigned programs/initiatives. Ensures international program  objectives, planning and execution including consideration and coordination with similar DON/MC international programs.  Determines if existing international programs effectively accomplish intended goals or if modifications are required to meet command/MC/DON/DoD goals and procedures.

Analyzes, coordinates and recommends  proposals and revisions to DoD/DON/MC command  initiatives  and policies for assigned international programs. Ensures that  proposed and implemented policies and procedures are in accordance with DoD/DON/MC/command objectives. Serves on a variety of high level foreign affairs boards and . committees including representation and/or  liaison with DoD/DON/MC. Conducts presentations and briefings  on foreign affairs at the DoD/DON/MC command levels. Leads guides and mentors subordinates and managers in achieving organizational goals and objectives. Works to assess and understand customer needs in the command/Marine Corps. Develops reviews and approves a variety  of correspondence. The work requires  expert knowledge of two  or more occupations where no one occupation is predominant (e.g. Security Assistance, Security Cooperation  Planning, Programs,Training, Acquisition, Personnel, and Program Management).

The Foreign Affairs Specialist serves the Strategic Engagement Lead. The incumbent also serves as International Program's senior advisor for security cooperation and strategic planning related issues. Supports the USMC Security Cooperation Community of Interest.  Coordinates with the MARFORs, Marine  Corps Security Cooperation  Group and HQMC PP&O to maintain awareness of policy and theater  support requirements. Assists Partner Nations improve their capabilities through Security Cooperation programs.  Represents the organization  at meetings and briefings regarding assigned programs.  Prepares and conducts convincing presentations  and briefings at the Partner Nation, DoD, DON and Marine Corps levels. Recommendations and actions are viewed as technically  authoritative, with significant changes being rare.  Achieves organizational  goals and objectives.  Works to assess and understand customer needs.  Develops, reviews and approves a variety of correspondence.




















Page 2 of 5
 (
PRD#C01456
)






1.   Ability to analyze problems to identify significant factors, gather pertinent data and recognize solutions.
2.   Ability to plan and organize work.
3.   Ability to communicate effectively orally and in writing.
4. 	Knowledge of Security Cooperation activities and functions to meet National Security, Strategy objectives.
5.   Ability to represent the USG with foreign governments via oral and written communications.
6.   Ability to establish and maintain effective working relationships with all levels of key management officials both within and outside of the organization.
7.   Ability to plan, direct, and coordinate difficult and complex programs.
8.   Ability to engage with all levels of the workforce and management to identify and address concerns and provide creative and effective solutions.






























This position requires 15% travel.

Must be able to obtain and maintain a Secret Clearance.
Must complete OGE Form 450, Confidential Financial Disclosure Report.
Must be able to obtain and maintain Levell II  Certification  in International Affairs.
Must be able to obtain and maintain Level  IV Certification  in Security Assistance Workforce Development
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NH JV
CCAS Factors/Broadband Level Descriptors

Factor 1:  Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately.  Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies and resolves highly complex problems that cross organizational boundaries and promulg.ates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria and stimulate the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components.  Ensures a cooperative teamwork environment. Leads/guides workforce in achieving organizational  goals. Participates on high-level teams. Is sought out for consultation.
Factor 3: Customer Relations
Work is timely,  efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately.  Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project  needs. Works with customer at management levels to resolve problems affecting program/projects (e.g., problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.  Establishes
and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational mission and program success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Determines and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents organizational briefings to convey strategic vision or organizational policies.




Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately.  Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies, tactics, and budget/action  plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.


	Title, Series, Grade: 	IFOREIGN AFFAIRS SPECIALIST, NH-0130-04

	References:

1) Handbook of Occupational Groups and Families May 2009

2) Introduction to the Position Classification Standards TS-134 July 1995, TS-107 August 1991 Revised: August 2009
3) Civilian Acquisition Workforce Personnel Demonstration Project Department of Defense (DoD) Operation Procedures, Appendix C

	Organization:
	SYSCOM

	PO Number:
	C01456    I Comp Level Code:
	IFLSA: 	I Exempt  !sensitivity: I  Non- Critical Sensitive

	
Evaluation Factors
	
Factor
Levels
	
Comments

	


1. Problem Solving
	


4
	Level4  is met in that the PRO shows problem solving such as analyzing, coordinating and
recommending proposals and revision to DoD/Don/MC command initiatives and policies for assigned international programs. Further, the incumbent insures international program objectives, planning and executing including consideration and coordination with similar DoN/MC international Programs, and determines if existing international programs effectively accomplish intended goals or if modifications are required.

	

2. Teamwork/Cooperation
	

4
	Level4 is met in that the PD demonstrates that the incumbent work involves providing general and specific management oversight of subordinates in the directorate regarding assigned international programs, to ensure effective program implementation and consistency with existing foreign affairs policies on a long-term basis.  Serves on a variety of high level foreign affairs boards and committees including representation and/or liaison with DoD/DoN/MC.

	

3. Customer Relations
	

4
	Level4  is met that responsibilities in the PRO show the incumbent serves as an International Program senior advisor for security cooperation and strategic planning related issues. Support the USMC security cooperation Community of Interest.  Assists Partner Nations improve their capabilities through Security Cooperation programs.  Work involves assessing and understanding customer needs.

	

4. Leadership/Supervision
	

4
	Level4 is met in that the PRO demonstrates that the incumbent has responsibility in leading the oversees subordinate in assigned international programs, and insures effective program implementation and consistency with  foreign affairs policies on a long-term basis. Serves on a variety of high level foreign affairs boards and committees.

	

5. Communication
	

4
	Level 4 is met in that the incumbent's responsibilities include conducting presentations and briefings on foreign affairs at DoD/DoN/MC command levels.  Further, represents MCSC at meetings and briefings regarding assigned programs and prepares and conducts presentations and briefings in support of the Partner Nation/DoD/Don and MC levels.

	

6.Resource Management
	

4
	Level 4 is met in that the PRO shows the incumbent assist Partner Nations improve their capabilities using Security Cooperation programs; determines if existing international programs effectively accomplish intended goals or if modification are required to meet command goal and procedures. Further the incumbent develops resource estimates and determines resource allocations for assigned programs.

	Remarks: 	Per the definition provided in Reference 2 and based on the duties and discriptions provided in the PD, the Title and Series is: Foreign Affairs Specialist, 0130.  Per Reference 2 the grade for this position is: 04.

	Signature:
Is!
Forest Brown 04 APR 2016
HROM 	Date



	MARINE CORPS SYSTEMS COMMAND
Position Requirements Document (PRD)

	Position Information




	1.  PRD#
	2. Position Title

	CO1457
	Lead Logistics Management Specialist

	3.  Career Path
	4.  Series
	5.  Broadband Level
	6.  Target BB Level/PRD#

	NH
	0346
	IV


	N/A


	7.  Organizational Title

	Foreign Military Sales Security Asst. Team Lead

	8.  Position Status
	9.  Fair Labor Standards Act

	10. Supervisory/Bus Code

	Competitive	Exempt	7 - Team Lead/7777


	11.  Financial Statements Required
	12.  Positive Education Required
	13.  Position Sensitivity

	Yes (OGE Form 450 Required)	No 	2 - Non-Critical Sensitive
	DAWIA Information

	14a.  Career Field
	14b.  Level

	L - Life Cycle Logistics - Acquisition Logistics	Level III
	14c.  Critical Acquisition Position (CAP) 
	14d.  Key Leadership Position (KLP) 

	No	No
	Organizational Information

	Mission Statement:  To serve as the Commandant’s agent for acquisition and sustainment of systems and equipment used to accomplish the Marine Corps’ warfighting mission.





	15.  Activity
	16.  Duty Station/Geographical Location Code
	17.  BIC# M371010****

	USMC, Marine Corps Systems Command
	Quantico, VA  512010153	

	18.  Organization  
	19.  Work Section

	
	

	20a.  1st Level Supervisor
	20b.  2nd Level Supervisor
	20c.  Competency Director

	
	
	Richard Sessions

	Classification Certification

	This position has been classified in accordance with Acquisition Workforce Personnel Demonstration Project broadbanding criteria.

	Classification Certification Signature
	Title
	Date

	
	Business Manager, Workforce Management Analysis and Services (WMAS)
	

	Management Official Signature
	Title
	Date

	
	Director, Workforce Management (WM)
	

	Remarks
	Review Date

	
	




	Major Duties

	The Lead Logistics Management Specialist serves as a Team Lead and recognized authority/consultant and/or senior manager for the Integrated Logistics Support team for Foreign Military Sales, responsible for directing, developing, and implementing Department of Defense/Department of Navy/Marine Corps and command logistics policies for weapons systems/equipment acquisition in the areas of Integrated Logistics Support and/or Foreign Military Sales. The employee is responsible for most or all of the logistics elements (i.e., maintenance plan; manpower and personnel; supply support; support and test equipment; training and training devices; technical data; computer resources support; and packaging handling, storage, transportation, and facilities). The employee works under the administrative direction of the supervisor. Results of the employee's work are considered technically authoritative and normally reviewed without change. The incumbent provides authoritative advice and recommendations in situations where guidelines and procedures do not exist and where there are usually differences of opinion and approaches among the participants within the programs. This level of work requires an advanced knowledge of the policies, concepts, and theories of logistics management and a practical knowledge of engineering.
The employee analyzes, evaluates, and reviews proposed and existing logistics policies and related issues of high visibility to the Department of Defense/Department of Navy and the Marine Corps. Policies pertain to logistics programs encompassing planning, acquisitions, fielding’s, and management of highly complex systems of high monetary value, characterized by new and emerging technologies; use of new or innovative military strategies; unusual fielding requirements; and special or unusual training, storage, or shipping. As an authority, oversees and monitors planning and implementation of complex logistics programs for cradle to grave life cycle sustainment. 
The incumbent represents the Marine Corps on Department of Defense and Department of Navy boards, committees, and study groups regarding logistics management issues. Develops and presents convincing oral/written presentations to all levels of government and other management.
The incumbent is responsible for leading the day-to-day work of subordinates assigned to the team.  Serves as the acting supervisor as directed.  Ensures that the organizations strategic plan, mission, vision and values are communicated to the team and integrated into the teams strategies, goals, objectives, work plans and work products and services.  Articulates and communicates to the team the assignment, project, problem to be solved, actionable events, milestones, and/or program issues under review, and deadlines and time frames for completion.  Coaches the team in the selection and application of appropriate problem solving methods and techniques; provides advice on work methods, practices and procedures; and assists the team and/or individual members in identifying the parameters of a viable solution.  Leads the team by: identifying, distributing and balancing workload and tasks among employees in accordance with established work flow, skill level and or occupational specialization; makes adjustments to accomplish the workload in accordance with established priorities to ensure timely accomplishment of assigned team tasks; and ensures that each employee has an integral role in developing the final team product.  Trains or arranges for the training of team members in methods and techniques of team building and working in teams to accomplish tasks or projects, and provides or arranges for specific administrative or technical training necessary for accomplishment of individual and team tasks.  Monitors and reports on the status and progress of work, checking on work in progress and reviewing completed work to see that the supervisor’s instructions on work priorities, methods, deadlines and quality have been met.  Makes available policies, procedures and written instructions from the supervisor; maintains current knowledge to answer questions from team members on procedures, policies, directives etc.  Reports to the supervisor periodically on team and individual work accomplishments, problems, progress in mastering tasks and work processes, and individual and team training needs.  Estimates and reports to the team on progress in meeting established milestones and deadlines for completion of assignments, projects and tasks.  Researches, learns and applies a wide range of qualitative and/or quantitative methods to identify, access, analyze and improve team effectiveness, efficiency and work products.

Provides on the job training to new employees and recommends to supervisor training that needs to be identified on the employees' individual development plan; resolves informal employee complaints and refers others to supervisor; and, makes suggestions to supervisor, as required, concerning promotions, reassignments, recognition of outstanding performance, and other personnel needs.









































	Knowledge, Skills, & Abilities (KSAs)

	
1.  Knowledge of Marine Corps logistics policies and procedures 

2.  Knowledge of Security Cooperation activities and functions to meet National Security Strategy objectives.

3.  Knowledge and understanding of Security Assistance Management Manual, DoD 5105.37M.

4.  Experience and knowledge of various Security Assistance Programs.

5.  Demonstrated ability to establish and maintain effective working relationships with officials, both within and outside of the USG.

6.  Demonstrated ability to engage with all levels of the workforce and management to identify and address concerns and provide creative and effective solutions.

7.  Demonstrated experience working in a team-based, integrated product and process environment.

8.  Demonstrated effective oral and written communications skills.

       9.  Ability to analyze problems to identify significant factors, gathers pertinent data, and recognizes solutions.

    10.   Ability to plan and organize work











	Conditions of Employment

	
This position requires 15% travel.

Must be able to obtain and maintain a Secret clearance.
Must complete OGE Form 450, Confidential Financial Disclosure Report.
Must be able to obtain International Affairs Certification:  Level III.


































NH- IV
CCAS Factors/Broadband Level Descriptors

Factor 1:  Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately.  Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies and resolves highly complex problems that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies. Works with senior management to establish new fundamental concepts and criteria and stimulate the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2:  Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level teams. Is sought out for consultation.
Factor 3:  Customer Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote rapport with customers. Flexibility, adaptability, and decisiveness are exercised appropriately.  Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate political, fiscal, and other factors affecting customer and program/project needs. Works with customer at management levels to resolve problems affecting program/projects (e.g., problems that involve determining priorities and resolving conflicts among customers? requirements). Works at senior level to stimulate customer alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately.  Establishes and/or leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational mission and program success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately.  Determines and communicates organizational positions on major projects or policies to senior level. Prepares, reviews, and approves major reports or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents organizational briefings to convey strategic vision or organizational policies.
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately.  Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies, tactics, and budget/action plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.




Classification & Qualifications General Schedule Qualification Standards
Foreign Affairs Series, 0130
Individual Occupational Requirements
Basic Requirements
Degree: major or equivalent, or a combination of courses totaling at least 24 semester hours, in international law and international relations, political science, economics, history, sociology, geography, social or cultural anthropology, law, statistics, or in the humanities; or 12 semester hours in one of the above disciplines and 12 semester hours in statistics/quantitative methods.
OR
Combination of education and experience: courses equivalent to a major, or a combination of related courses totaling at least 24 semester hours, as shown in A above, plus appropriate experience or additional education.
OR
Experience: four years of appropriate experience in one or more of the fields listed above in work associated with international organizations, problems, or other aspects of foreign affairs.
Evaluation of Experience
Qualifying work experience may have been gained through residence, study, teaching, business or commercial activities, military service, newspaper work, military or civil government activities, missionary or international relief work, or other experience in foreign countries.
For positions at grades GS-12 and above, this experience must have included either (a) responsibility for the direction and coordination of research, analysis, or other professional work in one or more of the fields listed in A above, or (b) specialized professional work of a high level of difficulty and responsibility in one or more of these fields. This high level experience must have been in such specialized activities as (1) formulation of instructions and policy guidance for United States representatives in international organizations; (2) transport and communication involving knowledge of economic, political, and technical aspects of international aviation, shipping, inland transport, or radio, telephone, and telegraph, etc.; (3) cultural affairs involving formulation and operation of policy on large-scale international cultural exchange programs; (4) occupied area affairs involving problems of occupation of conquered or liberated countries, regions, or zones; or (5) other specialized international affairs such as analyzing public opinion and attitudes, evaluating specific conditions, trends, or forces in a foreign country, formulating policy on problems of petroleum resources or fisheries, etc., representing foreign interests, protecting American property or interests, arranging for conferences, or similar activities.
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SERIES DEFINITION

This series includes positions the duties of which are to perform, supervise, or manage nonprofessional, two-grade interval work for which no other series is appropriate.  The work requires analytical ability, judgment, discretion, and knowledge of a substantial body of administrative or program principles, concepts, policies, and objectives.

This series definition supersedes the previous definition of the General Clerical and Administrative Series, GS-301.  The revised definition for the Miscellaneous Administration and Program Series, GS-301, covers only the administrative (i.e., nonprofessional, two-grade
interval) work of the previous GS-301 series definition. The clerical and other one-grade interval work is covered in the new  Miscellaneous Clerk and Assistant Series, GS-0303.

COVERAGE

The purpose of this series is, to cover two-grade interval work which is not elsewhere classifiable.  The essential criteria for classifying positions in this series are:

1. that the primary work of the position is of an administrative, two-grade interval nature; and

2. that the primary work of the position is not classifiable in any other series.

Positions classified in the Miscellaneous Administration and Program Series, GS-0301, involve specialized work for which no appropriate occupational series has been established.  Typically, positions in this series are too few of a kind to have been recognized as separate lines of work. Some positions involve new or emerging work or, more rarely, mixtures of work that cannot be identified with an established series (see the SERIES DETERMINATION section of this fly sheet).
EXCLUSIONS


1. Positions that involve work for which a specific series exists. Such positions should he classified in the appropriate specific series, e.g., the Management and Program Analysis Series, GS-0343, the Quality Assurance Series, GS-1910.

2. Positions which cannot be identified with a specific series but are covered by another occupational group that has a general or miscellaneous series.  Such positions should he classified in that series, e.g., the  General Business and Industry Series, GS-1101.

3. Positions which include work covered by two or more professional series (e.g., Aerospace Engineering Series, GS-0861, and Mathematics Series, GS-1520) and requiring employees with professional qualifications should he classified in the appropriate professional series.

4. Positions which include work covered by a professional series (e. g., Electronics Engineering Series, GS-0855) and a nonprofessional series, (e.g., Information Technology Management Series, GS-2210) and recurring professional qualifications should be classified in the professional series.





5. Work which involves responsibility for providing a combination of various management services such as personnel, budget, and management analysis should be classified in the Administrative Officer Series, GS-0341.

6. Positions that primarily involve (one-grade interval) clerk, assistant, or technician work for which there is no appropriate series. Such positions should be classified in the  Miscellaneous Clerk and Assistant Series, GS-0303.

NATURE OF THE WORK


Work that is classified in a two-grade interval pattern up through GS-11 (i.e., GS-5, 7, 9, and 11) which has not been designated as professional in a series definition is generally referred to as administrative. Administrative work (and here the term administrative is used broadly to refer to positions on both the program or mission and the administrative or management services side of an organization) requires knowledge of the principles, concepts, policies, and objectives applicable to a program or administrative area. Although administrative work may not require education in specialized fields, it does involve skills (e.g., analytical, research, writing, and judgment) typically demonstrated by substantial, responsible experience the equivalent of a college level education.

The duties of trainees in administrative fields often overlap those of full performance employees doing procedural work.  In such cases the purpose of the assignment and the career ladder must be considered. For administrative or program specialist trainees such assignments are a temporary stage in their development to do work of a more judgmental and analytical nature. Additional guidance on distinguishing between one-grade interval and two-grade interval work
is available in several standards that discuss this issue, e.g., the Human Resources Assistance Series, GS-0203, the Management Clerical and Assistance Series, GS-0344, the Medical Technologist Series, GS-0644, and the Engineering Group, GS-0800. Although these discussions relate to particular kinds of work, they may be helpful in understanding the differences between one- and two-grade interval work as they relate to the entire General Schedule occupational structure.

SERIES DETERMINATION

Positions frequently involve mixtures of work classifiable in more than one occupational series. As a general rule, mixed positions should be classified in the series appropriate for the paramount qualifications required.  If qualifications in two or more occupations are equally important, the position should be classified in the series appropriate to the grade controlling duties.  If, in such a case, the grade level of the various duties of the position is equal, the position should be classified in any one of the series involved that would provide a satisfactory recruiting base.

The qualification requirements of the series in which a mixed position has been classified should constitute the principal recruiting base for filling the position.  Other qualifications needed to do



the work that fall outside of the chosen series may constitute selective or quality ranking factors. Only in those relatively rare cases where none of the qualification standards for the series involved would provide an adequate avenue of recruitment should classification in the Miscellaneous Administration and Program Series, GS-0301, be considered.

Some positions involve new or unusual kinds of work not exactly described in any established occupational series. In classifying such positions one should choose the specialized series that best-fits the type of work. The fact that the duties of a position do not precisely match the definition of a series does not prohibit its use. If the position requires the same basic qualifications, the series should be used. Again, as in the case of mixed positions, the Miscellaneous Administration and Program Series, GS-0301, should be used only as a final recourse.

Certain series definitions do not specifically mention planning, development, evaluative, managerial, or other common functions that may be performed by employees in an occupation. However, if the basic subject matter knowledges, the skills, and the career ladder for the
positions engaged in such functions are within a specific series, the positions should be classified in that series rather than the Miscellaneous Administration and Program Series, GS-0301.

TITLES

No titles are specified for positions in this series.  To avoid confusion with the Administrative Officer Series, however, it would be desirable not to use the word "administrative" in the titling. In constructing titles, follow the guidance in the  Introduction to the Position Classification Standards.

EVALUATION OF POSITIONS

Individual worker positions classified in this series are to be evaluated by reference to an appropriate multiseries guide or, if none is applicable, a standard for a specific occupational series that involves analogous knowledges and skills.

Positions classified in this series that meet the criteria of the  General Schedule Supervisory
Guide  for evaluation as supervisors are to be evaluated by that guide.
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SERIES DEFINITION


This series includes positions in which the employees are responsible for providing or obtaining
a variety of management services essential to the direction and operation of an organization.  The paramount qualifications required are extensive knowledge and understanding of management principles, practices, methods and techniques, and skill in integrating management services with the general management of an organization.


EXPLANATORY STATEMENT


Administrative management work is primarily concerned with providing, securing or negotiating for the resources or services needed to manage and run an organization.  It involves direct assistance to the "operating" manager -- i.e., the official with the primary responsibility for the direction of an organization or unit established to accomplish a basic goal or mission.

An administrative officer aids the operating manager and subordinate operating officials in getting things done through his knowledge of and skills in dealing with organization, methods, funds, people, equipment, and other tools or resources of management.  Ordinarily, he has a responsible role in the management of both financial and human resources because of his immediate relationship to the operating manager.  He generally does key work in several other vital functions or services such as management analysis, procurement, contract administration, property management, space management, security administration, reports management, data processing, and similar or closely related activities.  (Note: This series covers only work of a two-grade interval nature.  See Digest 7.)

Intrinsic to administrative management work is knowledge of the organization served and its mission.  Administrative management work requires a very good understanding of all, or nearly all, of the following:

-- The objectives of management;

-- how the unit or entity served is organized to carry out these objectives;

-- the kinds of operating programs, projects and/or tasks that are involved;

-- the means for, and problems involved in, obtaining and controlling the financial resources needed;

-- the types of positions needed;

-- the kinds of training, experience and abilities required by employees;

-- the kinds of equipment and material generally used;



-- lines and extent of authority within the organization and at higher levels;

-- the kinds of practical problems employees encounter in their work; and

-- the environmental conditions under which work is performed.

Along with an understanding of these items, administrative management work requires knowledge of the relative importance of various work operations, and of the relative importance of various management services to these operations.

Combined with this understanding and knowledge must be a management sense of what needs to be done, and when to do it. Most importantly, administrative management requires the ability to apply such understanding and knowledge in solving the practical problems of management.

An administrative officer is a generalist.  The total management process is his interest, and the proficiency required involves many aspects of management.  General management skills are the paramount requirement. Though aspects such as budget administration and personnel management assume major importance in many positions and other aspects such as procurement and property management are also important in many jobs, no single functional, resource or service area forms a basis for the paramount skills.  (See  Digest 10 for guidance on general management vs. technical skills.)

Administrative officer positions typically include such duties and responsibilities as the following, or comparable duties:

1. Helping management to identify its financial, personnel, and material needs and problems.

2. Developing budget estimates and justifications; making sure that funds are used in accordance with the operating budget.

3. Counseling management in developing and maintaining sound organization structures, improving management methods and procedures, and seeing to the effective use of men, money, and materials.

4. Collaborating with personnel specialists in finding solutions to management problems arising out of changes in work which have an impact on jobs and employees.

5. Advising on and negotiating contracts, agreements, and cooperative arrangements with other government agencies, universities, or private organizations.

Administrative officer positions are mainly of two broad types.  One type is the chief of a central administrative unit which provides services to a number of operating divisions, field offices, or other units each headed by an operating manager.  The central administrative unit includes specialist positions in various areas such as budget, data processing, etc.  The administrative unit chief has considerable authority to complete personnel actions, obligate funds, make purchases, etc.





The second broad type is the administrative officer position in an operating sub-division of an organization which receives services from central servicing offices such as personnel, procurement and administrative offices having substantial authority to complete action in some administrative matters.  This second type administrative officer usually has few or no personnel specialists, management analysts, procurement agents, etc., and limited authority in personnel and procurement matters; however, he (like the first type) may be engaged in any of the illustrative duties described above.


DISTINCTIONS BETWEEN ADMINISTRATIVE OFFICER JOBS AND RELATED KINDS OF WORK


(Only key distinguishing points are discussed)

Administrative officers may perform work in the fields of management analysis, financial management, office services management and program analysis.  However, when work in any of these fields appears in an administrative officer's position, it is but a part of his overall job and not the primary concern, as is the case in the more specialized positions described below:

Management analysis

These positions are primarily concerned with the solution of management problems through studies that involve consideration and development of changes in managerial policies, practices, methods, procedures, and/or organizational structures. Management analysts are not usually responsible for the immediate handling and solution of a variety and number of day-to-day practical management problems.

Financial management

Financial management positions are concerned primarily with the financial affairs of an organization (including at least the functions of budgeting, accounting, and managerial-financial reporting). Financial managers may also have responsibilities for other management services such as management analysis, records management, auditing, statistics, and data processing systems. The primary qualification requirement, however, is knowledge and ability in the field of financial management.

Office services management

Office services management positions do not normally include responsibilities for providing or obtaining management services such as personnel management, funds management, and management analysis.  These management services are typically found in administrative officer positions.



Program analysis

Program analysis positions are primarily concerned with analyzing operating programs to evaluate their effectiveness in achieving an organization's objectives.  The factfinding and analysis in program analysis jobs may involve a review of the supporting services provided to management, but these jobs do not typically include responsibility for providing these supporting services.


TITLE


*The title for trainee or developmental jobs is Administrative Assistant.

The title Administrative Officer is established for all nontrainee positions in this series. This title is applicable to both supervisory and nonsupervisory positions in the series.  Basic requirements of these positions include general management skills, a knowledge of human relations, and the ability to motivate others.  The title Administrative Officer reflects the essential character of all these positions, supervisory and nonsupervisory alike. This is an exception to the general rules set forth in the introductory material to the standards on pages 39 and 40.  The presence or absence of supervisory qualification requirements can be documented in the position description and spotlighted for attention in the selection process.


GRADE EVALUATION


Notwithstanding their common elements, administrative officer positions differ greatly in their makeup and nature. There are substantial variations in the mix or kinds of management assistance functions or services present, and in the significance of any of the functions in a job. Also, there are great variations in the environment in which the positions operate (i.e., in the kind of organization, program, management level and other factors involved). Because of this very heterogeneous nature of positions classifiable in this series, it is not feasible to prepare definitive and comprehensive grade-level criteria for such positions.

The following standards may be appropriate, depending upon a position's content and its environment, in evaluating major aspects of administrative officer positions: the Financial Management Series, GS-0505; the Job Family Position Classification Standard for Administrative Work in the Human Resources Management Group, GS-0200; the Management and Program Analysis Series, GS-0343; the Job Family Position Classification Standard for Professional and Administrative Work in the Accounting and Budget Group, GS-0500; Part II of the General Schedule Supervisory Guide; and such other standards for other kinds of work related to major duties or functions. Such standards together with sound classification principles are to be used in making a total assessment of administrative officer positions.
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SERIES DEFINITION


This series covers positions concerned with directing, developing, or performing logistics management operations that involve planning, coordinating, or evaluating the logistical actions required to support a specified mission, weapons system, or other designated program.  The work involves (1) identifying the specific requirements for money, manpower, material, facilities, and services needed to support the program and (2) correlating those requirements with program
plans to assure that the needed support is provided at the right time and place. Logistics work requires (1) knowledge of agency program planning, funding, and management information systems, (2) broad knowledge of the organization and functions of activities involved in providing logistical support, and (3) ability to coordinate and evaluate the efforts of functional specialists to identify specific requirements and to develop and adjust plans and schedules for the actions needed to meet each requirement on time.

Positions in this series require some degree of specialized knowledge of some or all of the logistics support activities involved.  The paramount qualification requirement, however, is the ability to integrate the separate functions in planning or implementing a logistics management program.  (Positions in which specialized knowledges of logistics support functions are the paramount requirement are classified to whichever specialized or general series is most appropriate.)

(This standard supersedes the series coverage standard for the Logistics Management Series, GS-0346, issued in June 1972.)


SERIES COVERAGE


The primary responsibilities of logistics management specialists are:

-- To identify all activities that will be involved in providing needed logistical support;

-- To integrate the actions required of each activity into a comprehensive logistics plan in support of or to be incorporated into overall program plans;

-- To monitor progress toward meeting the logistics plan and to identify the cause and impact of delays or other problems (varying degrees of responsibility for taking actions to prevent or overcome such problems may also be included);

-- To adjust plans and schedules for all related actions as required by delays or changes to logistics requirements; and

-- To evaluate plans for and provision of logistical support for feasibility, efficiency, and economy, and to develop alternatives when required.



The performance of this work requires the application of broad knowledges of a wide variety of logistics support activities.  These include, but are not limited to:

-- The determination of detailed requirements, within available or allocated resources, for funds, manpower, facilities, equipment, supplies, and services;

-- The design and development, procurement, production, storage, distribution, maintenance, transportation, utilization, and disposal of material;

-- The procurement or design and construction, operation, maintenance, and disposal of facilities;

-- The acquisition and training of personnel; and

-- The acquisition or furnishing of such services as communications and those required to meet personnel needs (e.g., housing, commissary services, food services).

The logistics management specialist typically is concerned with most or all of these activities, but is not required to be fully competent to the extent of being a specialist in each field.  The work is performed through consultation with technical specialists in each function on specific requirements and capabilities, lead times, costs, and other matters affecting logistics planning. However, the logistics management specialist must understand the functional fields involved in sufficient depth to accurately understand and analyze the logistics management implications of the information obtained.

Some logistics work includes responsibility for substantive decisions that require extensive technical and specialized knowledges of one or more logistical functional areas.  When these knowledges primarily involve one occupation or occupational group, the position should be classified in the appropriate series within that group (e.g.,  Contracting Series, GS-1102, General Supply Series, GS-2001).  When the specialized knowledges required involve two or more occupational series or groups, with none predominant, the position is classifiable to this series, provided that the ability to coordinate and integrate the specialized functions into a total logistics management program is the paramount requirement.

NOTE:  Some logistics management positions may involve logistics work which is unique to a specific logistics program not delineated in this standard.  The fact that the duties of a position are not specifically described in the Series Coverage and Occupational Information does not prohibit the use of the standard.  The majority of positions classified to this series are found in the military establishment.  The information contained in this standard in large part addresses logistics management work as it is performed in a military environment.  This should not
preclude, however, the classification to this series of positions in any agency, military or civilian, when the duties, responsibilities, and qualifications required meet the overall intent of the standard.




EXCLUSIONS


The following types of positions are excluded from this series:

1. Positions which require the qualifications of a professional engineer.  Such positions are classified to whichever specialized or general series in the Engineering and Architecture Group, GS-0800, best represents the engineering discipline required.

2. Positions which have as their paramount qualification requirement a substantive specialized knowledge of one or more supply occupations.  Such positions are to be classified to whichever general or specialized series in the Supply Group, GS-2000, will best identify the knowledges and skills required.

3. Positions for which the primary duties are to supervise, direct, plan, and coordinate a variety of service functions that are principally work supporting.  Such positions are to be classified to the Support Services Administration Series, GS-0342.

4. Positions which involve analyzing current or proposed operating programs to evaluate their actual or potential effectiveness in achieving objectives, when the primary qualification requirements are analytical ability and knowledge of a program other than logistics management.  Such positions are classified to the  Management and Program Analysis Series, GS-0343.

5. Positions which involve examining or studying work processes, and devising methods, procedures, organizational arrangements, and related matters for the purpose of
improving the effectiveness and economy of work programs or organizations.  Such positions, while similar to logistics management positions in methodology, do not require knowledge of specialized logistics functional programs, and are classified to the Management and Program Analysis Series, GS-0343.

6. Positions which involve two-grade interval administrative work for which no other more specialized series is appropriate. Such positions are classified to the  Miscellaneous Administration and Program Series, GS-0301.


DISTINGUISHING BETWEEN LOGISTICS MANAGEMENT AND OTHER OCCUPATIONS


Occasionally, a review of the duties and responsibilities assigned to a position may not result in information explicit enough to determine proper series allocation.  In such cases it becomes necessary to consider such additional factors as the qualification requirements and sources of recruitment, the line of progression, the mission of the organization in which the position is located, the purpose for which the position was established, and the character and support requirements of the mission, weapon system, or program being supported.



Some positions which require extensive coordination and interrelationship with numerous logistics functions may initially appear to be properly classified to the Logistics Management Series. Analysis of such positions, however, often leads to the determination that the paramount qualification requirement is possession of the knowledges, skills, and abilities identified with a specialized functional series.

Engineering

Professional engineers are often found in organizations which have missions oriented toward the planning and management of logistics operations.  This is particularly true in organizations which are involved in acquisition logistics and Integrated Logistics Support. Work involving the performance of duties which require the qualifications of a professional engineer in addition to
carrying out logistics management responsibilities should be classified to whichever series in the Engineering and Architecture Group, GS-0800, best represents the engineering discipline required.  Conversely, work which is sometimes highly technical in nature, such as translating design and engineering data into logistics support concepts and determining subsequent requirements, but which does not require the knowledges, skills, and abilities of a professional engineer, is logistics management work.  This work is to be classified to the Logistics Management Series, GS-0346, even though it is being performed by an employee who meets the qualification requirements of a professional engineer.

Equipment Specialist

Some work requires the application of an in depth technical knowledge of a weapon system, subsystem, or piece of equipment in combination with a working knowledge of a variety of logistics support functions. For example, work of this type may involve the development of technical data or the evaluation of contractor developed operation and repair manuals.  When the paramount requirement for such work is a technical knowledge of equipment and its inner workings, it should be classified to the Equipment Services Series, GS-1670.

Other work, such as that involving responsibility for the coordination of all the functions needed to provide support to a weapon system or type of equipment, may typically require only a
general working knowledge of the system or equipment.  This type of knowledge can generally be learned on the job.  When this is true, the work is properly classified to the Logistics Management Series.

Supply Management

The supply occupations are sometimes confused with logistics management.  Supply work involves furnishing all types of supplies, equipment, material, and property (except real estate), necessary to support a weapon system, program, or mission.  Supply activities range from the initial identification of requirements to the ultimate issue of items for disposal.  Supply work exists at many different levels of an agency's organizational structure.  In a staff capacity, supply specialists analyze, develop, evaluate, and plan supply systems and programs with the goal of assuring that the necessary items are in the right place at the right time to meet required needs. Other supply specialists are concerned with the management, direction, or administration of a



supply program.  In carrying out supply work, supply specialists apply in depth technical knowledges typical of one or more of the occupations assigned to the Supply Group, GS-2000. These knowledges are gained through experience, education, and/or training in the various supply occupations.

To accomplish the duties and responsibilities associated with the provision of supplies, equipment, and material, many supply specialists have varying degrees of coordination and involvement with other logistics functions such as maintenance, procurement, transportation, fiscal management, and automated data processing.  However, this coordination and involvement are for the primary purpose of identifying and satisfying the need for providing supplies and equipment where necessary and as planned.

Logistics management work can rarely be done without the specialist having some degree of knowledge of supply systems, procedures, and programs.  In fact, most logistics management positions require the application of a broad general knowledge of supply systems, techniques, and procedures.  Overriding the requirement for supply knowledge, however, is a requirement for integrating or coordinating supply activities with those of other functional specialties such as maintenance, facilities management, and transportation.  This is done for the primary purpose of assuring that all support requirements are met.  In this context, supply activities constitute one element, albeit often a major one, involved in a total support effort.  In carrying out this coordinative effort the logistics management specialist need not have a comprehensive in depth knowledge of supply functions to the extent required of supply specialists.  When problems or issues arise requiring a highly developed expertise in supply operations, the logistics management specialist relies upon the supply specialist to provide input and take necessary action.

Experience gained while serving in some positions classified to occupational series included in the Supply Group, GS-2000, can often provide an employee with sufficient general knowledge of other logistics functions required by logistics management positions.

Inventory Management

In some organizational settings, especially at large supply centers, inventory management may be confused with logistics management.  In fact, some positions which are now properly classified to the GS-346 series may have grown out of the inventory management occupation. Inventory management, whether at the operational level or at the staff level, is specifically and primarily oriented toward the control and positioning of material (supplies and equipment) to meet identified material needs.  This orientation, along with a requirement for specific technical knowledges related to inventory management, constitutes the basis for the occupation.  At the operational level, inventory management is concerned with, among other things, supply items ("piece parts"), processing requisitions, reallocating or redistributing material, analyzing requirements, and recommending procurement actions. At the staff level, inventory management involves developing policy; developing and evaluating material management programs, systems, procedures, and methods; and developing long-range plans.



In contrast, logistics management involves activities which support the overall requirements of a weapon system, such as a helicopter, a class of ships, a group of aircraft engines, or a group of electronic systems.  This work involves not only the coordination of material or supply requirements for the assigned system, but also a concern for other functions such as maintenance planning, securing adequate facilities for maintenance, managing support agreements, and reviewing performance data to determine budgetary requirements.  Such work requires a general knowledge of inventory management as well as other logistics support functions in order to integrate, coordinate, and analyze total support requirements.  (This work is discussed in greater detail in the "Occupational Information" section of this standard under the heading of "System Management.")

Some inventory management work involves considerable contact with other functional activities similar to the contacts maintained by logistics management specialists.  These contacts are necessary to the coordination of material support requirements.  The assumption should not be made that the presence of such contacts automatically indicates a logistics management position. The keys to series determination are (1) the nature of the qualifications required to do the job, and (2) the line of progression to other positions.  Inventory managers are primarily concerned
with meeting material support requirements, and logistics managers are primarily concerned with planning for and coordinating material and other support requirements into an overall support effort.

Support Services Administration

Work which involves providing support for organizations and employees primarily in an administrative or office environment should not be confused with logistics management work. Responsibility for coordinating with or supervising numerous functions and activities engaged in obtaining office supplies, procuring equipment and services, arranging travel, managing an administrative motor pool, planning for the utilization of space, and other similar functions is properly classified to the Support Services Administration Series, GS-0342.

Program Analysis

Both program analysis work and logistics management work require the ability to effectively apply analytical principles and techniques combined with knowledge of operating programs and their interrelationships.  In addition, logistics management work involves the application of a specialized knowledge and understanding of logistics support requirements and mission or program goals.  Some logistics management positions are assigned such responsibilities as analyzing the relationships of logistics programs, developing and evaluating long- and
short-range support plans and policies, and coordinating overall logistics planning with the specialized logistics functions.

Typically, such positions are filled by persons who have had experience in logistics management and/or in one or more of the specialized logistics functions.  The Management and Program Analysis Series, GS-343, excludes positions which require subject matter knowledges
classifiable to another series.  Therefore, when there is an identifiable qualification requirement



for the knowledges, skills, and abilities covered by the Logistics Management Series, that series is to be used.

AUTHORIZED TITLES


LOGISTICS MANAGEMENT SPECIALIST is the title for nonsupervisory positions covered by this series.

SUPERVISORY LOGISTICS MANAGEMENT SPECIALIST is the title for positions covered by this series which meet the criteria for titling as supervisors under the General Schedule Supervisory Guide.

LOGISTICS MANAGEMENT OFFICER is the title for supervisory positions with responsibility for planning, organizing, and directing an overall logistics program.  Such positions will be few in number and will typically be senior positions located at the headquarters level of a military department, command, and/or installation, or at the headquarters or regional level of a civilian department or agency.


OCCUPATIONAL INFORMATION


Logistics management work involves the coordination and integration of numerous activities and functions into an overall efficient and effective support effort.  Depending upon the mission or program being supported, these activities may include such specializations as supply, maintenance, procurement, transportation, inventory management, quality assurance, facilities and property management, production control, and property disposal.  Some logistics work also involves such activities as housing management, food services, and management of test equipment.  Logistics management work also typically involves such other specialized activities as resource and fiscal management, training, automated data processing, and manpower management.  The degree of involvement in any one or a combination of these functional specializations is dependent upon the purpose for which the logistics work is accomplished and the specific requirements of a particular position.  Characteristic of all logistics management work, however, is the overriding requirement to coordinate the activities of the individual functional areas into a unified program which will meet total support requirements.

Logistics work is performed in numerous organizational structures and at various levels within an agency or department.  In the military establishment, logistics management work is carried out to support many different kinds of missions, defense related programs, and weapon systems. Because of the wide diversity among logistics programs and their individual requirements, this standard does not attempt to describe all of the situations in which logistics work is performed. However, discussed below are some of the more typical kinds of logistics programs in which logistics management specialists are found.



Integrated Logistics Support

The importance and complexity of maintaining weapon systems at an optimum state of readiness led to the development of a logistics process known as Integrated Logistics Support (ILS).  The ILS process is used by the military departments to assure that the most effective and economical means of support are considered and planned for during all stages of a weapon system's "life cycle." A system's life cycle begins with its concept and design, extends through research and development, production, transfer to the user, and ends with its disposal.  The basic management principle of ILS is that logistic support resources must be developed, acquired, tested, and deployed as an integral part of the material acquisition process, and that these considerations are continued through the system's ultimate use.

Because a system can be more easily influenced by considerations of support feasibility during the design and research and development stages, ILS work is performed to a greater extent
during the acquisition phase of the life cycle.  However, the ILS process is also employed during modifications to an existing system.  ILS work requires the logistician's consideration of such "elements" as (1) the maintenance plan, (2) manpower and personnel, (3) supply support, (4) support and test equipment, (5) training and training devices, (6) technical data, (7) computer resources support, (8) packaging, handling, storage, and transportation, and (9) facilities.  The specialized functions of these ILS elements are carried out by specialists in each functional area. It is the responsibility of the logistics management specialist performing ILS work to integrate the activities of the functional specialties, or elements, according to the ILS Plan.

Logistics management specialists who perform ILS work may have responsibility for planning, logistic analysis, and coordination for a portion of a major system's acquisition and transfer into operational use; or their work may involve responsibility for a subsystem or group of like smaller systems.  The work is carried out through constant and extensive contacts with technical specialists (e.g., engineers, supply and maintenance specialists, technical data experts, project managers, mission planners, training specialists) and with contract personnel.  Since many military contractors also closely follow the ILS process, ILS work frequently involves close contact and coordination with counterparts in industry.

The performance of ILS management requires the development and analysis of data to determine logistic objectives and goals, to identify support requirements, and to establish the relationship between the support system and the material system.  The work involves the analysis of budgetary and other resource limitations and the development of alternatives, or "trade-offs," when necessary.  Changes to the design, mission, funding, and other aspects of a system require flexibility to assure that necessary changes are made to support plans.

Unlike some types of logistics management work, the performance of ILS work typically requires at least a practical knowledge of systems design, a familiarity with specifications, and an understanding of maintenance requirements, especially during the acquisition stage of a system. These knowledges assist the logistician in identifying potential support problems and design deficiencies which would inhibit effective support.



The ILS manager plays a role in a system's development from the earliest stages and continues this involvement through the subsequent stages of acquisition and transfer into operational use. The manager's responsibilities include developing logistic concepts during the earlier stages, developing the ILS Plan, assuring that commitments are fulfilled, coordinating the resolution of support deficiencies, and analyzing support effectiveness.

Foreign Military Sales

The sale to a foreign government by the United States of a defense system requires extensive planning, analysis, and coordination.  The logistics work performed to accomplish such a sale is referred to as foreign military sales work, security assistance, or international logistics.  The sale item may be a weapon system such as an aircraft, missile system, or tank.  Depending upon the requirements of the foreign country, the sale may also include the provision of such services as training, facilities, and long- or short-range support.

Foreign military sales work is usually carried out on a "case" basis.  The work involves the analysis of the sale requirements to determine what is needed to provide the item itself (e.g., production requirements), schedules for delivery, price and availability, spare parts needed, training required, specific purposes for the system's use, facilities required, test equipment needed for support, and types and levels of maintenance required.  These determinations are based on information which is gathered from functional and program specialists in such areas as supply, production, inventory management, procurement, maintenance, transportation, training, and funding.  Schedules for delivery of items and services are planned to assure that sufficient time is allowed to meet preset deadlines.  In conjunction with financial management specialists, decisions are made on the level of funds that must be maintained by the foreign government in the sale account and how those funds will be managed.  Additionally, the work involves coordination with military advisory groups both in the foreign country and in the United States concerning available facilities, local maintenance and supply capabilities, manpower resources, and other support needs available in the country.

The progress of sales activities is monitored through formal and informal reports and through contacts with foreign representatives, U. S. Government personnel, contractors, and functional specialists. The work involves the identification of problems (e.g., lags in time, insufficient or unavailable spare parts, poor facilities, and ineffective training).  Further, it involves the determination of resolutions to these problems and the coordination of ongoing activities with functional and program specialists to assure that deadlines are met; obligations for production and delivery of goods, services, and equipment are met; training is provided; and payment is made.

The coordination and fulfillment of the sales case requirements often necessitate travel to the foreign country for negotiations and discussions of sale requirements and problems.  Often these visits are for the purpose of evaluating local facilities and support capabilities.  Based on an analysis of the data gathered, determinations are made on the necessity for further planning and future action on material and service requirements, mission requirements and changes, and other modifications needed because of local customs, security, environment, and political, social, and economic implications.





The work requires monitoring the status of requisitions through supply channels, control points, and ports to assure that delivery schedules are met.  It also requires monitoring the flow of funds from the foreign country and determining the necessity for allotment changes when prices change, and compiling and analyzing data concerning the management of these funds.  As in
most types of logistics work, foreign military sales work often requires the formal presentation of information concerning the sale, i.e., status of sale activities, problems encountered, and
potential impact of proposed actions.

Typically, logistics management specialists involved in foreign military sales work must develop an awareness and understanding of the influences that political, social, and economic conditions in the foreign country may have on various aspects of the sale.  They must demonstrate tact and diplomacy in their relationships with foreign government representatives.

System Management

System management work involves responsibility for the coordination and analysis of the total support required by a weapon system, subsystem, or group of like systems, e.g., tank, electronic test equipment, helicopter, class of ships.  Logistics management specialists who perform this type of logistics work are often functionally called "system managers." System management work which is classifiable to the GS-0346 series should not be confused with work covered by the Inventory Management Series, GS-2010, which is primarily oriented toward the material requirements of a system.

System management work is typically found in organizations responsible for logistics support of systems which have passed the acquisition stage and are in operational use.  The work requires frequent interaction with the users (often referred to as customers) of the system in the field to identify problems, deficiencies, and user capabilities and needs.  System managers are involved in such activities as developing information which leads to decisions on which facilities will be used for maintenance of the system, planning for and negotiating inter- and intra-service support agreements, analyzing performance data to identify additional training needs, securing repair parts from other activities, making adjustments in support scheduling, analyzing work-hour requirements to recommend the most economical use of financial resources, and identifying possible "trade offs" to satisfy requirements.

The work requires continuing contacts with contractors, design personnel, maintenance facilities, personnel in other agencies, and agency or major command headquarters staff to coordinate efforts to satisfy support needs.  System managers develop, analyze, and maintain management information (e.g., reports, automated data) which serves as the basis for decision concerning the use of and support provided to the system.

The system manager serves generally as the focal point within the agency, command, or support center for the most immediate information and expertise on problems and requirements of the assigned system or group of systems, with responsibility for assuring the coordination of whatever support is required for full operational capability.



Logistic Readiness

In order to maintain the highest levels of defense preparedness in the military establishment, troops and material must be maintained at an acceptable state of readiness so that their designated missions can be carried out.  The efficiency and effectiveness of the material and support provided to troops has profound influence on the military's capability to meet defense needs. While all logistics management work performed in military departments leads, in the broadest sense, to the realization of this ultimate goal, the work of some logistics management specialists is devoted specifically to planning for and evaluating logistic readiness.

The evaluation of the state of logistic readiness is made through the compilation and analysis of data which describes such factors as the availability and state of repair of material, the adequacy of troop strength and training related to support missions, long- and short-range planning for mission support, and the responsiveness of numerous program and logistics functions in meeting support requirements.  This analysis leads to the determination of trends; deficiencies in the provision of spare parts, repair manuals, test equipment, and other necessary support items; deficiencies in manpower and training; and unit capability to perform a specified mission.

In order to resolve deficiencies and to increase levels of readiness, extensive coordination is made with logistics functional specialists, planning offices, other military services, and representatives of such support functions as manpower, training, and budget.  Causes for problems and deficiencies are sought and corrective actions planned and coordinated.

Logistic readiness work involves contact and coordination with military units, often during onsite visits, to analyze the levels of  readiness being maintained, to identify problems and deficiencies in logistics support, and to provide assistance in increasing support effectiveness.

The work involves developing and analyzing policies, procedures, and regulatory requirements; evaluating their impact on current support operations; and planning and coordinating changes and future actions with technical and program specialists and subordinate commands and units. The work also involves the preparation and presentation of briefings, reports, analyses, and recommendations which assist in the formulation of decisions regarding long- and short-range logistics program planning and execution.

Inter- and Intra-Service Support Agreements

Requirements of an agency, military command, installation, mission, or program for a particular type of support or service are often satisfied through inter- and intra-service support agreements. For example, two military services may use the same aircraft electronics system, where the support requirements for the system are highly specialized and maintaining duplicate large-scale support programs would be both costly and inefficient.  The support requirements may be identified as scheduled and unscheduled maintenance, provision of spare parts and technical manuals, the availability of test equipment, and training in the maintenance of the system.  Under the terms of an inter-service support agreement, one of the concerned services will agree to provide the necessary support for all users.



Intra-service support agreements are established between commands, installations, depots, or units.  They may be as limited as the provision of vehicle maintenance in one geographical area or as extensive as the provision of total logistic support for a large tenant activity on an installation.  Inter- and intra-service support agreements are designed to assure maximum efficiency and economy in logistic support.  The management of such agreements involves the identification of support requirements, an analysis of an organization's capacity to meet these requirements, the development of guidelines to assure that the objectives of the agreement are reached, and in some cases, the actual negotiation of the agreement. The work requires the compilation and evaluation of performance data, the identification of problems and deficiencies and the development of recommendations for their resolution, and the analysis of long- and short-range logistic planning to determine future needs, objectives, and capabilities.  (Excluded from coverage by the Logistics Management Series are those positions responsible only for
coordinating the preparation of inter- and intra-service support agreements with no responsibility for the kind of activities mentioned above.)

Logistics Information Systems

Automated data processing systems play a major role in overall logistics program planning and execution.  Logistics information systems are designed to provide data which facilitate the activities of logistics functional and program specialties.

The maintenance of logistics information systems requires the logistics management specialist to serve as an "intermediary" between the functional specialties, such as supply and/or
maintenance, and the automated data processing function.  The work involves assistance and coordination with functional specialists in the identification of operational requirements and the subsequent "translation" of these requirements for information into the language and format appropriate for computerized systems application.  The work also involves the analysis of data automation policies, regulations, and procedures to determine their impact on logistics information systems and to identify changes in the maintenance and use of computerized data by functional specialists.  The work typically necessitates extensive contact with systems users (i.e., functional specialists) to provide guidance on the design, installation, maintenance, evaluation, documentation, and standardization of requirements and procedures.

The work does not require the logistics management specialist to be a specialist in automated data processing work.  The primary requirement is a knowledge and understanding of logistics functions and their operational needs.  However, the work does require a practical knowledge of computerized systems' applications and of equipment techniques, capabilities, and limitations sufficient to assure the proper relationship between functional users and the automated data processing systems.

Logistics Plans

The development of plans and strategies for military actions and training exercises includes extensive analysis and planning for the support required.  Some logistics work involves the development, review, and evaluation of mobility and contingency plans for defense activities. The work includes analyzing mission objectives to determine the kind and extent of support



required, coordinating with functional specialists to assure adequate provision of manpower, supplies, equipment, and services to meet specific support needs, and evaluating proposed plans for impact and support feasibility.  The work requires analyzing and coordinating the support requirements of joint service, higher, and lower echelon strategic plans for specific unit or organizational implementation.  Logistics planning specialists often represent their employing activities in joint planning sessions with agency functional and program specialists as well as with personnel of other agencies.  Based on evaluations of the support provided during military exercises and other defense related activities, logistics planners identify deficiencies in support planning and performance, make recommendations for resolution, and coordinate the activities necessary to better achieve the goals for mission support.


GRADING POSITIONS


Positions in this occupation must be evaluated by reference to standards which include grade level criteria for analogous kinds of work.  The diversity of work covered by this series may require reference to one or more standards, depending upon the exact nature of the position to be classified.  When selecting standards for cross-reference, consideration should be given to the similarity of the knowledge and skills required, the methodology used to perform the work, and to some degree the similarity of the subject matter involved.

Logistics management work is typically staff work and requires the application of analytical and problem solving techniques. Therefore, reference to the grade level criteria covering management analysis work will prove useful in many instances.  Standards for other kinds of analytical occupations, such as those for the Job Family Position Classification Standard for Professional and Administrative Work in the Accounting and Budget Group, GS-0500, and the Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, may also provide useful guidelines.

Other standards which may provide criteria for work related to some logistics management positions include those for the Civil Engineering Series, GS-0810, Part IV; that portion of the standard for the Housing Management Series, GS-1173, which covers housing program evaluation; the Supply Program Management Series, GS-2003; and the Inventory Management Series, GS-2010.  For positions involved in acquisition logistics and/or Integrated Logistics Support, the portion of the General Grade-Evaluation Guide for Nonsupervisory Professional Engineering Positions, GS-0800, which covers Type III engineers may provide useful grade level criteria.  Caution and sound classification judgment must be exercised, however, when comparing administrative work, (i.e., logistics management) to criteria for an occupation which requires professional knowledges and skills.  Logistics management work does not require the
same depth of knowledge as that described in standards covering professional engineering work. Therefore, it is important to carefully balance the duties and responsibilities of the logistics management positions with criteria for professional work and make whatever adjustments are appropriate before arriving at a final grade.

As when using any standard for cross series comparison, care and judgment must be used to be sure that the overall intent of a factor level or narrative description of a grade level is credited.



Positions and grade level criteria must not be matched on the basis of superficial similarities between organizational echelon, scope of program goals and requirements, or degree of direction or supervision received.  Rather, a careful analytical comparison must be made of the
relationship of the duties and responsibilities assigned to the position being evaluated with the intent of the criteria being used. The Primary Standard may be used only in conjunction with another FES standard and only when the position falls below the lowest factor level or exceeds the highest factor level described in the FES standard.

Some logistics management specialists serve in a "team leader" capacity.  These positions should be evaluated carefully on the basis of the overall level of difficulty and responsibilities.  These positions may or may not be the same grade as those led.

Supervisory duties and responsibilities assigned to positions of Supervisory Logistics Management Specialist or Logistics Management Officer are to be evaluated by reference to the criteria contained in the General Schedule Supervisory Guide.


EXPLANATORY MEMORANDUM*


This memorandum is published to provide interpretive/explanatory information regarding the series coverage standard for this series.  It does not cite or contain evaluation criteria. Explanatory memoranda contain background information on the development of the standard and guidance to help users of the standard better understand and apply its contents.

Introduction

Draft revisions to the classification standard for the Logistics Management Series, GS-346, were provided to Federal departments and agencies for review and comment.  Work within the occupation is found primarily in Department of Defense agencies and in a small number of civilian agencies.

Substantive written comments were received from five components of the Defense Department, two civilian agencies, and one employee union. The comments were comprehensive, and were carefully analyzed to determine needed changes in the proposed standard.  Based on the comments, portions of the draft were deleted and other material was added before final publication.

General Information

One of the major issues of this study was determining series coverage.  For this reason, the draft standard included material which identified and described various kinds of logistics management work, expanded the information in the "Exclusions" section, and added guidance on "Distinguishing Between Logistics Management and Other Occupations."

Most reviewers responded favorably to the series coverage and occupational information presented in the draft and stated that it provided useful guidance in making proper series



determinations. Numerous suggestions for improvement were offered, many of which have been incorporated into the final standard.  The area which received the most frequent request for modification was the material describing inventory management versus logistics management. This issue and its resolution are discussed in the "Issues" portion of this memorandum.

Since separate grade level criteria have not been developed for the Logistics Management Series, the grades of logistics management positions have been determined by cross series comparison
to standards for related kinds of work.  The standard for the Management Analysis Series,
GS-0343, has frequently been used to determine grade level. Other standards, such as those for the Supply Program Management Series, GS-2003, and the Inventory Management Series,
GS-2010, have also been helpful.  The occupations covered by these standards require the application of knowledges and skills similar to those required for logistics management work.

The new GS-346 series coverage standard amplifies the guidance on grading logistics management positions.  It suggests additional standards for cross series comparison and provides guidance on how those standards should be treated.  Prudent use of those and possibly other standards, combined with sound classification judgment, should produce properly classified positions.

While logistics management as an occupation is carried out in several agencies, the organization and assignment of duties and responsibilities vary considerably among individual agencies. Therefore, it may be appropriate for agencies to develop internal interpretative guidance specific to their own needs.  Also, because the new standard covers work which may have been heretofore excluded from the Logistics Management Series, agencies may find it necessary to modify some portion of their existing internal guidance.

Issues

Specific issues, problems, and recommendations, and the actions taken in response to them, are discussed below in the general order in which they appear in the series coverage standard.

ISSUE:  One civilian agency suggested that the standard make it clear that the logistics management work, while predominantly carried out in military organizations, can also exist in civilian agencies.
RESPONSE:  We agreed and added a statement in the Series Coverage section to that effect. ISSUE:  Many reviewers in military agencies stated that the information addressing the
differences between logistics management work and the supply occupations, especially those
covered by the GS-2001, GS-2003, and GS-2010 series, needed to be more definitive.

RESPONSE:  We expanded the discussion of supply management in the section on "Distinguishing Between Logistics Management and Other Occupations."  The material points out that logistics management and supply management are discrete occupations, each having different specialized qualification requirements.  Since it is particularly difficult to discern the differences between the Logistics Management Series, GS-0346, and the Inventory Management



Series, GS-2010, (especially as inventory management is described in those portions of the
GS-2010 standard which address Work Situation II:  Material Coordination), we added further material describing the differences between the two occupations.  Logistics management work as described under the heading of "System Management" in both the draft and final standards has been, in some cases, classified to the GS-2010 series. Because of this, and to explain the system management function more clearly, we also expanded the description of this type of work.

ISSUE:  Some reviewers identified a need for additional material describing the differences between the Program Analysis Series, GS-0345, and the Logistics Management Series, GS-0346.

RESPONSE:  We added a discussion on distinguishing between the two occupations.

ISSUE:  Several agencies requested the addition of the title of "Logistics Management Officer" to cover top-level positions with substantial managerial responsibility for logistics management work.

RESPONSE:  We added the title, limiting its use to those relatively few senior supervisory positions which have responsibility for the management of an overall logistics program.

ISSUE:  Use of the word "commodity" in the description of system management work caused confusion in distinguishing between logistics management and inventory management.

RESPONSE:  Since "commodity" is often used in a narrower sense to refer to an individual item and does not convey the intent of the description, we deleted the word and used only "system."

ISSUE:  The kind of logistics management work described as "Logistics Program Direction" was unclear to some reviewers.

RESPONSE:  Since positions covered under this heading are supervisory or managerial, we concluded that the description was unnecessary to the standard and it was deleted.  These positions in many cases will be among those for which the title "Logistics Management Officer" is appropriate.
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INTRODUCTION


This job family standard provides series definitions, titling instructions, and grading criteria for nonsupervisory two-grade interval professional and administrative positions in the Accounting and Budget Group, GS-0500.


COVERAGE


This job family standard covers the following occupational series:


Series	Series

	
Financial Administration and Program	GS-0501
	
Internal Revenue Agent	GS-0512

	
Accounting	GS-0510
	
Tax Specialist	GS-0526

	
Auditing	GS-0511
	
Budget Analysis	GS-0560




MODIFICATIONS TO AND CANCELLATIONS OF
OTHER EXISTING OCCUPATIONAL SERIES AND STANDARDS


Issuance of this job family standard renames or cancels occupational series and  classification standards as described in the following table.  The table also indicates how to classify work previously covered by classification standards affected by this issuance.


Series	Action Taken / How to Classify Work Previously Covered

	
Financial	GS-0501
Administration and
Program
	•	Cancels this classification standard, last revised in April 1982.

	
Accounting	GS-0510
	•	Cancels this classification standard, last revised in December 1989.

	
Auditing	GS-0511

Internal Revenue Agent	GS-0512
	•	Cancels this classification standard, last revised in May 1982.
•	Cancels this classification standard, last revised in October 1983.

	
Tax Technician	GS-0526
	•	Cancels this classification standard, last revised in April 1962.
•	Renames this series.
•	Classify work previously covered by this series to the Tax
Specialist Series, GS-0526.

	
Budget Analysis	GS-0560
	•	Cancels this classification standard, last revised in July 1981.






GENERAL SERIES, TITLING, AND OCCUPATIONAL GUIDANCE


This section provides information on series definitions, titling instructions, and occupational guidance for nonsupervisory professional and administrative positions in the Accounting and Budget Group, GS-0500.  It also provides information on titling instructions for supervisors and team leaders in this job family.

GENERAL TITLING PROVISIONS

Supervisors and Team Leaders.

•	Add the prefix "Supervisory" to the title of positions classified using the General Schedule Supervisory
Guide.

•	Add the prefix "Lead" to the title of positions classified using the General Schedule Leader Grade
Evaluation Guide.

Parenthetical Titles.

•	None prescribed. Agencies may supplement the basic titles authorized in this standard with parenthetical titles if necessary for recruitment or other human resources needs.
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FINANCIAL ADMINISTRATION & PROGRAM, GS-0501	Qualification Standards

	
Definition
	

This series covers positions that perform, supervise, or manage administrative work of a fiscal, financial management, accounting or budgetary nature that is not classifiable to another more specific professional or administrative series in the Accounting and Budget Group, GS-0500.
⇐ BACK

	
Titling
	

There are no titles specified for this occupation. Agencies may construct titles that appropriately describe the work. Use the title, Financial Manager, only for positions classified to the Financial Management Series, GS-0505. (See Exclusions)
⇐ BACK







ACCOUNTING, GS-0510	Qualification Standards

This series covers positions that advise on or administer, supervise, or perform  professional accounting work that requires application of accounting theories, concepts, principles, and standards to the financial activities of governmental, quasi-governmental, or private sector organizations.  The work includes:

•	designing, developing, operating, or inspecting accounting systems;
•	prescribing accounting standards, policies, and requirements;
 (
Definition
)•	examining, analyzing, and interpreting accounting data, records, and reports; or
•	advising or assisting management on accounting and financial management matters.

Accounting theories, concepts, principles and standards address these types of duties:

•	determining the boundaries of an accounting entity;
•	recognizing and measuring revenues;
•	matching revenues and expenses by applying methodologies such as accrual accounting and depreciation;
•	defining and measuring costs by applying methodologies such as standard, process, job-order, and activity-based
costing; and,
•	full disclosure on financial statements.
⇐ BACK
The basic titles for positions in this occupation are:

Accountant -	For positions that include any combination of these activities; or for combinations of different accounting work when none is paramount:

•	preparing, analyzing, interpreting and presenting accounting data;
•	operating, maintaining, and modifying accounting systems;
•	using accounting information to recommend solutions to management
problems and structuring of organization programs;
•	managing, operating, and analyzing cost accounting systems in connection
with manufacturing or other business activities;
•	designing, implementing, and assessing internal control processes and
systems.

 (
Titling
)Accounting Officer -	For supervisory and nonsupervisory positions that include managing the total internal accounting function for an agency, bureau, service, installation, or other organization. There can be only one accounting officer for the organizational component and level served. Do not use the prefix, "Supervisory" in conjunction with this title, although the position may satisfy the definition of "supervisor" in the General Schedule Supervisory Guide.

Cost Accountant --	For positions that include designing cost accounting systems, and using appropriate costing methodologies to recognize, determine, accumulate, and report costs of activities on a regular basis for management information purposes.

Staff Accountant --	For a variety of positions that include studying and advising on accounting and financial management matters.


System Accountant -


⇐ BACK

For positions that include designing, adapting, or installing financial accounting and related systems

(continued)





ACCOUNTING, GS-0510 (continued)

Accountants design and develop financial information systems. They also operate, maintain, improve, and evaluate established systems for determining the cost of an entity's activities, for financial reporting, and for cash management and internal control purposes. The accountant engaged in accounting system operation and maintenance may address the adequacy of system design, the adequacy of current data in providing financial information, or ways to use the system to satisfy new information requirements. The accountant engaged in cash management or internal control operations may address the efficiency and economy with which funds are obligated, transferred, controlled, and reported.

Major Accounting Functions

Three major accounting functions are financial reporting, cash management and internal controls, and cost accounting. These functions are described below.

Financial Reporting is the process of recording, reporting, and interpreting, in terms of money, an entity's financial transactions and events with economic consequences for the entity. The Federal Government's financial reports provide information for formulating policy, planning actions, and evaluating performance. The reports help the Government manage programs economically, efficiently, and effectively, and to be publicly accountable. The reports answer questions such as:
•	How much do various programs cost and how were they financed?
•	Was financing in accordance with appropriate legal authority?
 (
Occupational
 
Information
)•	What and where are the important assets and how effectively were they managed?
•	What liabilities arose from operating the program and how will the liabilities be liquidated?
•	Did the Government's financial condition improve or deteriorate?
•	Does the Government have cost-effective systems and controls to safeguard assets?

Accounting and accounting systems support and make financial reporting possible. The work of the accountant is to design, maintain, and operate such systems.

Accountants develop financial information systems in accordance with recognized accounting theory and practices as taught in academic institutions. They also observe accounting principles and standards promulgated by accounting standards boards such as the Federal Accounting Standards Advisory Board (FASAB) and the American Institute of Certified Public Accountants (AICPA), professional accounting organizations, and the Comptroller General. Accountants also must meet Treasury Department and Office of Management and Budget (OMB) compilation and reporting requirements, as well as the specific financial information requirements established by legislation.

Professional accounting work is creative, analytical, evaluative, or interpretive. Acceptable performance requires a knowledge and application of accounting theories and principles such as those gained from completion of courses
in accredited colleges and universities, or very rarely, gained through Government, public or private practice. Acceptable performance also requires an understanding of related subjects such as economics, statistics, business law, general management, investments, computer systems, and their relationship to the synthesis and reporting of accounting data.

Cash Management and Internal Controls. Accountants responsible for cash management activities are concerned with very diversified inventories, and with receivables and payables involving voluminous income and expense accounts. They insure that funds are efficiently controlled and that fiduciary reports accurately reflect results of financial operations. Accountants also insure that the statutory requirements to control funds in accord with applicable legislation are properly executed. The accountants may track large and diversified revenue projects, cost reimbursable projects, grant funding activities, or other types of commercial or industrial operations.
(continued)




ACCOUNTING, GS-0510 (continued)


Cost Accounting. Cost is the monetary value of resources used or sacrificed or liabilities incurred to achieve an objective. Cost accountants determine the appropriate methodology for measuring costs, and for matching costs with outputs to determine the full cost to provide or acquire goods and services. Common methodologies are Activity-Based Costing (ABC), Job Order Costing, Process Costing, and Standard
Costing. The cost accountant must determine the means to accumulate cost using the appropriate methodology and to report the cost of major activities for management information purposes. Costs may be accumulated by type of resource such as employees, material and capital.

Types of Accounting Positions

Federal Government accountants perform the four broad types of work described below.

 (
Occupational
 
Information
 
(continued)
)Accounting System Administrator. Accountants administer accounting systems to manage appropriated and non-appropriated funds. Generally, agencies use such funds for administrative operations and for mission-related programs. Accounting for operation and maintenance expenses usually includes costs for such items as salaries, office supplies, rent, and travel. Funds for these expenses are usually appropriated, but may originate from fees for services or other funding. Most Federal organizations also manage mission- related or program activities and develop special accounting programs. Examples of such activities include:

•	inspecting food, grain, working conditions, or other public interest matters;
•	leasing oil fields or grazing land;
•	manufacturing or maintaining equipment, infrastructure or strategic defense material;
•	processing entitlements for compensation, pension, insurance, medical care, or veteran's benefits claims;
and
•	funding various grant programs.

Financial transactions carried out during the daily operation of an organization change its assets, liabilities, and equity. Through a knowledge of and consistent application of accounting principles to the accounting system, the accountant updates the proper accounts and determines the effects of financial accounting transactions on operations of the organization.

Accountants who administer systems typically:

•	oversee the entry of data into the various ledgers and records;
•	prepare reports and statements;
•	revise the system structure as directed or according to local needs; and
•	use accounting data trends and reports to advise managers on program operations.

Managers use this information to monitor the status of operations, improve program control, determine the impact of new requirements, change program emphasis, more accurately project future costs, and satisfy requirements for improved efficiencies. In response to management requests for new information or to new directives regarding system capability, accountants identify, develop, and implement accounting system changes. Change may include developing additional accounts or subsidiary information, adding new data fields, integrating information on fund status with budget execution processes, or eliminating redundant data and data reporting requirements.

(continued)





ACCOUNTING, GS-0510 (continued)


Because most financial accounting systems are automated, the accountant needs an understanding of the characteristics and capabilities of the accounting software architecture. Accountants who administer accounting systems often work with systems accountants, system analysts, and computer specialists to design and install computerized accounting systems and the systems that interface with them.

Systems Accountant. Systems Accountants primarily design new systems or develop modifications to existing systems. Accounting system design is often a team effort among system users, accountants, and computer specialists. At times, agencies purchase comprehensive accounting and management systems from outside sources rather than developing them in-house. In either case, the systems accountants assist other accountants and management in these types of duties:

•	defining the nature and scope of activities to be covered by an accounting system;
•	ensuring that all legislative, GAO, Treasury Department, and OMB requirements are satisfied;
•	designing the system of accounts and providing for account recording and reconciliation at all
appropriate levels;
 (
Occupational
 
Information
 
(continued)
)•	defining transaction security requirements and providing for audit trails and internal controls;
•	ensuring the software architecture provides for future expansion or changes;
•	facilitating system access and query by authorized users;
•	providing for timely report generation; and
•	ensuring compliance with Federal Accounting Standards Advisory Board (FASAB) and Joint Financial
Management Improvement Program (JFMIP) requirements.

Systems accountants may also oversee new system installation, user training, and the continual modification of existing systems. In this systems modification oversight role, they help decide the priority of requested modifications, coordinate computer software and programming support, study the effect of changes on overall system operation, and review recommendations for new capabilities.

Staff Accountant. Staff accountants usually provide analysis and advice regarding accounting programs, financial systems, or public and private sector businesses. Examples of such work include developing
agency accounting policies, and advising on the accuracy of disclosure documents and the financial condition of the agency. Staff accountants may also provide advice on the effects of newly promulgated laws or the requirements or statements of central oversight agencies such as the Treasury Department, OMB, or the
GAO. Additionally, staff accountants may provide and perform the following types of services:

•	reviewing unliquidated obligations;
•	reconciling contracts;
•	managing reimbursable orders;
•	analyzing reports;
•	reviewing and reconciling subsidiary ledgers;
•	training non-financial personnel on financial responsibilities;
•	assisting fund managers on the proper use of funds; and/or
•	administering governmentwide charge card programs.

(continued)





ACCOUNTING, GS-0510 (continued)


 (
Occupational
 
Information
 
(continued)
)Accounting Officer. Accounting officer positions are managerial in nature. The accounting officer is responsible for administering an organization's accounting program and most if not all the accounting systems servicing the organization. As a minimum, the responsibilities cover these functions:

•	planning the program;
•	developing, revising, or adapting accounting systems;
•	operating and maintaining the accounting systems;
•	advising managers on the accounting aspects of agency operations; and
•	supervising accountants, technicians, voucher examiners, and other supporting personnel.

In some instances, not all servicing systems may be under the complete control of an accounting officer. For example, if a cabinet-level department and some of its subordinate organizations use the same system, one organization may manage changes to the travel accounts while another organization or department level may manage changes to the procurement accounts. In these instances, the respective accounting officers are responsible for the integrity of the accounting records and reports.
⇐ BACK





	AUDITING, GS-0511	Qualification Standards

	Definition
	

This series covers positions that apply professional accounting and auditing knowledge, standards, and principles when performing these duties:

•	advising on, supervising, or performing work consisting of a systematic examination and appraisal of financial records, financial and management reports, management controls, policies and practices affecting or reflecting the financial condition and operating results of an activity;
•	analyzing work related to the developing and executing audit policies and programs;
•	conducting performance audits; or
•	conducting activities related to the detection of fraud, waste, and abuse.
⇐ BACK

	Titling
	
The basic title for this occupation is Auditor.
⇐ BACK







AUDITING, GS-0511 (continued)
Types of Auditing Positions

Auditors perform two broad types of work - the financial audit and the performance audit.

The Financial Audit - Financial audits include financial statement and financial related audits. Financial statement audits provide an opinion on whether the financial statements of an audited entity present fairly the financial position, results of operation, and cash flows in conformity with generally accepted accounting principles. Financial related audits include determining whether:

•	the array of financial information meets established or stated criteria;
•	the entity adheres to specific financial compliance requirements;
•	the entity has an adequate internal control structure over financial reporting and the safeguarding of
assets; and
•	the financial information systems comply with applicable requirements.

 (
Occupational
 
Information
)Financial audits may cover a broad range of subjects. The subjects include financial statements such as statements of revenue and expenses, statements of cash receipts and disbursements, and statements of fixed assets. They also include financial information in items and matters such as those governing the bidding for contracts, amounts billed, amounts due, safeguarding assets, and responses to allegations of fraud. Financial audits may include response to Congressional requests, hotline allegations, allegations of fraud, and support for investigations of fraud.

The Performance Audit.  The performance audit is an objective and systemic examination to provide an independent assessment of the performance of a government organization, program, activity or function. Performance audits are of two types - the economy and efficiency audit, and the program audit.

The economy and efficiency audit determines whether an entity acquires, protects, and uses its resources such as personnel, property, and space economically and efficiently, the causes of less than maximum
performance, and whether the entity complies with applicable laws and regulations on matters of economy and efficiency. In an economy and efficiency audit, the auditor may examine such matters as:

•	procurement practices,
•	acquisition of the appropriate type of resources at appropriate cost;
•	duplication of effort, idleness and overstaffing;
•	valid and reliably reported measure of economy and efficiency; and
•	information system development and security.

(continued)





AUDITING, GS-0511 (continued)


The performance audit determines the extent to which an entity achieves the desired results or benefits established by regulation or other authorization, the effectiveness of organizations, programs and activities, and whether an entity is complying with law and regulations applicable to a program. Program audits may cover these types of items:

•	the relevance or appropriateness of program objectives;
•	the extent to which a program achieves a desired level of program results;
•	factors inhibiting satisfactory performance;
•	alternatives for carrying out the program;
•	the adequacy of management controls; and
•	the validity and reliability of reported program effectiveness.

 (
Occupational
 
Information
 
(continued)
)Other Activities. Auditors may also perform services other than audits. They may, for example, assist a legislative body by developing questions at hearings, develop methods for evaluating a new program, forecast potential program outcomes, assist investigators, work on advisory teams, and perform special studies, evaluations, and inspections.

Phasing of Audit Work

Planning the Audit. As a general basis for planning the scheduled audit of an organization or function, the auditor obtains comprehensive information including internal control information about the entity and determines the audit objectives. The auditor studies pertinent laws, legislative history, regulations, contracts, and management controls to ascertain:

•	the purpose, scope, and objectives of the organization or function;
•	the manner in which the organization or function is conducted and financed; and
•	the nature and extent of management authority and responsibility for the organization or function.

Based on preliminary studies, the auditor decides on the basis of materiality and risk the areas of examination that are likely to produce the most valuable results. For example, operations may not comply with requirements, actions may be illegal, labor costs may seem exceptionally high, inventory figures too low, depreciation reserves questionable, or management of consulting services weak or inefficient. The auditor determines the methods of operation by getting advice from others, following previous audits, or devising
new approaches.

In activities with computerized processing systems, the auditor audits around or through the system. When auditing around the system, the auditor may check computer outputs such as payroll summaries against source documents such as payroll vouchers. In auditing through the system, the auditor may prepare test
transactions, the results of which are known and processes those transactions through the system to determine if the system produces correct results.

(continued)





AUDITING, GS-0511 (continued)


Conducting the Audit. The auditor examines and tests (using statistical and/or judgmental sampling) financial records and management controls to determine the degree of efficiency, economy, and effectiveness with which the activities audited discharge their financial responsibilities, and/or to determine that the financial records have been maintained in accordance with applicable regulations. Financial records may include journals and ledgers and also records of such activities as production control, inventory management, cash management, maintenance, procurement, contract management and award, and property disposal.

The auditor conducts the audit in accordance with generally accepted Government auditing standards. The standards require the auditor to complete these actions:

•	studying and evaluating the existing system of internal control to determine the level of system reliability; determining those audit procedures required to attain audit objectives in view of the level of system reliability; and,
•	obtaining sufficient reliable evidence through inspection, observation, inquiries, and confirmation to
provide a reasonable basis for an opinion regarding the activity under examination.

 (
Occupational
 
Information
 
(continued)
)The auditor evaluates the financial management of the activity in terms of these factors:

•	adherence to prescribed policies;
•	accomplishment of intended purposes;
•	operational efficiency;
•	economical use of property and personnel;
•	effective control over expenditures, liabilities, revenues, and assets;
•	proper accounting for resources and financial transactions;
•	production and reporting of accurate, reliable, timely, and useful financial data;
•	compliance with applicable laws, regulations, and precedent decisions; and
•	compliance of agency accounting systems with generally accepted accounting principles and standards.

Although the same concepts, principles, and standards are applicable to all audit work included in this series, specific procedures vary depending on the activity audited. The audit of an activity with an accounting system that is judged to be reliable may begin with examining entries in financial records and proceed to evaluating the operating controls and management decisions that resulted in those entries. In contrast, the audit of an activity with an accounting system of questionable reliability may begin with physically
observing entity operations.  For example, after confirming by physically observing the stockpiles of equipment in warehouses, the auditor might then examine financial records to determine if these stockpiles are properly recorded in accounting records. These approaches are equally professional in nature provided the financial evaluation requires accounting knowledge to the degree characteristic of this series.

Reporting the Audit. The auditor occasionally makes reports orally, but more often, provides findings and recommendations in writing to the management level having the authority and responsibility to act on the audit findings. The auditor may identify conditions such as inefficient or uneconomical practices,
ineffectual operations, or noncompliance with regulations. The auditor reports significant audit findings that cover the conditions discovered, their cause and effect, and recommendations for remedial action. Recommendations may address such matters as putting funds to better use, questionable costs, and major
non-monetary benefits.
(continued)





AUDITING, GS-0511 (continued)


 (
Occupational
 
Information
 
(continued)
)Reports on financial statement audits provide reasonable assurance on whether the financial statements of an audited entity present fairly its financial position, results of operation, and cash flows in conformity with generally accepted accounting practices. Reports on financially related audits may address areas such as: specific elements, accounts, or items of a financial statement; adherence to financial compliance
requirements; or internal control structure over financial reporting.  Also, in some instances, auditors prepare reports that present trend data and other information summarizing the results of a number of audits.

Performance audit reports typically cover audit objectives, scope, methodology, findings, conclusions, and planned and/or recommended corrective actions. Reports may include the views of responsible officials, and descriptions of noteworthy management accomplishments. Auditors may issue interim reports during an audit to bring significant matters to the attention of appropriate officials.
⇐ BACK




	INTERNAL REVENUE AGENT, GS-0512	Qualification Standards

	
Definition
	
This series covers positions that determine or advise on liability for Federal taxes when such work requires a professional knowledge of accounting theories, concepts, principles and standards and, in addition, a knowledge of pertinent tax laws, regulations, and related matters. This series is unique to the Internal Revenue Service (IRS), U.S. Department of the Treasury.
⇐ BACK
(continued)

	
Titling
	The basic title for this occupation is Internal Revenue Agent.
⇐ BACK







INTERNAL REVENUE AGENT, GS-0512, (continued)

Internal Revenue Agents conduct independent on-site examinations or participate in team examinations of the Federal income tax returns of individuals, businesses, corporations, and other entities to determine correct tax liabilities.

Agents select returns for examination from a batch that has been reviewed for possible disputed issues. The issues in individual returns typically involve questions about such matters as sources and amounts of income, reporting requirements, pensions, the amount of and whether deductions are allowed, gains and losses from sale or exchange of personal property or income-producing assets, and credits. Other issues may relate to profit and losses from a profession or business such as calculations for expenses, deductions for interest and taxes paid, losses and bad debts incurred, depreciation, repairs, and amortization of capital expenditures, employment taxes, and capital gains or losses. Corporate business issues involve issues such as business income and expense, alternative minimum taxes, intangibles, capitalization of inventories, related party transactions, changes in accounting methods, and built-in gain tax questions.

Agents may also decide to examine based on operating division program emphasis on such areas as specific industries, certain categories of taxpayers, and inventory controls/valuation.

 (
Occupational
 
Information
)Agents identify issues they will pursue based on large, unusual, or questionable items in the return or information missing from the return. They decide which issues should produce significant tax or compliance effect and the potential for collection. When determining the scope and depth of an examination, the agents identify the appropriate tax laws and facts needed to resolve the issues, prepare an audit plan and a schedule for conducting the examination, identify sources of information, and determine any need for functional area specialists.

During the early stages of the examination, agents gather information about the taxpayer's economic status, business history, operations, organization and structure, accounting practices, internal controls, and record- keeping systems. They modify the examination approach based on information gathered and research related to trends in the specific industry, effects of the economy on the business for the period under examination, and laws specific to the business.

They find areas of error or abuse, including isolating instances of non-filers and possible fraud. They are aware of trends in tax evasion methods and techniques and recognize indicators of fraudulent activities, such as understatement of income and improper deductions.

The examination includes the investigation and audit of tax returns and corroborating records. Agents reconcile the return with the records. They also perform these tasks:

•	investigating and examining source documents, financial statements, and business activities;
•	ensuring that the records and tax returns reflect the transactions;
•	analyzing accounting records to ensure established accounting principles are applied;
•	checking to see that income and expense items are correctly reported; and
•	checking that methods of determining costs, expenses, and profits reflect appropriate values.

(continued)





INTERNAL REVENUE AGENT, GS-0512, (continued)

Agents conduct package audits to:

•	determine that the taxpayer has filed other required Federal tax returns such as information, excise, or other specialty returns, and
•	conduct concurrent examinations of these other returns when warranted in compliance with requirements.

If adjustments are necessary after completing the examination, agents determine appropriate penalties, and calculate the correct tax liability, penalty, and interest. In closing the examination, they confer with taxpayers or their representatives to explain the issues involved, the applicability of pertinent tax laws and regulations, and proposed adjustments. They attempt to secure the taxpayer’s agreement on the correct amount of tax liability, solicit payment or offer installment agreements, and consider the feasibility of collecting potential tax deficiencies.

 (
Occupational
 
Information
 
(continued)
)If the taxpayer does not agree with the agent’s finding and chooses to appeal the assessment, the agent’s written audit report provides the appeals office with the information necessary to handle the case. An audit report:

•	describes the kind and extent of the examination made;
•	present evidence, exhibits, and computations to support recommended tax liability;
•	includes the regulatory and accounting basis for any adjustment;
•	describes any special accounting or tax law issues; and
•	cites pertinent provisions of law, regulations, and court decisions.

These factors create pressure to resolve cases within deadlines:

•	tax laws that have voluminous judicial precedents and ramifications through nearly every aspect of society,
•	repeated changes in the tax codes that increase the complexity of applying the law, and
•	taxpayer’s who develop their own interpretations or application of statutory provisions of tax laws.

Most agents handle a general program caseload. Other agents, after gaining experience or specialized training, move into specialized program areas for such matters as exempt organizations, employee benefit plans, excise taxes, and international organizations.

Some agents are assigned to perform quality review of cases, classification of returns, special programs planning and other programs monitoring and support duties. They also provide assistance to taxpayers and serve as expert witnesses or cooperating agents in criminal investigations.

The majority of agent work is performed in the field. Office time is spent ordering new returns, conducting pre-audit analysis, scheduling new appointments, researching, consulting with group managers or audit specialists, preparing administrative reports, assembling case files for closure, and preparing other reports, including those to be forwarded to appeals and other functions.
⇐ BACK





	TAX SPECIALIST, GS-0526	Qualification Standards

	
Definition
	

This series covers positions that determine, supervise, educate, advise, and perform work related to Federal tax liability, and as required duties, and tariffs when such work involves contact with taxpayers, manufacturers, producers, importers, third-party organizations and/or their representatives. Work involves these types of duties:

•	analyzing programs that provide tax, duty and tariff, and revenue-related accounting advisory and consultation services; and/or,
•	examining and/or reviewing of financial documents, or practices affecting the financial condition of an
activity.

Work requires knowledge of financial accounting principles, practices, and methods as well as knowledge of pertinent laws, regulations, and rulings pertaining to taxes, and/or as required duties and tariffs.
⇐ BACK

	
Titling
	

The basic title for this occupation is Tax Specialist.
⇐ BACK

	
Occupational Information
	

Tax Specialists determine, educate and advise on the Federal tax liability of individual and business taxpayers.

Taxpayers include:

•	individuals whose only income is from wages and/or investments,
•	sole proprietors,
•	individuals with business and supplemental income, and
•	small partnerships and corporations.

Work requires contact with taxpayers, their representatives, and third party organizations on one or more of these types of matters:

•	examining and/or reviewing financial accounts, financial reports, and practices affecting or reflecting the financial condition of an activity; and
•	analyzing the design, development, execution and operation of programs that provide pre-filing and post-
filing technical tax advice and assistance, and/or tax-related accounting guidance and assistance.

Tax Specialists resolve collection issues and arrange and accept payment of taxes including installment agreements, and Offer-in-Compromise (OIC), and Automated Collection System (ACS) liens and levies.

All grade levels require knowledge of elementary financial principles, practices, and methods. Higher grade levels require knowledge of accounting at the intermediate level.
⇐ BACK







	BUDGET ANALYSIS, GS-0560
	Qualification Standards

	
Definition
	

This series covers positions that perform, advise on, or supervise work in any of the phases of budget administration when such work requires knowledge and skill in applying budget- related laws, regulations, policies, precedents, methods, and techniques.
⇐ BACK

The basic titles for positions in this occupation are:

Budget Analyst-	For positions that involve analytical, technical, and administrative duties in one or more phases of the budgetary process, e.g., budget formulation and justification, presentation and enactment, or execution. Budget analysts are responsible for a segment of an organization's budget, programs, and/or organizational structure that is less than the full scope of budgetary operations for the organizational component and level served. Also use this title for positions that develop budgetary guidance.


Budget Officer-	For supervisory and nonsupervisory positions with delegated authority and responsibility for the total budgetary operations of an agency, or other organizational segment (e.g., a bureau, service, region, military command, or military installation) that is separately administered. To be titled budget officer, the position must, at a minimum, be responsible for both budget formulation and budget execution for the organizational component and level served. There can be only one budget officer for the organizational component and level served. Title positions that do not fully meet the foregoing criteria for a budget officer as a supervisory budget analyst or budget analyst, as appropriate.
⇐ BACK

	
Titling
	

	
Occupational Information
	
Phases of the Budgeting Process

Budgeting in the Federal Government is a cyclical process consisting of three major phases:

•	budget formulation,
•	budget presentation/enactment, and
•	budget execution.

The three phases co-exist during the fiscal year. When the approved operating budget for the current fiscal year is in the execution phase, the proposed budget for the following fiscal year is in the presentation/enactment phase, and the budget request for two years hence is in the formulation phase.
The budget cycle for a single budget year covers nearly three calendar years.

(continued)







BUDGET ANALYSIS, GS-0560 (continued)

Budget formulation is the process of preparing detailed analyses and estimates of annual funding needs for one or more future budget years. The process begins with the gathering, comparing, and correlating information about projected costs of current and future programs and activities. Analysts then determine costs and benefits of different levels of program operations. Finally, analysts put the recommended budget for the desired level of program operations into a format consistent with existing legislative and regulatory guidance and acceptable to reviewing and approving authorities.

OMB reviews in detail proposed agency budgets and presents them to the President in the context of overall fiscal policy issues.  During this phase, agencies provide extensive written justification for proposed requests for funds that they must tie to program needs. Each agency budget must reflect the President's recommendations for individual programs, as well as total outlays and receipts appropriate for the state of the national economy. Depending upon the agency and the scope of the programs it administers, input to the process may come from any level within the agency. Transmittal of the President's budget to Congress represents the culmination of the budget formulation phase.

Congressional review of the President's budget formally marks the start of the presentation/enactment phase of the budget process. This phase is formal, as distinguished from those budget presentations and reviews of
 (
Occupational
 
Information
 
(continued)
)a less formal nature, that take place within agencies prior to submission of the President's budget to Congress. Before considering appropriations for a specific program, Congress must first enact legislation, referred to as enabling legislation, that authorizes an agency to carry out the program. Such legislation provides budget authority for the program, and may also set limitations on the amount of money that can be spent to carry it out. Congress, at its will, authorizes agencies to operate for one or more years.

Through an elaborate process of review, discussion, and concurrence, the House and Senate consider requests for appropriations. Congressional committees often call agency officials to provide expert testimony to defend their funding requests to support program operations. Congress transmits measures approved by both houses to the President in the form of a bill for approval or veto. After signature, the approved budget becomes the financial basis for the operation of Federal agencies and departments for the fiscal (budget) year covered and includes multi-year and no-year funding for certain programs.

Budget execution is the phase during which OMB makes funds in the approved fiscal year budget available to agencies to carry out their missions, functions, and programs. OMB makes these funds available on a time-phased basis (e.g., quarterly, or for specific projects) through the apportionment process. The apportionment process consists of a system of administrative controls intended to achieve the most economical and efficient use of funds available by preventing the need for supplemental or deficiency appropriations, or lapses of budget authority. It is a violation of law for an agency to incur obligations or
make expenditures in excess of the amount of money apportioned to it. Congress requires agencies to submit formal written requests to obtain apportionment. Agencies further control their own obligation and expenditure of funds available through a similar distribution of allotments and sub-allotments that are distributed on a time-phased, project, or other basis. During the budget execution phase, agency budget and program officials monitor, check, and control the use of agency funds.

Each agency is responsible for assuring that obligations incurred and resulting expenditures of funds are in accordance with existing laws and regulations. Congress often writes legislation regarding how appropriations will be allocated. As a follow-up measure, OMB reviews program and financial reports submitted by agencies, and the General Accounting Office regularly audits and reports the activities of Federal agencies.

(continued)




BUDGET ANALYSIS, GS-0560 (continued)

In addition to conventional appropriated fund (object class) budgeting, there are other methods of budgeting in use in the Federal Government. As with other administrative practices, Federal agencies request changes to suit the needs of particular programs causing these methods to change with the passage of time.

For a more detailed explanation of the Federal Budget process, see the following publications of the U.S. Government:

•	The United States Budget in Brief provides a concise overview of the Federal budget and debt for each fiscal year.
•	The Budget of the United States Government contains information on the President's budget proposals
and explanations of spending programs in terms of national needs, agency missions, and basic
programs. It also provides an analysis of estimated receipts, and a description of the Federal budget process.
•	The Appendix to the Budget of the United States Government contains detailed information on the
proposed text of appropriation language, budget schedules, relationships between work to be performed
and funds needed for its performance, schedules of permanent positions, and general appropriations provisions.
 (
Occupational
 
Information
 
(continued)
)•	Office of Management and Budget Circular No. A-11-Subject: Preparation and Submission of Budget
Estimates.
•	Office of Management and Budget Circular No. A-34-Subject: Instructions on Budget Execution.

Government budget analysts occupy two broad types of positions: budget officer and budget analyst. Budget officers and budget analysts provide advice to program managers, agency administrators, and others on these types of matters:

•	the amounts and types of funding available;
•	the purposes for which money in the budget may legally be used;
•	the time-frames within which available budget funds or authority must be used;
•	trends in the obligation and/or expenditure of funds; and
•	the effects of budgetary changes on related activities (e.g., purchase of office supplies and equipment,
maintenance of buildings and grounds, hiring of personnel, and payment for travel expenses).

Budget officer and budget analyst positions function in organizations that are large enough to warrant establishing full-time positions to do budget administration work. The positions exist in nearly all agencies and departments of the Executive Branch. Tight timeframes, and rigid milestones and deadlines for completing budget actions characterize much of the work.

The budget officer is normally responsible for the full complement of budgetary operations necessary to support the programs and personnel of the organizational component and level in which employed. At a minimum , these responsibilities include formulation of the budget request and execution of the approved annual operating budget for the employing component.

In addition to performing a wide range of analytical, technical, and advisory functions related to the budgetary processes, most budget officers also perform supervisory duties and responsibilities over a subordinate staff of budget analysts and administrative support positions. Many budget officers report to a Chief Financial Officer or other management official in the supervisory chain with authority and responsibility for the total financial management of the employing organization.
(continued)





BUDGET ANALYSIS, GS-0560 (continued)

The budget officer fulfills a broad role which includes scheduling and coordinating the efforts of the budget staff, management, and other staff offices to produce an integrated budget plan for the organizations served, and advising agency management on how to carry out that plan in a timely fashion. Frequently, the budget officer's responsibility also includes these types of duties:

•	developing and/or editing justification statements for requested multi-year and no-year appropriations;
•	presenting budget estimates to fund-granting and reviewing authorities;
•	briefing agency officials on testimony to be given in formal budget hearings and testify as an expert
witness on behalf of the requested budget;
•	providing expert advice to program and financial management officials of the employing agency; and
•	recommending effective and efficient means of using agency funds.

Typically, the budget officer is recognized as the top technical authority on matters of budgetary policy, law, and regulation for the organizational component and level that he or she serves. The budget officer has specific delegated authority and responsibility for assuring compliance with all governing laws and regulations (e.g., the Anti-Deficiency Act, and the Impoundment Control Act of 1974). This authority cannot normally be re-delegated downward. The budget officer exercises technical authority and control in the
 (
Occupational
 
Information
)sense that he or she may authorize or disapprove funding requests and obligations and expenditures of funds based on interpretations of law, regulation or policy. However, most budget officers also exert a strong influence on the discretionary use of funds by line managers through the provision of expert advice and recommendations concerning the costs and benefits of proposed actions.

Most, but not all, budget analysts work in a budget office headed by a budget officer. Some budget analysts work directly for a program manager or administrative official. The pattern of duties and responsibilities assigned to nonsupervisory budget analyst positions varies from one agency to the next, and often between components and organizational echelons within the same agency.

A budget analyst normally performs a segment of the budget administration work done in the employing component or organization. Many budget analysts serve as "process generalists", performing a full complement of budgetary functions and duties associated with all phases of the budget process (e.g., formulation, justification, presentation, and execution), for certain assigned organizational subdivisions, program areas, object classes, or line items. Those budget analysts who specialize in a particular phase of budgeting (e.g., budget formulation) have broad responsibility for many programs or organizational components. Still other budget analysts perform work assignments consisting of a matrix of program and budgetary functions and organizational components.

Typically, budget analysts in components where missions and programs are carried out advise line managers and other officials on requirements for the preparation, documentation, and submission of budget requests. They perform these duties:

•	analyzing the relative costs and benefits of alternative program plans;
•	preparing allotments and sub-allotments of funds for distribution to program managers;
•	checking the propriety of obligations and expenditures; and
•	providing guidance concerning the legal and regulatory aspects of the acquisition and use of funds for
program and administrative purposes.

(continued)





BUDGET ANALYSIS, GS-0560 (continued)

Budget analysts working in industrially funded activities establish standard rates and charges for supplies and services furnished to customers, and prepare business-type balance sheets that reflect organizational assets, liabilities, operating expenses, and working capital.

A much smaller proportion of budget analysts, usually those employed in budget offices at department and agency level, devote their efforts primarily to the preparation of detailed budgetary guidance. They may issue the guidance as policies, procedures, and/or regulations. Budget and program officials at subordinate organizational components use the guidance to prepare and execute operating budgets.

 (
Occupational
 
Information
 
(continued)
)Some budget analysts in the OMB are responsible for developing directives, regulations, and procedures	(e. g., OMB Circulars) to implement Congressional legislation and Presidential budget and program policies. Agencies must follow OPM-promulgated guidance in formulating and submitting budget estimates, and in executing approved budgets.

In addition, some budget analysts, usually at department and agency levels, work substantially full-time in planning, preparing, and presenting budget requests to OMB, and to the various Congressional appropriations committees.

Some budget analysts prepare requests for apportionment and review and consolidate budget estimates and other work submitted by budget staffs of subordinate components and echelons. Budget analysts at all levels of an agency are responsible for detecting and reporting existing and anticipated violations of budgetary law or regulation.

Budget analysts may also be involved in implementing all or part of the provisions of the Government Performance and Results Act (GPRA). This responsibility may include merging the Congressional Budget Justification document with the GPRA-required Annual Performance Plan. Responsibility also may include helping program managers prepare goals and performance measures required by the annual performance plan and making these items consistent with the budget request.
⇐ BACK




Impact of Automation

Automation greatly affects the way accounting, financial, and budget-related products and services are delivered today. Because of automation, managers and supervisors can quickly initiate and track actions, obtain up-to-date financial data, generate reports, and run these reports from their desks. Today’s world of financial management dictates the use of automated financial systems.

Although practitioners in the GS-0500 professional and administrative job family use computers to perform work processes, knowledge of the principles, practices, and processes of the respective occupation remains the paramount knowledge requirement. The kind of automation tools involved and the skill required to use them generally replace or supplement work methods and techniques previously performed manually, or by outdated machine-enhanced processes. Although computers are used to facilitate work in the respective occupations, the use of automation does not change the primary purpose of the work. Positions in these occupations are classified based on the relevant knowledge and skills required to perform the primary duties - in these instances, the accounting, financial and budget-related duties - of the positions.





	
Crosswalk to the Standard Occupational Classification


The Office of Management and Budget requires all Federal agencies that collect occupational data to use the Standard Occupational Classification (SOC) system for statistical data reporting purposes. The Bureau of Labor Statistics will use SOC codes for National Compensation Survey and other statistical reporting. The Office of Personnel Management (OPM) and agencies will develop and maintain the "crosswalk" between the Federal occupational series and the SOC codes to serve this need. These SOC codes and this requirement have no effect on the administration of any Federal human resources management systems. The information contained in this table is for information only and has no direct impact on the classification of positions covered by this job
family standard. The SOC codes shown here generally apply only to nonsupervisory positions in these occupations. As changes occur to the SOC codes, OPM will update this table. More information about the SOC is available at http://stats.bls.gov/soc/.


Federal Occupational Series and Position Titles
and Their Related Standard Occupational Classification System Codes

	
Occupational
Series
	Standard Occupational
Classification Code
Based on Occupational Series
	
Position
Title
	Standard Occupational Classification Code Based on Position Title

	Financial Administration and Program, GS-0501
	13-2099	Financial Specialists, All Other
	(No specified titles)
	13-2099	Financial Specialists, All Other

	Accounting, GS-0510
	13-2011	Accountants
and Auditors
	Accountant
Cost Accountant Staff Accountant Systems Accountant
	13-2011	Accountants
and Auditors

	
	








	Accounting Officer Supervisory Accountant Supervisory Cost
Accountant
Supervisory Staff
Accountant Supervisory Systems Accountant
	1st-level:	Accountants
13-2011	and Auditors
2nd-level	Financial
& above:	Managers
11-3031

	Auditing, GS-0511
	13-2011	Accountants and Auditors
	Auditor
	13-2011	Accountants and
Auditors

	
	




	Supervisory Auditor
	1st-level:	Accountants and
13-2011	Auditors
2nd-level	Financial
& above:	Managers
11-3031

	Internal Revenue Agent, GS-0512
	13-20981	Tax Examiners, Collectors, Preparers, and Revenue Agents
	Internal Revenue
Agent
	13-2081	Tax Examiners, Collectors, Preparers, and Revenue Agents

	
	





	Supervisory Internal
Revenue Agent
	1st-level:	Tax Examiners,
13-2081	Collectors, Preparers, and
2nd-level &	Revenue Agents
above: 11-	Financial
3031	Managers


(continued)





Crosswalk to the Standard Occupational Classification (continued)


Occupational
Series

Standard Occupational
Classification Code
Based on Occupational Series


Position
Title

Standard Occupational Classification Code Based on Position Title

Tax Specialist, GS-0526	13-2081	Tax Examiners, Collectors, Preparers, and Revenue
Agents

Tax Specialist	13-2081	Tax Examiners, Collectors, Preparers, and Revenue Agents

Supervisory Tax Specialist	1st-level:
13-2081


2nd-level &
above: 11-
3031

Tax Examiners, Collectors, Preparers, and Revenue Agents Financial Managers

Budget Analysis, GS-0560	13-2021	Budget Analysts	Budget Analyst
Budget Officer

13-2011	Accountants and
Auditors

Budget Officer Supervisory Budget Analyst

1st-level:
13-2031

2nd-level &
above: 11-
3031

Budget Analysts

Financial
Managers




EXCLUSIONS


Although some positions may include professional and administrative work requiring some knowledge and skills in the accounting and budget area, classification to a series in the Accounting and Budget Group, GS-0500 may not be appropriate.  The following table provides examples of situations where work may involve the application of related knowledge and skills, but not to the extent that it may warrant classification to a series in this job family.

NOTE:  In the table below, job family standard is abbreviated as JFS.
	If...
	See This Standard or
Series Definition:

	
1.  Work involves performing managerial and/or executive duties, rather than performing functional duties in areas such as accounting, auditing, budgeting, financial management, or taxation.
	
GS-0340, Program
Management

	
2.  Work involves applying practical knowledge of financial practices in such fields as land and mortgage markets, municipal revenues, and evaluating the soundness of financial offerings.

(continued)
	
GS-1160, Financial
Analysis







	If... (continued)
	See This Standard or
Series Definition:

	
3.  Work involves advising on or supervising, planning, or organizing analytical or equivalent work not of an administrative support nature related to two or more administrative functions or services; and

The functions or services are necessary for the internal operation or functioning of an organization; and

The paramount qualification requirements are knowledge of management principles, practices, and techniques, and skill in executing the functions or services.
	
GS-0341, Administrative
Officer

	
4.  Work involves a combination of accounting-related duties and another subject matter field when the predominant work is not accounting.
	
GS-0110, Economist;

GS-0301, Miscellaneous Administration and Program

GS-1102, Contracting

GS-1165, Loan Specialist

GS-1510, Actuary

GS-2010, Inventory
Management

	
5.  Work consists exclusively of duties and responsibilities in such general areas as analysis, management, or manipulating numerical data.
	
GS-0342, Support Services
Administration

GS- 0343, Management and Program Analysis

GS-1530, Statistician

	
6.  Work involves administering, supervising, or performing quasi- legal technical work requiring analysis and application of tax principles, specialized knowledge of the Internal Revenue Code and related laws and legal precedents, but does not require a law degree.
	
GS-0987, Tax Law
Specialist

	
7.   Work involves administering, supervising, or performing collecting taxes, surveying for unreported taxes, and securing delinquent accounts.
(continued)
	
GS-1169, Internal Revenue
Officer







	If... (continued)
	See This Standard or
Series Definition:

	
8.  Work involves:

•	processing original tax returns, establishing tax account records, or changing such records based on subsequent information affecting taxes and refunds;
•	collecting some taxes and/or obtaining tax returns;
•	computing or verifying tax, penalty, and interest; and
•	determining proper tax liability

that require knowledge of standardized processing and collection procedures to record tax information and knowledge of applicable portions of tax laws and rulings.



9.  Work involves administrative support duties that support accounting, budget, and other related financial management work.
	
GS-0592, Tax Examining within the JFS for Clerical and Assistance Accounting and Budget Work,
GS-500

	
	
JFS for Clerical and Assistance Accounting and Budget Work,
GS-0500

	
10.  Work involves accounting, budgeting, and management-financial reporting   functions for an organizational segment, field establishment, bureau, or independent agency.
	
GS-0505, Financial
Management






HOW TO USE THIS STANDARD




Evaluate positions on a factor-by-factor basis using the factor level descriptions (FLDs) provided in this standard. Compare each factor in the position description to the appropriate FLDs and illustrations in the standard. If the factor information in the position description fully matches an FLD for the series and specialties in the standard, you may assign the level without reviewing the illustrations. FLDs are progressive or cumulative in nature. For example, each FLD for Factor 1 - Knowledge Required by the Position encompasses the knowledge and skills identified at the previous level. Use only designated point values. Record the results of your analysis on the Position Evaluation Summary form that follows. Convert total points for all factors to grade levels
using the grade conversion table that follows the FLDs.

This standard provides occupation specific illustrations as a frame of reference for applying factor level concepts. Do not rely solely on the illustrations in evaluating positions, because they reflect a limited range of actual work examples. The level of work described in some illustrations may be higher than the threshold for a particular factor level. Use the illustrations in their entirety to gain insights into the meaning of the grading criteria in the FLDs. If the factor information in the position description you are evaluating fails to fully match a relevant illustration, but does fully match the FLD, you may still assign the level.


TheFLDs in this standard covers nonsupervisory positions at grades GS-
5 through GS-15. Evaluate supervisory and leader positions by applying the appropriate guide.


You will find more complete instructions for evaluating positions in the OPM publications: Introduction to the Position Classification Standards and  The Classifier’s Handbook.





POSITION EVALUATION SUMMARY

Organization   	


Position #    	

	
Evaluation Factors
	Factor Level Used
(FL#, etc.)
	
Points Assigned
	
Comments

	1.   Knowledge Required by the Position
	
	
	

	
2.   Supervisory Controls
	
	
	

	
3.   Guidelines
	
	
	

	
4.   Complexity
	
	
	

	
5.   Scope and Effect
	
	
	

	6/7. Personal Contacts and
Purpose of Contacts
	
	
	

	
8.   Physical Demands
	
	
	

	
9.   Work Environment
	
	
	

	SUMMARY
	
Total Points
	
	Standards Used

	
	

Grade Conversion
	
	



Additional Remarks:







Title, Series, and Grade Assigned:



Date:

Agencies may copy for local use.




FACTOR LEVEL DESCRIPTIONS


FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION


Factor 1 measures the nature and extent of information or facts that an employee must understand to do acceptable work (e.g., steps, procedures, practices, rules, policies, theories, principles, and concepts) and the nature and extent of the skills necessary to apply that knowledge.  You should only select a factor level under this factor when the knowledge described is required and applied.

Note: In the tables below, factor level description is abbreviated as FLD.
Factor 1 illustrations are located in Appendix F1.

Level 1-5	750 Points

 (
Series
)Financial Administration and Program	GS-0501

Budget Analysis	GS-0560

Knowledge of basic principles, practices, and methods of the specific functional area(s) acquired through structured on-the-job and classroom training sufficient to do entry-level work such as:

 (
FLD
)•	obtaining, compiling, and summarizing narrative information and quantitative data for use by others within the office;
•	verifying the costs of line items in the budget and entering the costs in standard forms and schedules;
and/or
•	extracting budget and program data from computer printouts of accounting records, forms, and reports
for use by co-workers.
(continued)





	
Level 1-5 (continued)	750 Points

	FLD	Series
	

Tax Specialist	GS-0526


Knowledge of:
•	basic accounting practices;
•	basic interviewing and investigative techniques; and
•	general knowledge of collection techniques, methods, and practices

sufficient to do entry-level development assignments, such as:
•	conducting examinations of returns
•	developing relevant information to resolve tax issues; and
•	conducting collection activities.

Additionally, as required, these types of knowledge:

•	basic knowledge of technical tax law and tax-related accounting methods and practices sufficient to explain and examine issues related to taxpayer's accounting methods (e.g., cash/accrual basis), as well as to advise and assist taxpayers in meeting their Federal tax obligations.
•	basic knowledge of the contents of various legal instruments related to developmental assignments that
may involve such items as leases, wills, deeds, and trusts. Such items may affect taxpayer property,
property rights, and income.

	Series
	
Accounting	GS-0510

Auditing	GS-0511

Internal Revenue Agent	GS-0512

Professional knowledge of the concepts and principles of accounting and, as required, auditing or examinations sufficient to do entry-level work designed to meet these types of objectives:

•	provide experience in the practical application of the specialization’s concept, principles, procedures, and techniques.
•	develop familiarity with the systems, practices, regulations, and operations of a Federal programs; and/or
•	provide experience in using the specific procedures of automated systems to find, review, or change
accounting data in transaction files, ledgers, accounts, summary reports, and financial statements.

	FLD
	







 (
Series
)Level 1-6	950 Points

	
Financial Administration and Program
	
GS-0501
	
Illustration(s)

	Budget Analysis
	GS-0560
	Illustration(s)



This level is appropriate for advanced developmental positions. Duties include progressively more difficult work in various phases of budgeting and finance. The goal of the work is to give employees the experience and skills needed to fill target positions that require knowledge typical of the higher levels of this factor. Typically, the locations of full performance positions that require this level of knowledge are in organizational components below which there are no subordinate functional offices.

Knowledge of, and skill in applying::

 (
FLD
)•	employing organization's missions, functions, goals, objectives, work processes, and sources of funding;
•	commonly used budget and/or finance practices, procedures, regulations, precedents, policies, and
guides that specifically pertain to the work assigned; and
•	as required, sources of factual data about budgeting and/or finance matters relevant to assigned tasks

sufficient to:
•	relate needs and accomplishments of the organization to anticipated and/or actual dollar figures in the
budget
•	relate this knowledge to the needs of the serviced organizations; and
•	work independently on routine or continuing assignments.

(continued)





	
Level 1-6 (continued)  950 Points

	FLD	Series
	


Tax Specialist	GS-0526	Illustration(s)


Basic knowledge of accounting practices and methods as well as general and local business practices sufficient to isolate and define legal and factual issues present in the taxpayer's situation and apply pertinent tax laws and regulations to the individual case.

Knowledge of interviewing and investigative techniques sufficient to conduct examinations of returns, to determine the nature of assistance needed, and to obtain pertinent, yet sensitive information in order to resolve tax issues.

Knowledge of modern collection techniques, including laws governing creditors’ rights, forced assessment collection provisions, and lien priorities sufficient to interpret public records and financial reports in cases involving the application of such laws.

Additionally, as required:

•	knowledge of technical tax law and tax-related accounting methods and practices sufficient to explain and examine issues related to the taxpayer's accounting methods and practices (i.e., cash/accrual accounting); and to advise and assist taxpayers in meeting their Federal tax obligations.
•	knowledge of the content and effects of various legal instruments such as leases, wills, deeds, and trusts
that might affect property, property rights, and income of taxpayer cases.

	FLD	Series
	
Accounting                                                                       GS-0510         Illustration(s) Auditing                                                                           GS-0511         Illustration(s) Internal Revenue Agent                                                  GS-0512         Illustration(s)
Professional knowledge of accounting and, as required, auditing concepts, principles, and methods sufficient to work independently using conventional procedures and practices that apply to most situations encountered.

Additionally, one or more of these types of knowledge:

•	basic, general knowledge of the organization’s business practices pertaining to such matters as common administrative support or business accounting systems for payroll, purchases, maintenance, sales, and services sufficient to relate to the needs of serviced organizations;
•   basic, general knowledge of agency programs and their governing statutes, regulations, and practices
sufficient to perform audit assignments using generally accepted Government auditing methods and
techniques; or
•   the Internal Revenue Code and agency policies, rules, and regulations sufficient to analyze tax returns
and related records sufficient to determine the reasonableness of such matters as deductible items, the
validity of reported income and expenses, and probable earnings.







	
Level 1-7	1250 points

	FLD	Series
	
Financial Administration and Program	GS-0501	Illustration(s)

Budget Analysis	GS-0560	Illustration(s)

This level of knowledge typically applies to positions at more than one echelon of agencies and departments. It is the minimum level of knowledge and skill required for budget officer positions. It is also the highest level for salary and expense budgeting of a support nature in a Federal agency.

Detailed, intensive knowledge of the policies, precedents, goals, objectives, regulations, and guidelines of a functional area such as financial oversight, budget formulation, and/or budget execution sufficient to:

•	analyze and evaluate continual changes in program plans and funding and their effect on financial and budget program milestones; and
•	analyze financial and budgetary relationships to develop recommendations for financial and/or budgetary
actions under these types of conditions and time pressures:

–	uncertainty due to short and rapidly changing program and financial/budgetary deadlines and objectives;
–	gaps and conflicts in program and financial/budgetary information;
–	lack of predictive data;
–	conflicting program and financial/budgetary objectives; and/or
–	changing guidelines for the work.

	FLD	Series
	


Tax Specialist	GS-0526	Illustration(s)

Knowledge of intermediate accounting concepts, principles, methods, and examination techniques as well as knowledge of technical tax-related accounting sufficient to analyze and evaluate issues related to such matters as cost accounting, inventory valuation methods, and changes in accounting methods.

Knowledge of research precedents and other reference sources, such as the tax code, regulations, rulings, congressional committee reports, and court decisions sufficient to determine relevance to taxpayer’s individual circumstances.

Knowledge of current tax law, regulations, court decisions, and rulings as well as agency policies, practices, and procedures sufficient to determine the correct tax liability and compliance with record-keeping and reporting requirements.

Knowledge of collection procedures, laws governing creditors’ rights; forced assessment; and collection provisions, installment agreements, Offers-in-Compromise (OIC), and Automated Collection System (ACS) liens and levies sufficient to arrange and accept tax payments.

Skill in interviewing and investigative techniques sufficient to obtain potentially sensitive information and to determine what information is pertinent to resolution of tax issues in conjunction with examining complex business and individual tax returns from such sources as fiduciaries and small-size C and S corporations.


Continued





	
Level 1-7 (continued)
	
1250 points
	

	
Accounting

Auditing

Internal Revenue Agent
	
	
GS-0510

GS-0511

GS-0512
	
Illustration(s) Illustration(s)
Illustration(s)


 (
Series
)Professional, comprehensive knowledge of theories, practices, methods, and techniques of accounting and, as required, auditing; and organizational or program practices, policies, and functions sufficient to:

•	independently plan and conduct a variety of assignments or investigations;
 (
FLD
)•	analyze accounting systems or modify and adapt conventional accounting and analytical techniques to
solve a variety of accounting problems;
•	develop or modify methods and techniques to resolve a variety of auditing problems; and/or
•	independently conduct the complete range of tax examinations and related investigations of a broad
range of business taxpayers such as sole proprietorships, partnerships, fiduciaries, and sizable
corporations.





 (
Series
)Level 1-8	1550 points

	
Financial Administration and Program
	
GS-0501
	
Illustration(s)

	Budget Analysis
	GS-0560
	Illustration(s)


Mastery of the concepts, principles, practices, laws, and regulations of budgeting and/or financing; and the financial and budgetary relationships between subordinate and most senior levels of financial management and budgeting within the employing entity and/or between the organization and programs of other Federal, State, and local governments, private industry, and large public organizations sufficient to:

•	analyze national level programs, exceptionally large and complex programs (e.g., multi-million dollar research grants, contracts, and /or cooperative acquisition agreements);
•   develop, recommend, and implement budgetary and financial policies;
 (
FLD
)•   interpret and assess the impact of new and revised Congressional legislation on the formulation and
execution of budgets;
•   project and analyze the potential effects of budgetary actions on program viability and attainment of
program objectives;
•   develop and render authoritative interpretations of executive orders, OMB guidelines and directives,
and policies and precedents within and across agency lines;
•   develop new methods and techniques of budgeting for the forecasting of long-range funding needs
(e.g., 3 to 5 years or more into the future); and/or
•   develop timetables for obtaining needed funding for new or modified substantive government
programs.


continued





	
Level 1-8 (continued)
	
1550 points
	

	
Accounting

Auditing

Internal Revenue Agent
	
	
GS-0510

GS-0511

GS-0512
	
Illustration(s) Illustration(s)
Illustration(s)


 (
Series
)Mastery of a professional knowledge of the theory, concepts, principles, and practices of accounting and, as required, financial and performance auditing, tax auditing, and financial management sufficient to conduct difficult assignments involving interfaces and inter-relationships between and among programs, systems, functions, policies, and various issues, e.g.:

•	design new and changing system and program environments due to new laws, regulations, and standards;
•	conceive new approaches to existing programs;
•	operate new and old systems concurrently;
•	establish programs central to the mission of the agency;
•	resolve problems of vital importance to the agency where there are conflicting economic and public
 (
FLD
)interests;
•	apply advanced technology, as necessary;
•	comprehensively plan, analyze, determine cost/benefit relationships, and coordinate a great variety of
functions, operations, teams, or interfacing administrative systems;
•	resolve issues where governing laws and regulations are highly interpretive and/or precedents are non-
existent, obscure or conflicting;
•	plan and coordinate problem resolutions that involve a number of organizational entities;
•	develop creative solutions to controversial problems;
•	develop new systems for tax examination, tax management control, and tax documentation systems;
•	conduct examinations that require an integrated analysis of intricate and complex accounting systems,
business activities, and financing over a broad range of industries, occupations, and specialized entities;
and/or
•	develop and apply unique or extensive probing and analysis techniques and methods.





 (
Series
)Level 1-9	1850 points

	
Financial Administration and Programs
	
GS-0501
	

	Budget Analysis
	GS-0560
	Illustration(s)


Mastery of the principles, concepts, laws, and regulations of financial administration or budgeting sufficient to generate new concepts and methodologies in the field or to theorize, plan, and direct entire financial or budgeting systems for broad, emerging, or similarly critical large-scale department/agency wide programs
of national or international scope where no precedents exist. Characteristics of such programs include the following:

•	uncertainties involving the legislation, authorities, and scope of the program resulting from intense
Congressional interest;
•	unprecedented factual issues (e.g., stemming from the newness or scope and complexity of the
program, unprecedented departure from previous practices, or intergovernmental requirements) which
require the creation of financial or budgetary innovations, concepts, or principles;
•	the need for top agency management officials’ continued involvement to balance conflicting interests of
 (
FLD
)extreme intensity (e.g., those resulting from the undetermined potential for future applications of the
program’s product or results, or from public and political controversy that results in the formation of special interest or lobbying groups, or from considerable attention by the national news media that could affect the program’s continuation); and
•	programs are of such magnitude that they affect the economic health of a major industry whose
economic position, in turn, affects the health and stability of the general economy, or significantly
affects foreign economies.

Skill in serving as senior expert and consultant to top agency management officials to advise on integrating the financial or budgeting system with the programs described above.

Skill in advising other financial or budget experts throughout the agency and/or other agencies on issues that involve applying or tailoring methods and procedures developed by the employee to a variety of situations.



Continued





Level 1-9 (continued)   1850 points

Accounting	GS-0510	Illustration(s)

 (
Series
)Auditing	GS-0511

Internal Revenue Agent	GS-0512


Mastery of a specialized area of accounting, auditing, or tax theory and principles sufficient to develop new hypotheses, theories, and concepts sufficient to:

 (
FLD
)•	ad pioneering efforts in areas where no precedents exist, and issues of governmentwide scope are a primary focus; and/or
•	serve as a nationally or internationally recognized consultant and expert in the respective field.

OR

Knowledge and skill similar to that described above for GS-0501 and GS-0560, except that the work requires mastery and application of professional accounting theory, concepts, principles, and practices.





FACTOR 2 - SUPERVISORY CONTROLS


This factor covers the nature and extent of direct or indirect controls exercised by the supervisor or another individual over the work performed, the employee’s responsibility, and the review of completed work.  The supervisor determines what information the employee needs to perform the assignments; e.g., instructions, priorities, deadlines, objectives, and boundaries.  The
employee’s responsibility depends on the extent to which the supervisor expects the employee to develop the sequence and timing of the various aspects of the work, to modify or recommend modification of instructions, and to participate in establishing priorities and defining objectives. The degree of review of completed work depends upon the nature and extent of the review; e.g., close and detailed review of each phase of the assignment; detailed review of the completed assignment; spot check of finished work for accuracy; or review only for adherence to policy. The primary components of this factor are:  How Work Is Assigned, Employee Responsibility, and How Work Is Reviewed.

Note: In the tables below, factor level description is abbreviated as FLD.
	
Level 2-1	25 points

	FLD	Series
	
Financial Administration and Program	GS-0501	Internal Revenue Agent	GS-0512

	
	
Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560

	
	

How Work Is Assigned - The supervisor instructs the employee on what to do, the methods to use, what to look for, and what to bring to the supervisor's attention. When the supervisor assigns developmental tasks, or tasks involving the use of new formats, methods, or procedures, the supervisor typically provides detailed
and specific instructions covering such things as:

•	sources of information;
•	guidelines to be used;
•	forms and worksheets on which to enter data;
•	the end product desired; and
•	the analytical steps the employee is to follow in arriving at the product.

Employee Responsibility - The employee performs work as instructed. The employee consults with the supervisor or a higher-grade co-worker when clarification of instructions is necessary. The employee also receives guidance on problems and work methods not specifically covered by the original instructions.

How Work Is Reviewed - The supervisor reviews work while in progress and upon completion to see that the employee followed directions and the results are complete and accurate.







 (
Series
)Level 2-2	125 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560




How Work Is Assigned - The supervisor instructs the employee on the purpose of the assignment and its scope, limitations, expected deadlines, and priorities. The supervisor also advises the employee on these types of matters:

•	peculiarities of the assignment such as type of problems that may arise;
•	relevant accounting and management practices;
•	unusual transactions;
 (
FLD
)•	automated system peculiarities; and/or
•	time frames for completion of steps in the budget process.

Employee Responsibility - The employee works independently, but within the framework established by the supervisor and in conformance with established practices and prescribed procedures. The employee refers problems not covered by the supervisor’s instructions or guides to the supervisor for help or a decision.

How Work Is Reviewed - The supervisor reviews completed work closely to verify accuracy and conformance to required procedures and any special instructions. The supervisor also reviews findings and conclusions to ensure they are supported by facts. Typically, the supervisor reviews in detail the more difficult work of a type the employee has not previously done.





 (
Series
)Level 2-3	275 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560


How Work Is Assigned - The supervisor outlines or discusses possible problem areas and defines objectives, plans, priorities, and deadlines.

Employee Responsibility - The employee independently plans and carries out the assignment in conformance with accepted accounting, auditing, tax examination, budget, or finance practices. The employee adheres to instructions, policies, and guidelines in exercising judgment to resolve commonly
 (
FLD
)encountered work problems and deviations. The employee brings controversial information or findings to the supervisor's attention for direction.

How Work Is Reviewed - The supervisor evaluates and reviews these characteristics of completed work:

•	technical soundness and appropriateness;
•	adequacy of the investigation and analysis;
•	validity of conclusions drawn;
•	conformity with applicable policies, regulations, and procedures, and adherence to requirements; and
•	feasibility and utility of any proposals.

The supervisor does not usually review methods used in detail.





 (
Series
)Level 2-4	450 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560



How Work Is Assigned - The supervisor outlines overall objectives and available resources. The employee and supervisor, in consultation, discuss timeframes, scope of the assignment including possible stages, and possible approaches.

Employee Responsibility - The employee is fully experienced in applying concepts and methodologies and is knowledgeable in functional program characteristics and requirements. The employee also is a technical authority with responsibility for these types of actions:

•	planning and carrying out the assignment;
•	directing other functional specialists;
•	resolving most of the conflicts that arise;
•	coordinating the work with others as necessary;
•	interpreting policy and regulatory requirements;
 (
FLD
)•	developing changes to plans and/or methodology; and/or
•	providing recommendations for improvements in order to meet program objectives.

The employee keeps the supervisor informed of progress and of potentially controversial matters. Such matters may include these types of issues:

•	major problems in completing accounting systems development or installation;
•	the possibility of fraud or items of major impact on other audit or examination efforts or agency program
areas;
•	the need for supplemental appropriations; and/or
•	inability to meet key budget and program deadlines.

How Work Is Reviewed - The supervisor reviews completed work for soundness of overall approach, effectiveness in meeting requirements or expected results, the feasibility of recommendations and adherence to requirements. The supervisor does not usually review methods used.





	
Level 2-5	650 points

	Series
	
Financial Administration and Program	GS-0501	Internal Revenue Agent	GS-0512

Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560


How Work Is Assigned - The supervisor provides administrative and policy direction in terms of broadly defined missions or functions of the organization.

Employee Responsibility - The employee is responsible for a significant program or function. The
employee defines objectives, interprets policy promulgated by authorities senior to the immediate supervisor, and determines their effect on program needs. Additionally, the employee independently plans, designs, and carries out the work to be done. The employee is a technical authority.

How Work Is Reviewed - The supervisor’s review of the work covers such matters as fulfillment of accounting, auditing, examination, finance, or budget program objectives and the effect of advice, influence, or decisions on the overall program. The supervisor usually evaluates the employee's recommendations for new systems, methods, projects, or program emphasis in light of the availability of funds, personnel, equipment capabilities, priorities, and available resources. Also, the supervisor rarely makes significant changes to the employee’s work

	FLD
	







FACTOR 3 - GUIDELINES


This factor covers the nature of guidelines and the judgment employees need to apply them. Individual assignments may vary in the specificity, applicability, and availability of guidelines; thus, the judgment employees use similarly varies.  The existence of detailed plans and other instructions may make innovation in planning and conducting work unnecessary or undesirable. However, in the absence of guidance provided by prior agency experience with the task at hand or when objectives are broadly stated, the employee may use considerable judgment in developing an approach or planning the work.  Here are examples of such guidelines used in professional and administrative work in the Accounting and Budget Group:

•	Agency regulations, legislation, and requirements covering program operations;
•	Accounting system documentation;
•	Principles of Federal appropriations law and Comptroller General decisions;
•	The Internal Revenue Code and Manual;
•	Guidelines, circulars, and regulations developed by other agencies and organizations such as
the General Accounting Office (GAO), the Treasury Department, the Cost Accounting
Standards Board (CASB), the Federal Accounting Standards Advisory Board (FASAB), the Joint Financial Management Improvement Program (JFMIP), the General Services Administration (GSA), the Office of Management and Budget (OMB), and functional regulations such as the Federal acquisition regulations;
•	Agency-developed accounting and audit handbooks, manuals, and instructions;
•	Treatises on accounting theory or guidance for developing solutions to difficult accounting
problems;
•	Agency regulations describing operating program requirements and characteristics;
•	Standard texts covering the theory, concepts, and practices of accounting, auditing, and
taxes;
•	Files and records, such as previous audit reports;
•	Governing policies and procedures of the agency;
•	Federal tax regulations;
•	Other tax reference publications;
•	Established investigative and examination procedures;
•	Precedent cases;
•	Administrative policies and precedents;
•	Established budgetary procedures and policies;
•	Traditional budgetary practices;
•	Reference manuals such as financial handbooks;
•	Budget circulars and directives; and
•	Appropriations language.

Do not confuse guidelines with the knowledge described under Factor 1- Knowledge Required by the Position.  Guidelines either provide reference data or impose certain constraints on applications.  For example, in some of the functional areas covered by this standard, there may



be several generally accepted methods of accomplishing work, perhaps set forth in an agency operating manual.  However, in a particular office, the policy may be to use only one of those methods; or the policy may state specifically under what conditions the office may use each method.  The primary components of this factor are:  Guidelines Used and Judgment Needed

Note: In the tables below, factor level description is abbreviated as FLD.

 (
Series
)Level 3-1	25 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560




 (
FLD
)Guidelines Used - The employee uses specific detailed guidelines that cover all aspects of the work.

Judgment Needed - The employee works in strict adherence to available guidelines. The supervisor or a designated higher-grade co-worker must authorize any deviations from the guidelines.




 (
Series
)Level 3-2	125 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560




Guidelines Used - The employee uses a number of procedural guidelines that specifically cover the assigned work. These guidelines include such items as clear precedents applicable to similar situations, applicable portions of functional area handbooks or agency manuals, specific audit plans, and/or written instructions. Special instructions relate to the specific characteristics of the assigned work.

 (
FLD
)Judgment Needed - The employee uses judgment in locating and selecting the proper procedural and technical instructions and in performing those aspects of the work not specifically prescribed. Here are examples of such work:

•	blocking and transmitting a manageable number of source documents;
•	annotating consistently different types of obligations;
•	adjusting automated billing in reimbursable transactions;
•	determining the way a sample is portrayed; and/or
•	preparing budget estimates for assigned object classes or line items.

The employee refers situations that do not readily fit instructions or applicable guidelines to the supervisor or a higher-grade employee.





	
Level 3-3	275 points

	Series
	
Financial Administration and Program	GS-0501	Internal Revenue Agent	GS-0512

Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560


Guidelines Used - Guidelines typically provide a preferred approach or describe generally accepted standards rather than precisely delineating requirements. Consequently, a situation may require a level of detail or scope of instruction that is greater than what the guidelines provide. Here are examples of such guidelines:

•	handbooks developed at higher echelons covering a range of agency accounting, finance, or budget operations, and which may provide suggestions and goals for increasing effective advisory services to management, as well as procedures that the employee must either implement or consider in establishing local office practices
•	a handbook of characteristics and specifications for a new automated accounting or financial information
system where the manual is incomplete in covering many minor problems that arise
•	the Internal Revenue Code, Federal tax regulations, Treasury regulations, rulings, the Internal Revenue
Manual, other tax publications, precedent cases, and other legal decisions
•	audit plans for commonly performed audits that often are completed on a recurring schedule with
defined approaches and specific objectives that are substantially the same for almost all audit
engagements
•	the Securities Act of 1933, the Securities Exchange Act of 1934, the rules and regulations of national
security exchanges, and Federal Reserve Board regulations relating to margin requirements and credit.

Judgment Needed - The employee uses judgment to adapt the guidelines to specific cases or problems and/or to interpret a large number of varied policies and regulations.

	FLD
	









 (
Series
)Level 3-4	450 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560


Guidelines Used - Typically, guidelines and policies are scarce; are very general in nature; pertain only to routine issues and matters; are stated in terms of goals to be accomplished rather than the approach to be taken; and present a number of principles and standards any one of which may reasonably apply to the broad subject matter. Documentation of work done in earlier assignments is not available or is not applicable because of changes in subject matter, objectives, or emphasis. Here are examples of such guidelines:

•	OMB circulars, directives, and regulations
•	Treasury Department regulations
•	judicial decisions
•	Comptroller General Decisions
•	the employing agency’s broad program goals and policy statements that describe only the purpose for
which a program or system was established
 (
FLD
)•	requirements that define general specifications for management and financial systems or the parameters
from which an accounting system is to be defined

Judgment Needed - The employee routinely must develop specific objectives and devise new methods, techniques, and criteria pertaining to such matters as:

•	identifying trends and patterns;
•	acquiring information and analyzing data;
•	modifying systems to accept new kinds of data;
•	developing solutions and presenting findings; and
•	examining returns for which there are no precedents.

The employee may interpret available guidance for employees at the same or subordinate levels.





 (
Series
)Level 3-5	650 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560


Guidelines Used - Guidelines consist of such items as broad policy statements, basic legislation, laws, tax regulations, and agency goals. Often the guidelines originate with more than one Federal department or agency. They may require extensive interpretation to effect agency-specific policy statements, regulations, and instructions that are free of ambiguous and conflicting or incompatible goals and objectives. These interpretations generally take the form of these types of policy statements, regulations, and instructions:

•	financial management policy for use throughout a department or comparable organization or throughout the Executive branch of Government;
 (
FLD
)•	guidelines on auditing contracts or on auditing regulated industries or other comparable guidelines that
normally apply governmentwide; and/or
•	tax examination policy applicable throughout the Internal Revenue Service.

Judgment Needed - Employees must use judgment and ingenuity and exercise broad latitude in interpreting the intent of applicable guidelines. (Often the employees have peer recognition as technical authorities in a field of accounting, auditing, or taxation with responsibility for developing policy, standards, and guidelines for use by other accountants, auditors, or agents within agencies or within functional areas that cross agency lines.)





FACTOR 4 - COMPLEXITY


This factor covers the nature, number, variety, and intricacy of tasks, steps, processes, or methods in the work performed; the difficulty in identifying what needs to be done; and the difficulty and originality involved in performing the work.  The primary components of this factor are: Nature of Assignment, What Needs To Be Done, and Difficulty and Originality Involved.

Note: In the tables below, factor level description is abbreviated as FLD.
Factor 4 illustrations are in Appendix F4.
	
Level 4-2	75 points

	Series
	
Financial Administration and Program	GS-0501

Budget Analysis	GS-0560	Illustration(s)


Nature of Assignment - Work consists of performing a series of related steps, methods, tasks, and procedures. Financial data are of a factual nature, but may be presented in a variety of ways. Deadlines for completion of the work are fixed and unvarying. Deadlines usually are established from several months to one year in advance.

What Needs to be Done - Checks the accuracy and consistency of data such as estimates, obligations, expenditures, revenues, and reimbursements. Decides which records and documents to review and which data to extract from them. Also, must decide the methods, schedules, forms, and documents on which to enter or adjust data.

Difficulty and Originality Involved - Must recognize similarities and differences in types of transactions and entries.

	FLD
	

	FLD	Series
	
Tax Specialist	GS-0526



Nature of Assignment -Work consists of performing a series of related steps, methods, tasks, and procedures. Data are of a factual nature, but may be presented in a variety of ways. Tasks relate to a variety of basic subjects such as fundamentals of tax law, applicable portions of the Internal Revenue Code, interviewing techniques, problem solving, and evaluation methods.

What Needs to be Done - Checks the accuracy and consistency of data such as expenditures and revenues. Decides which records and documents to review and which data to extract from them. May reply to letters of inquiry. Decides clear-cut issues and explains decisions in a forceful but tactful manner.

Difficulty and Originality Involved - Must recognize similarities and differences in types of transactions and entries. Must decide the methods, schedules, forms, and documents on which to enter or adjust data.



continued





Level 4-2 (continued)	75 points

Accounting	GS-0510

 (
Series
)Auditing	GS-0511

Internal Revenue Agent	GS-0512


Nature of Assignment - Work consists of performing specific tasks designed to orient the employee in the practical application of theory and basic principles of accounting, and as required auditing or tax examination. Work requires actions based on factual differences. Factual differences may involve such
 (
FLD
)matters as the type and kind of information needed on balance sheets, the consistency of various ledgers with original documents, and the portrayal of data in chart, table, or graph format.

What Needs to be Done - Applies basic theories and principles to carry out well-defined accounting, auditing, or examination practices.

Difficulty and Originality Involved - Must understand and follow the employing organization's established procedures.




 (
Series
)Level 4-3	150 points

	
Financial Administration and Programs
	
GS-0501
	
Illustration(s)

	
Budget Analysis
	
GS-0560
	
Illustration(s)


Nature of Assignment - Work consists of performing varied duties by applying a series of different and unrelated, but established methods, practices, and techniques. Organizations, activities, services, and/or accounts budgeted for are relatively stable from one year to the next and throughout the fiscal year. Funding is from readily identifiable sources such as allotments and reimbursements. Information may pertain to past, present, and future cost of basic administrative programs and services. Programs and services may involve such items as salaries and wages of employees, office supplies, equipment, travel, and the timing of financial actions. The timing of financial transactions may involve for example, the acquisition, distribution, and/or transfer of funds.

 (
FLD
)What Needs to be Done - Compiles, analyzes, and summarizes financial and/or budgetary information related to assigned areas of the organization’s financial program. Translates organizational needs and objectives, by line item and object class, into budget dollars and the funding actions required to accomplish them. Must consider program goals, provisions of applicable policies, regulations, and procedures, and alternative methods of obtaining and distributing funds. May recommend the approval or disapproval of requests for allotments of funds, or actions involving the commitment of funds.

Difficulty and Originality Involved - Bases decisions on these types of factual considerations:

•	the amount of funds in an account;
•	deadlines integral to the budget cycle; and
•	local controls over and regulations pertaining to spending.
Continued





Level 4-3 (continued)	150 points


 (
Serie
s
)Tax Specialist	GS-0526


Nature of Assignment - Work consists of conducting tax examinations of entities such as non-business- related individuals and targeted business taxpayers to determine and advise on Federal tax liability. Examinations of individuals may involve specialized features of varied issues that require application of appropriate tax laws and investigative techniques. Examinations of targeted business tax returns require knowledge of elementary accounting methods and knowledge of practices that may be unique to a particular market segment or industry Although work covers primarily individual and targeted business income tax returns, the employee may encounter some issues involving other kinds of taxes.

 (
FLD
)What Needs to be Done - Plans and conducts independent examinations. Identifies issues to be pursued based on large, unusual, or questionable items. Recognizes indicators of fraudulent activity and develops appropriate referrals. Determines the collectibility of potential tax deficiencies and solicits payments and/or offers installment agreements. Provides guidance and limited training to targeted audiences that may include taxpayers and IRS employees.

Difficulty and Originality Involved - Pertinent tax laws are not always clear and accordingly require interpretation. Exercises judgment to select the appropriate format for presenting the tax information and standard tax materials to the customer. May be required to adapt some standard material to meet customer needs.


(continued)




	
Level 4-3 (continued)	150 points

	
Series
	
Accounting                                                                GS-0510         Illustration(s) Auditing                                                                    GS-0511         Illustration(s) Internal Revenue Agent                                           GS-0512         Illustration(s)
Nature of Assignment - Work consists of applying established practices and procedures under the
following conditions:

•	accounting work may involve responsibility for one segment of a local accounting operation or for all accounting systems operations where program operations are stable and system requirements are established and well-documented.
•	auditing work may involve all phases of the audit including planning, coordinating, conducting, and
reporting audit results when there is ample precedent for the work covered by the audit assignment.
•	tax work consists of examining tax returns that involve various types of accounting systems, records
systems, and transactions. Tax work also involves responsibility for different phases of the
examination including planning, coordinating, and conducting the tax audit.

What Needs to be Done - Work typically requires selecting and applying appropriate methods from many possible standard methods. Here are examples for each occupation:

•	Accounting - tracks ongoing operations and solves problems that arise; studies existing reports, accounts, or instructions to streamline operations or provide reports with greater detail; prepares specific instructions for ongoing operations; documents accounting system features designed by higher level accountants; and advises managers or others when transactions differ from norms on nature and volume.
•	Auditing - chooses a course of action from many alternatives in planning an approach, gathering data,
and presenting findings depending on the nature and extent of problems encountered.
•	Tax Work - analyzes particular facts of each tax case; verifies and evaluates information; obtains
additional information to reconcile discrepancies or inconsistencies; and applies the pertinent tax laws,
regulations, precedent decisions, and procedures to determine appropriate action from many possible alternatives in planning an approach and carrying out the assignment. At all times, is alert to indications of possible tax evasion.

Difficulty and Originality Involved - Must decide how to approach each assignment or assignment phase based on the information available and the requirements of applicable guides. Must identify and analyze conditions and elements in work environments characterized by the following:

•	systems, functions, and controls for programs are stable, pertinent issues are known;
•	there are few conflicts in interpretation of conditions observed; and
•	factual interrelationships are not always obvious or require treatment that varies depending on the
subject matter.

In tax work, the employee must make these types of decisions:

•	which reports will likely yield the necessary information;
•	whether to use subtle indirect lines of questions or straightforward methods to obtain information from
taxpayers; and
•	which approach to use based on the specific issues involved.

	FLD
	







	
Level 4-4	225 points

	Series
	
Financial Administration and Program	GS-0501	Illustration(s)

Budget Analysis	GS-0560	Illustration(s)


Nature of Assignment - Work consists of performing a variety of analytical, technical, and administrative work for substantive programs and support activities. These programs and activities are funded through a number of sources such as appropriations, allotments, reimbursable accounts, and transfers of funds between organizations. Programs and funding are unstable and subject to change throughout the fiscal year. These changes necessitate making frequent adjustments to budget estimates or conducting partial re-budgeting during the fiscal year. Program funding may extend for several years or more, as in the case of no-year appropriation. The budget typically includes a wide range of object classes and line items for one or a few substantive programs and organizations. Alternatively, the budget may include fewer object classes and accounts, but through which a wide range of programs is funded.

What Needs to be Done - Identifies and analyzes changes in budgetary and/or financial policies, regulations, constraints, objectives, and available funds that affect the accomplishment of program objectives. Analyzes budget and/or financial program data to develop annual and multi-year budget estimates for assigned programs and activities. Conducts research, identifies, and analyzes trends in the use of funds, and recommends adjustments in program spending that require the rescheduling of program workloads. Assists program managers and staff officials in interpreting the impact of and planning for multi-year financial/budgetary and program changes.

Difficulty and Originality Involved - Must choose the analytical technique that is appropriate for the task such as cost-benefit analysis, depreciation, and pro-ration of revenues and costs. The presence of conflicting program and financial data make it difficult to identify reliable data. Unpredictable short-term deadlines that vary according to financial/budgetary objectives, available funding, program goals, and workload make it difficult for the employee to:

•	identify trends in the use of funds;
•	recommend program spending adjustments that require rescheduling of program work loads; and
•	assist program managers and staff officials in interpreting the impact of, and planning for, multi-year
financial/budgetary and program changes.

	FLD
	



continued





Level 4-4 (continued)	225 points



 (
Series
)Tax Specialist	GS-0526

Nature of Assignment - Work consists of conducting tax examinations of entities such as sole proprietorships, small size C and S corporations, partnerships, fiduciaries, and non-business related individuals. The entities' principal sources of income are from salary, wages, dividends, and investments, and in some instances small businesses, self-employment, and supplemental income.

What Needs To Be Done - Interviews taxpayers, tax practitioners, and accountants to discuss and determine tax laws as they pertain to the taxpayer's situation. Reviews books and records to gain an understanding of the taxpayer's methods of accounting. Analyzes financial statements. Analyzes data to properly apply pertinent tax laws. As required, makes adjustments; initiates credit transfers and payment tracers;
recomputes tax, penalty, and interest; prepares manual refunds; makes abatements; and prepares and executes waivers to extend statutes. Provides customer assistance in examinations by explaining issues involving such matters as accounting and its applicability to tax law and regulations, prevention of future delinquencies, and appeal rights. Provides training to tax customers on such matters as technical tax law and accounting
 (
FLD
)policies, practices, and principles, IRS tax programs, and pertinent tax law modifications. May resolve complex customs collection issues concerning wage(s) and investment(s). May also provide technical and procedural advice to taxpayers and their representatives who are involved in examinations and to customers participating in tax training programs.

Difficulty and Originality Involved - Initiative, ingenuity, analytical ability, and resourcefulness are required to plan and execute assignments under a variety of work conditions including the following:

•	pertinent tax laws are not always clear;
•	situations encountered may lack precedent or may match conflicting precedents;
•	records may be incomplete;
•	available data may be unreliable;
•	taxpayers may resist audit findings; and
•	often must depart from past examination approaches and extend traditional techniques or develop new
ones.



continued





	
Level 4-4 (continued)
	
225 points
	

	
Accounting

Auditing

Internal Revenue Agent
	
	
GS-0510

GS-0511

GS-0512
	
Illustration(s) Illustration(s)
Illustration(s)



 (
Series
)Nature of Assignment - Work consists of varied duties that require applying many different and unrelated processes and methods to a broad range of activities or to activities that entail substantial depth of analysis.

What Needs to be Done - The employee must originate new techniques, establish criteria, and develop new information to carry out the following types of assignments:

• analyzing program operations for impact upon the accounting or financial management system;
• analyzing program trends or anomalies in accounting system transactions and their significance to
ongoing agency programs or commercial operations;
• analyzing specific problem areas arising within the accounting system or program operations and
devising solutions through accounting system redesign;
• planning, coordinating, and conducting audits and developing reports on work processes and accounting
systems;
• evaluating the current status of accounting or reporting systems or operating programs;
• conducting examinations that involve accounting systems peculiar to a particular market segment or
industry; and/or
• researching and analyzing information to establish the proper interpretation and application of pertinent
tax laws.

 (
FLD
)Difficulty and Originality Involved - The employee must make decisions and resolve problems that require considerable innovation and originality, such as in the following examples:

• determining the nature and extent of problem areas;
• developing recommendations that fit particular situations given that there may be a variety of solutions;
effectively presenting alternative solutions and/or critical findings to management;
• deciding which aspects of program operations to evaluate and report on and the approaches to use in
collecting and structuring data; and/or
• applying specialized tax laws and investigative techniques, and
• adapting standard methods to find information pertaining to taxpayer income and financial operations.

The employee must make these decisions in a work environment characterized by these types of conditions:

•  complex and variable programs;
•  the resistance of program officials or participants to findings;
•  variability in the way programs and systems are set up or operated;
•  the resistance of taxpayers to audit findings and information presented;
•  the need to sort out convoluted factual situations and to apply a variety of tax laws and regulations to
determine discrepancies; and/or
•  new requirements, regulations, or legislation.





 (
Series
)Level 4-5	325 points

	
Financial Administration and Program
	
GS-0501
	
Illustration(s)

	
Budget Analysis
	
GS-0560
	
Illustration(s)



Nature of Assignment - Work consists of selecting and using many different and unrelated analytical techniques and methods relative to substantive agency programs with widely varying needs, goals,
objectives, work processes, and timetables. Such programs relate to many echelons and components within a large Federal department or agency, to other agencies, to private industry, or to the public.

This level includes budget execution work involving the most difficult funds control activities. These activities may include efforts to adapt budgetary policies, analytical methods, and regulatory procedures for use by subordinate echelons, and their centralized or consolidated equivalent. Work covers such matters as multi-year procurement of major weapons systems, construction projects, law enforcement activities, and delivery of payments and benefits to the public.

What Needs to be Done - Recommends changes in funding and budget plans that if accepted may require management to revise substantive programs. Recommendations follow detailed analysis and consideration of program requirements in relation to budgetary requirements, policies and methods, and sources and types of funding. Develops proposals concerning alternative methods, sources, and timing of financing for
substantive programs. Evaluates the mutual effects and interrelationships between program goals and accomplishments and budgetary resources and policies. Performs these types of duties:

•	developing the strategy for presenting the budget for important substantive programs;
 (
FLD
)•	developing narrative and statistical justification for requested funds;
•	briefing management officials on the nature of the testimony to be given to fund granting and approving
officials;
•	evaluating the reactions of fund granting and approving officials to budget proposals;
•	responding to questions or comments; and
•	making necessary adjustments to the budget as a result of higher level decisions concerning funding.

Difficulty and Originality Involved - The employee encounters difficulty in formulating, presenting, and/or defending budget requests. Must devise and apply innovative criteria to evaluate the progress and cost effectiveness of program plans, goals, and objectives.

The employee encounters and resolves issues in work environments characterized by these types of conditions:

•	continually changing program objectives, plans, and funding requirements resulting from new legislation, revised policies, and shifting demand for goods and services;
•	conflicting program and budgetary requirements such as reduction in budget authority coupled with
expansion of services to the public;
•	implementation of a new substantive program that is complicated by the lack of productivity data upon
which to base budget forecasts;
•	varying economic and fiscal circumstances such as fluctuations in the exchange rate of the U.S. dollar
against foreign currencies; and/or
•	technological developments that have significant cost impact upon substantive agency programs.

continued





	
Level 4-5 (continued)
	
325 points
	

	
Accounting

Auditing

Internal Revenue Agent
	
	
GS-0510

GS-0511

GS-0512
	
Illustration(s) Illustration(s)
Illustration(s)



 (
Series
)Nature of Assignment - Work consists of performing varied duties that require resolving particularly difficult and complex problems in highly responsible circumstances. Work involves such functions as problem definition, intensive planning, coordination of many activities, and comprehensive analysis of a great variety of functions and operations.

What Needs to be Done - The employee is engaged in a wide variety of activities, including:

•	advising a number of directors and preparing a number of regular and recurring special purpose reports;
•	working with a variety of accounting systems or environments where there is significant interface with
automated management systems;
•	serving as an expert or authority in some aspect of accounting or in the application of accounting to
some mission-related program(s);
•	developing audit plans and defining problem areas for the comprehensive analysis of the overall
operations of an organizational entity to predict the effects of proposed policies;
•	conducting examinations that include investigating accounting records reflecting the complete range of
reorganizations, mergers, leveraged buyouts, capitalization, or other similar business transactions;
and/or
 (
FLD
)•	conducting examinations that involve points of law, that are without precedent and that require
intensive and extensive legal research to locate cases and evaluate potential effects of decisions or
interpretations.

Difficulty and Originality Involved - Must be innovative and adept at conceiving new strategies for solving problems. Must make decisions that are complicated by the presence of these types of issues, conditions, and matters:

•	the diversity of systems that must be integrated into a single system;
•	the need to interpret administration policies and legislation covering highly sensitive programs;
•	the number and variability of administrative support and specialized functional programs serviced;
•	the extreme diversity of functional programs and operations and their related accounting and control
systems;
•	the conflicting requirements inherent in balancing cost against requirements when addressing major
agency programs having numerous goals or end products;
•	the need to establish criteria when advising other accountants and/or auditors on the application of
accounting and auditing principles and practices in a major functional area; and/or
•	the many business transactions engaged in by the taxpayer, points of law without precedent, conflicting
legal requirements, and undefined issues requiring extensive probing and analysis.





Level 4-6	450 points

 (
Series
)Financial Administration and Program	GS-0501

Budget Analysis	GS-0560


Nature of Assignment - Work consists of analyzing, planning, scheduling, and coordinating the amount, sequence, and timing of actions in all phases of budgeting needed to formulate the budgets for multi-year substantive programs. Such programs have extensive budgetary and financial impacts on the budgets and programs of such entities as other Federal agencies, State and local governments, major private industrial firms, and/or foreign countries. Assignments require the need to develop and submit requests to OMB and/or Congress for appropriations, reapportionment, deferrals, rescissions, and borrowing from the U.S. Treasury.

What Needs To Be Done - Work involves these types of activities:

•	continually modifying long range budget plans in accordance with changes in Congressional and
Presidential program goals;
•	adjusting long range budget plans to reflect feedback from the budget execution process;
•	planning and developing the methods for financing new or substantially revised national programs and
preparing detailed recommendations and documentation for new or changed budgetary legislation
needed to support major national programs;
 (
FLD
)•	developing strategies for presenting program budgets to OMB and to Congress;
•	preparing narrative and statistical evidence and justification in support of budget requests;
•	planning testimony for and briefing top agency officials and other agency witnesses scheduled to appear
before Congressional appropriations committees;
•	responding to questions about budget requests raised by members of Congress and their staffs.

Difficulty and Originality Involved - Decisions and recommendations address undefined issues that require much consideration and extensive analysis of the immediate and long-range implications of any action. In making decisions and recommendations, the employee must consider these types of situations and issues:

•	the intent of financial and/or budgetary and program legislation and the effect on achievement of national economic and social goals;
•	impact of financial and/or budgetary actions upon the finances of prime contractors such as those
producing weapons systems or engaged in large construction projects;
•	delivery of benefits and services to the general public and provision of grants and subsidies to the
Nation’s states and cities; and/or
•	alternative ways to resolve conflicting objectives that result from important national program goals that
overlap or conflict with goals of other programs or national priorities.



continued





Level 4-6 (continued)  450 points

Accounting	GS-0510	Illustration(s)

 (
Series
)Auditing	GS-0511	Illustration(s)

Internal Revenue Agent	GS-0512


Nature of Assignment - Work consists of broad or highly difficult assignments typically found at the highest organizational levels. Work often involves such breadth and intensity of effort that several phases must be pursued concurrently or sequentially with the support of others within or outside the organization.

What Needs to be Done - Work requires continuing efforts to establish concepts, theories, or programs to resolve unyielding problems that are of central importance to the mission of the department or agency. The employee performs these types of duties:

•	determining the effect of delaying or immediately implementing department-wide accounting systems modifications;
 (
FLD
)•	interpreting new legislation or regulations for application to a complete system and/or for shaping
requirements for a regulated industry;
•	provides expert advice that impacts program definition and solution at several organizational levels;
•	assessing the full cost of industrial compliance under a number of alternative accounting and reporting
systems designed to provide a range of data required by a number of program elements within an
agency; and/or
•	assessing long-range (3 to 5 year) audit program requirements for a major department to support an
expanded mission and management needs for vital information.

Difficulty and Originality Involved - Problems are particularly stubborn due to such matters as conflicting funding priorities, economic interests, public interests, constitutional protections, or equivalent concerns. Decisions regarding what needs to be done require extensive probing and analysis.





FACTOR 5 - SCOPE AND EFFECT


This factor covers the relationship between the nature of work, i.e., the purpose, breadth and depth of the assignment, and the effect of the work products or services both within and outside the organization.  Effect measures such things as whether the work output facilitates the work of others, provides timely services of a personal nature, or impacts on the adequacy of research conclusions. The concept of effect alone does not provide sufficient information to properly understand and evaluate the impact of the position.  The scope of the work completes the picture allowing consistent evaluations.  Only consider the effect of properly performed work.  The primary components of this factor are:  Scope of the Work and Effect of the Work.

Note:	In the tables below, factor level description is abbreviated as FLD.
Factor 5 illustrations are located in Appendix F5.

Level 5-1	25 points


Financial Administration
 (
Series
)and Program	GS-0501

Internal Revenue
Agent	GS-0512


Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560


 (
FLD
)Scope of the Work - Work involves training employees how to apply functional area theory, concepts, methods and procedures, and how to use basic guidelines. Work also familiarizes employees with the particular programs, systems, procedures, functions, and structure of the employing entity.

Effect of the Work - The products or services help higher-grade co-workers within the immediate organizational unit to do their work.





	
Level 5-2	75 points
	

	
Financial Administration and Program
	

GS-0501
	
Internal Revenue
Agent
	

GS-0512
	

Illustration(s)

	
Accounting
	
GS-0510
	
Tax Specialist
	
GS-0526
	

	
Auditing
	
GS-0511
	
Budget Analysis
	
GS-0560
	


 (
Series
)Scope of the Work - Work involves performing specific tasks that typically comprise a complete segment of an assignment or project.

Effect of the Work - Work affects the accuracy, completeness, and/or timeliness of products or services. Other personnel who are responsible for all segments of the assignment or for subsequent processing activity(ies) use these products and services.

Here are examples of such work::

 (
FLD
)•	checking data and comparing reports or transactions to source documents, or authorizations against transactions to ensure their acceptability for further processing;
•	drafting simple instructions to describe internal accounting procedures for a procedures manual to be
prepared by a senior accountant;
•	assisting senior auditors in executing portions of an audit plan that tracks process flow, verifies reported
data, or assures that functional operating instructions generate desired results;
•	conducting searches of budget and financial records to provide factual data on the amount and type of funds
available for submission to others within the employing entity who will use the data to prepare budget
estimates and reprogramming actions;
•	serving as a source of information on specific rules and procedures governing the processing of routine
budgetary actions; and/or
•	examining all portions of income tax returns to determine tentatively whether income is substantially correct
and submit work to a supervisor with recommendations on taxpayers’ tax liabilities.





 (
Series
)Level 5-3	150 points

	
Financial Administration
	
	
	
Internal Revenue
	

	and Program

Accounting

Auditing
	GS-0501

GS-0510

GS-0511
	Illustration(s)
Illustration(s) Illustration(s)
	Agent

Tax Specialist

Budget Analysis
	GS-0512

GS-0526

GS-0560
	Illustration(s)



Illustration(s)



Scope of the Work - Work involves independently conducting a variety of tasks in limited functional areas. Employee uses standard methods to resolve conventional problems and issues. Here are examples of the scope of such work for different occupational functions:

•	Accounting - uses conventional accounting methods to reconcile payroll system and general ledger payroll data and to analyze internal controls over accounts receivable overpayments.
•	Auditing - uses standard audit procedures to measure the degree of program and financial management
compliance with regulations and adherence to accepted accounting principles and management practices.
•	Internal Revenue Agent - examines the returns from such entities as small businesses and exempt
organizations that use standardized accounting methods.
•	Budget Analysis - applies specific budgetary rules, regulations, principles, and procedures associated with
all phases of budget formulation and execution related to segments of the budget for assigned support
activities.

Effect of the Work - Work affects these types of matters:

 (
FLD
)•	the operation of systems or programs;
•	the adequacy of investigations;
•	the economic well-being of people;
•	information on the amount, timeliness, and availability of funds;
•	the availability of accounting data; or
•	a requirement for taxpayer corrective action.

Here are examples of such work outcomes:

•	information on the amount, timeliness, and availability of funds for these types of items: personnel salaries and expenses, routine maintenance and similar administrative support activities in appropriated or industrially funded organizations;
•	information on payrolls, general ledger accounts, and the status of accounts receivable for submission to
other accountants or budget analysts;
•	information on anomalies in systems operation and the need for corrective actions for submission to senior
auditors; or
•	tax examination findings that affect taxpayer corrective action.





 (
Series
)Level 5-4	225 points

	
Financial Administration
	
GS-0501
	
Illustration(s)
	
Internal
	
GS-0512
	
Illustration(s)

	and Program

Accounting
	

GS-0510
	

Illustration(s)
	Revenue Agent

Budget Analysis
	

GS-0560
	

Illustration(s)

	Auditing
	GS-0511
	Illustration(s)
	
	
	




Scope of the Work - Work involves executing modifications to systems, programs, and/or operations, and/or establishes criteria and other means to assess, investigate, or analyze a variety of unusual problems and conditions. Work involves a wide range of agency activities or the operations of other agencies, or the activities of private sector entities with which the agency conducts business or provides services. Here are examples of the scope of such work for different occupational functions.

•	Accounting - Plans and executes modifications to these types of activities and programs: accounting systems, accounting program operations; and the management, control, and flow of accounting system input documents and source data. May also plan and execute changes to the content and nature of financial reports and application of computer technology to accounting functions. Advises agency managers on the pertinence of accounting data to program operations.

 (
FLD
)•	Auditing - Develops audit approaches to evaluate a variety of programs and accounting systems. Audit approaches vary widely because of the variability of subject programs and systems due to differences in organization or mission, technological advances, or changes in regulations. Prepares audit reports to provide information on program operations and to identify causes of deficiencies or problems.
Recommends corrective actions such as modifying management systems, financial and accounting systems, workflow, lines of authority, and other corrective actions.

•	Budget Analysis - Formulates and/or monitors the execution of long-range (i.e., 3 to 5 years or longer) detailed budget forecasts and plans to fund the implementation of substantive agency programs and projects. Establishes financial and budgetary goals, timetables, milestones, and other criteria against which the
relative costs and benefits of program achievements can be measured. Assesses cost-effectiveness in meeting program goals. Programs involve such matters as the production and distribution of goods, construction, or the delivery of services to the public. May also performs these types of things:

−	planning the timely acquisition and use of funds through time-phased allotments and transfers of funds;
adjusting long-range budget forecasts and monitor their execution for assigned substantive programs;
−	analyzing costs, benefits, and trends in rates of obligation and expenditure of funds; or
−	recommending ways to improve the utilization of funds.

continued





Level 5-4 (continued)   225 points

Effect of the Work - Work involves one or more of the following outcomes:

•	the amount and availability of funds for major substantive or administrative programs and services.
Here are examples of such programs and services:

−	developing strategic weapons that are part of larger systems;
−	constructing of housing;
−	delivering health care services to the public;
−	researching grants;
−	paying benefits;
−	conducting regulatory and enforcement programs within a region or comparable area of the Nation;
 (
FLD
)−	operating other Federal agencies, States, public organizations, large universities, or large private
industrial concerns;

•	the budgets, programs, and interests of other Federal agencies, public organizations, and/or private industrial firms when the supported programs and/or projects cut across component lines within the employing agency;
•	the way financial information is applied in planning organizational operations or the efficient use of
funds;
•	the way management control systems, financial management accounting systems and programs are
structured and operated throughout an organization and/or regulated industries with which the agency
conducts business or provides services; and/or
•	the tax liability and in some instances the treatment of accounting methods and techniques for tax
purposes as they are employed in a business unit.





	
Level 5-5	325 points
	

	
Financial Administration
and Program	GS-0501
	

Illustration(s)
	
Internal Revenue
Agent
	

GS-0512
	

Illustration(s)

	Accounting	GS-0510
	Illustration(s)
	Budget Analysis
	GS-0560
	Illustration(s)

	Auditing	GS-0511
	
Illustration(s)
	
	
	


 (
Series
)Scope of the Work - Work involves isolating and defining unknown conditions, resolving critical problems, and develops new theories. Here are examples of the scope of such work for different occupational functions:

•	Financial Administration and Program - Coordinates information outputs from financial management systems that support management of programs funded by a number of appropriations. Provides expert advice to program officials and to accountants, budget analysts, and other specialists on interpretation of accounting, budget and financial regulations pertinent to systems development efforts or program operations. Also, assesses the impact of proposed systems features on major systems development or modification efforts. Provides directives of a comparable nature when functioning as a technical authority with coordination responsibilities.

•	Accounting - Solves significant problems in the development of accounting systems or in the financial management of organization programs. Coordinates the work of others (e.g., accountants, systems analysts, computer programmers, or functional program specialists) in developing and installing new accounting systems or managing accounting programs. Provides technical advice on or develops specifications and requirements for the contractual development of financial management systems that are integrated with administrative and management systems.

 (
FLD
)•	Auditing - Studies and integrates the findings of a number of audit efforts to define audit targets or develop audit criteria or new approaches for use by other auditors. Provides expert advice to other auditors on the interpretation of accounting and auditing regulations and their application to controversial problems. Also, prepares audit plans or guidelines for comprehensive examination of entire functional areas - an example of such an area is the agency’s information technology activity.  Makes recommendations or influences decisions on programs that involve matters such as:

−	development, acquisition, and deployment of major strategic weapons systems;
−	administrative delivery of a national social insurance program;
−	administration of a major national grant-in-aid program; or
−	improvements in business processes, organizational structure, management systems, or controversial
situations.

•	Internal Revenue Agent - Resolves critical or unusual problems for a range of complex tax examination issues or in an area covered by obscure or difficult segments of tax law. Provides guidance on major examination projects or programs. Develops new examination policies and procedures. Also, analyzes examination processes to determine the approaches and techniques to use for unique or controversial situations.

continued





Level 5-5 (continued)  325 points

•	Budget Analysis - Analyzes, advises on, and recommends solutions to budgetary problems in all phases
of budget/financial administration. Often, officers, managers, analysts, and specialists at subordinate
echelons either have been unable to resolve these problems or lack delegated authority to act on them. Characteristic problems include conflicts between established budgetary and/or financial policies or regulations and these types of matters: substantive missions and programs, Federal or State laws, Congressional intent, and national economic and social policies. Work often involves adapting new or revised methods of budgeting or financial management to substantive appropriated fund programs.

Effect of the Work  - Work outcomes may have an impact in any of a variety of areas and domains such as:

•	major aspects of programs or missions;
•	the well-being of substantial numbers of people;
•	the comprehensive application of accounting principles, concepts, and techniques to developing or
managing complex accounting systems; and,
•	the establishment of a definitive framework for the applying audit theories, concepts, and techniques.

 (
FLD
)Here are examples of work outcomes:

•	the acquisition, amount, distribution, and sequence of funds for important, substantive national programs on a long-term (i.e., several years) basis;
•	the funds available to carry out agency programs, the allotment of funds to agency components and sub-
components, and the rate of obligation and expenditure of funds by the employing agency;
•	the budgets and programs of other Federal agencies, State agencies, national industries such as banking,
agriculture, or defense;
•	the development, acquisition, and deployment of major strategic weapons systems; administrative
delivery of a national social insurance program; or major national or international grant-in-aid programs.
•	the comprehensive application of accounting principles, concepts, and techniques to develop or manage
complex accounting systems and resolve agency financial management problems;
•	the establishment of a definitive framework for the application of audit theories, concepts, and
techniques; or
•	service-wide changes in interpretations, methods, and techniques used in tax examination processes that
may affect the financial condition of many categories of taxpayers with very large tax responsibilities.





Level 5-6	450 points

 (
Series
)Financial Administration
	and Program
	GS-0501
	Illustration(s)
	Budget Analysis
	GS-0560
	Illustration(s)

	Accounting
	
GS-0510
	Illustration(s)
	
	
	

	Auditing
	
GS-0511
	Illustration(s)
	
	
	



Scope of the Work - Work involves planning, developing, and carrying out vital programs that are essential to the mission of the agency or that affect large numbers of people on a long-term or continuing basis. Work typically embraces several activities or functions. Here are examples of the scope of work for different occupational functions.

•	Financial Administration and Program - Analyzes all major financial management and operational aspects of a program. Provides information and recommendations supporting realignment of authorities, or major re-allocations of staffing, funds, and other agency resources.

•	Accounting - Plans and directs assignments vital to the success of the accounting program of a department or independent agency. Assignments are not specific to a particular accounting system or systems, but address the role of accounting in the solution of management problems.

 (
FLD
)•	Auditing - Analyzes major programs in response to management concerns about major deficiencies in mission accomplishment. From audit findings, advises top agency management directly on the overall characteristics and direction of programs that constitute the basic mission of the agency.

•	Budget Analysis - Plans, develops, monitors, and coordinates the implementation of the total budgetary or financial management program of an entire Federal agency, major military command immediately below the headquarters level, or multi-mission civilian administration, bureau, or service. The employing entity
is organized into a central office that is subdivided into large, independent components in field and headquarters locations. Components are responsible for the conduct of diverse, important programs that affect the health, well being, safety, or security of a substantive portion of the public. Field installations and components are located at numerous geographically dispersed places within and outside the United
States. Each such component is responsible for the formulation and execution of its own multi-year budget and financial management program.

Effect of the Work - Work affects one or more of the following outcomes:

•	the well-being of the Nation on a long-term basis;
•	the shaping of the character of broad national programs and/or the national economy or the economies of
foreign governments; and/or
•	the development of wide-ranging policies that affect the overall efficiency and economy of major agency
programs.





FACTOR 6 - PERSONAL CONTACTS AND
FACTOR 7 - PURPOSE OF CONTACTS



These factors include face-to-face and remote dialogue  (e.g., telephone, email, and video conferences) with persons not in the supervisory chain.  (Note: Personal contacts with
supervisors are under Factor 2 - Supervisory Controls.)  The levels of these factors consider/ take
into account what is required to make the initial contact, the difficulty of communicating with those contacted, the setting in which the contact takes place, and the nature of the discourse.  The setting describes how well the employee and those contacted recognize their relative roles and authorities.  The nature of the discourse defines the reason for the communication and the
context or environment in which the communication takes place.  The reason for a communication, for example, may be to exchange factual information or to negotiate.  The communication may take place in an environment of significant controversy and/or with people of differing viewpoints, goals, and objectives.

Above the lowest levels, credit points under Factors 6 and 7 only for contacts that are essential
for successful performance of the work and that have a demonstrable impact on the difficulty and responsibility of the work performed.  Factors 6 and 7 are inter-dependent.  Accordingly, use the same personal contacts for selection of both the Factor 6 and the Factor 7 levels.

Determine the appropriate level for Personal Contacts and the corresponding level for Purpose of
Contacts.  Obtain the point value for these factors from the intersection of the two levels as shown on the Point Assignment Chart at the end of this section.

continued





	
PERSONAL CONTACTS (continued)

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	
	GS-0511
	Budget Analysis
	GS-0560

	
	

Level 1
	
Other employees and support personnel in the immediate office or related units within the agency and, as required, contact with taxpayers or their representatives.

	
	





Level 2
	
Employees in the agency, both inside and outside the immediate organization and as required, taxpayers or their representatives. Additionally, personnel outside
the agency, but at the site of an agency audit. Examples:

•	management support personnel in budget, accounting, financial management, human resources, and information technology offices;
•	agency personnel from various levels within the agency such as
headquarters, regions, districts, or field offices or other operating offices in
the immediate installations; and/or
•	non-agency personnel that the agency has scheduled for interviews in
conjunction with an audit.

	
	







Level 3
	
Executives, officials, managers, professionals, and/or taxpayers including corporation officials, and employees of other agencies and outside organizations and businesses. Contacts are not routine or recurring. Must recognize or learn the role and authority of each party during the course of the meeting. Examples:

•	representatives of contractors;
•	attorneys and accountants of business firms;
•	representatives of state and local governments;
•	administrators, professors, and staff of universities and hospitals;
•	other Federal agencies, including OMB representatives;
•	various levels of agency management such as policy review boards at higher
levels in the agency; and/or
•	Congressional or Executive Branch staff members making inquiries on
behalf of constituents.

	
	






Level 4
	
Recurring face-to-face and remote oral (e.g., telephone) or email contact with high-ranking officials from outside the employing department or agency at national or international levels in highly unstructured settings. Examples:

•	Congressional appropriations committee members;
•	Presidential advisors and cabinet level appointees of major departments and
agencies;
•	State governors, mayors of large cities, presidents of large national or
international firms;
•	presidents of national unions, governors, or mayors of large cities; and/or
•	occasional contact with nationally recognized representatives of the news
media on financial matters of national significance.







PURPOSE OF CONTACTS


Financial Administration and Program

GS-0501	Internal Revenue Agent	GS-0512


Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560

Level A	To acquire or exchange information or facts needed to complete an assignment.

To plan, arrange, coordinate, or advise on work efforts and/or arrange for interviews and meetings to obtain information; and, as required, to obtain data to verify questionable items. Though differences of opinion may exist, the persons contacted are usually working toward a common goal and generally are cooperative. Contacts involve these types of matters:


Level B






















Level C

•	the significance of guidelines;
•	the appropriateness of recommendations;
•	the necessity for additional facts;
•	the preferred course of action including preferred methods of data gathering;
•	resolving problems related to assignment of responsibility;
•	coordinating the technical support of subject-matter experts;
•	answers to questions and issues.
To influence, motivate, interrogate, or control persons or groups when there is wide disagreement on the merits of a proposed action, or when persons contacts are fearful, or uncooperative. Examples:

•	persuading program managers and other officials in positions of decision- making authority with widely differing goals and interests to follow a recommended course of action consistent with established budget/financial management policies, objectives, or regulations;
•	influencing or persuading others to the employee's point of view regarding
the merits of a technical accounting method, concept, or procedure when
others hold strongly opposed points of view;
•	influencing or persuading representatives of an audited organization to accept
critical or controversial observations, findings, and recommendations when
representatives of audit subjects are reluctant to agree that costly errors were made, that corrective action is required, or that suggestions for change will improve operations;
•	influencing and persuading taxpayers to comply with requirements for
information to resolve outstanding problems and issues or to pay tax liability
when the taxpayers or their representatives hold strong opposing views, and/or are hostile, skeptical, or uncooperative requiring the employee to use tact, persuasiveness, and diplomacy to obtain the desired results;
•	providing skeptical and fearful individual and business taxpayers with
information on agency products and services, and in-depth authoritative tax
advice and assistance to increase compliance with tax laws and regulations through increased knowledge.
(continued)





PURPOSE OF CONTACTS (continued)

To present, justify, defend, negotiate, or settle matters involving significant or controversial issues. The persons contacted typically have diverse viewpoints, goals, or objectives. This situation requires that the employee work with the contacts to achieve a common understanding of the problem. Often the employee must negotiate a compromise or develop suitable problem resolution alternatives. Generally, the topics under discussion involve long range issues or problems. Examples:




Level D

•	defending alternative methods of financing substantive program operations or
the redistribution of appropriated funds and programs among components
immediately below agency or equivalent level;
•	negotiating and resolving controversial financial and program issues of
considerable significance that are not susceptible to resolution at lower
echelons in government;
•	justifying the overall direction to be given for the organization's financial
management, budgeting, accounting or auditing programs;
•	justifying proposed changes to achieve major economies;
•	justifying proposed revisions to standards and guides for complex programs or
activities.






	
POINT ASSIGNMENT CHART

	
Financial Administration and Program	GS-0501	Internal Revenue Agent	GS-0512

Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560

	
Purpose of Contacts

	

Personal Contacts
	
	
A
	
B
	
C
	
D

	
	
1
	
30
	
60
	
130*
	
230*

	
	
2
	
45
	
75
	
145
	
245

	
	
3
	
80
	
110
	
180
	
280

	
	
4
	
130*
	
160
	
230
	
330


⇐ BACK 	*THIS COMBINATION IS UNLIKELY





FACTOR 8 - PHYSICAL DEMANDS


NOTE: Laws and regulations governing pay for irregular or intermittent duty involving unusual physical hardship or hazard are in section 5545(d), of title 5, United States Code, and subpart I of title 5, Code of Federal Regulations.

Note: In the table below, factor level description is abbreviated as FLD.
	
Level 8-1	5 points

	FLD	Series
	
Financial Administration and Program	GS-0501	Internal Revenue Agent	GS-0512

Accounting	GS-0510	Tax Specialist	GS-0526

Auditing	GS-0511	Budget Analysis	GS-0560

	
	
The work is principally sedentary. Some work may require walking in factories, warehouses, supply dumps, and similar areas to check on inventories and the existence of, or nature of, equipment and property. Work may also require walking and standing in conjunction with travel to and attendance at meetings and conferences away from the work site. Some employees may carry light items, or drive a motor vehicle. No special physical effort or ability is required to do the work.





FACTOR 9 - WORK ENVIRONMENT


NOTE: Laws and regulations governing pay for irregular or intermittent duty involving unusual physical hardship or hazard are in section 5545(d), of title 5, United States Code, and subpart I of title 5, Code of Federal Regulations.

Note: In the table below, factor level description is abbreviated as FLD.


 (
Series
)Level 9-1	5 points

	
Financial Administration and Program
	
GS-0501
	
Internal Revenue Agent
	
GS-0512

	Accounting
	GS-0510
	Tax Specialist
	GS-0526

	Auditing
	GS-0511
	Budget Analysis
	GS-0560


 (
FLD
)Works in an adequately lighted, heated, and ventilated office setting. Some employees may occasionally be exposed to uncomfortable conditions in such places as factories, construction yards, and supply yards.




GRADE CONVERSION TABLE


Convert total points on all evaluation factors to General Schedule grades using the following table.  The shaded area(s) reflect the grade levels commonly attained in this job family.

	Point Range
	GS Grade

	190-250
	1

	255-450
	2

	455-650
	3

	655-850
	4

	855-1100
	5

	1105-1350
	6

	1355-1600
	7

	1605-1850
	8

	1855-2100
	9

	2105-2350
	10

	2355-2750
	11

	2755-3150
	12

	3155-3600
	13

	3605-4050
	14

	4055-up
	15







APPENDICES


APPENDIX F1 - FACTOR 1 ILLUSTRATIONS




Level 1-6:  Title at Agency Discretion, GS-0501

Knowledge of commonly used finance regulations and local policies, practices, methods, procedures, and precedents sufficient to function effectively in the work situation, (or the equivalent).

•	Analyzes samples of accounts payable. Ensures that the office is taking advantage of early payment discounts. Checks for proper authorizations, early payments, and late payments.

•	Prepares a monthly property management report showing asset acquisitions and disposal during the month.
Verifies asset activity to purchasing and voucher reports. Prepares journal entries to remove disposed assets
from the ledger. Takes appropriate action regarding missing documents and data, and documentation errors. Verifies the processing of payments for asset acquisitions. Observes agency instructions for preparing journal entries to show asset disposal in appropriate accounting records.
⇐ BACK



Level 1-6: Accountant, GS-0510

Professional knowledge of accounting concepts, principles, and methods sufficient to work independently using conventional procedures and practices that apply to most situations, including the following (or the equivalent):.

•	Identifies accounting problems such as inadequate maintenance of fund controls, inaccurate records and reports, improper methods for document control, and lack of documentary evidence to support performance of regulatory reconciliations.

•	Compiles centrally requested cost reports and reports of variance from standards. Develops reports comparing actual results to plans and budgets.

•	Conducts special cost analysis of various operations to determine, for example, if proposals for revised methods or new equipment would affect savings. Performs statistical analyses of agency productivity trends. Participates with other accountants in developing cost estimates for in-house projects and contractor proposals.
⇐ BACK






Level 1-6: Auditor, GS-0511

Professional knowledge of auditing concepts, principles, and methods; general knowledge of the organization's business practices; and skill in applying conventional procedures and practices
sufficient to work independently sufficient to function effectively in the following work situations (or the equivalent).
.
•	Independently audits the operations of a club or restaurant. Compares the contents of books of original entry,
ledgers, journals, and inventories against receipts and records for food sales, bar sales, amusement machines,
employee payrolls, purchases, inventories, and supplies. Assures that capital improvements and services were accomplished as reported and related billings are paid. Identifies and reports findings such as improper reporting of income, performance of unauthorized services, charging operating costs to capital expenditure, improper storage of property, and improperly reporting employee meals.

•	While working as a member of team responsible for a large auditing engagement; audits a contractor’s labor and materials costs. Contracted work is directly observable and contract provisions are clear. The accounting system is straightforward and well maintained with tangible and verifiable processes due to the presence of records, documents, receipts, and ledgers that apply and/or are related to transactions and processes being audited. Duties include verifying that: the accounting system is set up and maintained according to accepted accounting principles; charges for materials and labor are reasonable and comply with regulations and contract provisions; materials and labor are actually expended on the product or service contracted for; and
credit is received for unused or defective materials.

•	Conducts an audit of an employment-training provider. Examines program documents as well as previous audit reports to determine compliance with governing regulations. Identifies unusual and questionable practices. Develops and reports an opinion on the economy and efficiency of the operations and recommends corrective action.
⇐ BACK





Level 1-6: Internal Revenue Agent, GS-0512

Professional knowledge of accounting and auditing concepts, principles, and methods; and of the Internal Revenue Code and IRS policies, rules, and regulations sufficient to function effectively in the following work situations (or the equivalent)..

•	Independently audits a wide range of tax returns. Uses procedures and carries out practices that are conventional and apply to most situations encountered. Researches tax issues specific to the examination using the Internal Revenue Code, regulations, court decisions, and other available sources. Reviews records such as receipts, sales records, employee payroll records, and purchase orders.  Identifies and reports findings such as improper reporting of income, charging of operating costs to capital expenditures, and improper reporting of employee taxes. Examines related subsequent and prior year returns concurrently with the primary return when warranted.

•	Independently reviews applications from organizations for exemption from Federal income tax law applicable to exempt organizations. Reviews the by-laws, purpose, and activities of the organization to verify compliance with requirements for tax exempt status. Researches the features, practices, and trends pertaining to the type and size of organization, including for example, charitable, educational, religious, hospital, private foundation, social club, union, or farmers’ cooperative. Applies laws specific to the type of organization and issues letters of determination.

•	Examines employee benefit plan applications and accompanying documents to determine eligibility or compliance with Internal Revenue Code provisions.  Reviews files, including the governing instruments and results from recent audits and operation of the plan to secure information regarding discrimination in favor of highly compensated employees. Also reviews records of former employees to determine if they were properly vested, if benefits were properly calculated, whether they were given proper options under the plan and the law, and if their distribution was correctly reported.
⇐ BACK




Level 1-6: Tax Specialist, GS-0526

Basic knowledge of elementary accounting concepts, principles, practices, and methods; general and local business practices, and analytical methods; and. interviewing and investigative techniques sufficient to:

•	Resolve examination and collection issues, and
•
•	Assist taxpayers with and resolve compliance issues involving such matters as filing and payment
delinquencies, and the accuracy of filings
⇐ BACK





Level 1-6: Budget Analyst, GS-0560

Knowledge of installation budget and finance regulations, procedures and processes for budget formulation to function effectively in the following work situations (or the equivalent):

•	Compiles, correlates, and consolidate individual estimates for such items as personnel salaries and expenses, travel, and minor building maintenance. Enters consolidated estimates in accepted formats on appropriate forms and schedules.

•	Analyzes and compares selected object class and line item obligations and expenditures in the approved operating budget. The operating budget covers such items as office supplies, telephone service, heating oil, electricity, personnel travel, vehicle repair, and minor building maintenance. Determines whether funds are being used on a timely basis to support the installation’s mission and objectives in accordance with the annual work plan. Writes brief factual reports that detail the purposes (e.g., travel, overtime, or office supplies) for which funds were obligated and expended.
⇐ BACK



Knowledge of, and skill in applying, commonly used budget and finance principles, practices, and methods of budget execution and the organizational structure, programs, and work methods of serviced components sufficient to function effectively in either of the following work situations.

•	Determines whether obligations, expenditures, and requested allotments are within funding limitations in the approved budget.

•	Determine whether estimates of funding needs and requests for allotments are in line with program plans and work methods.
⇐ BACK






Level 1- 7:  Title at Agency Discretion, GS-0501

Detailed intensive knowledge of the policies, precedents, goals, objectives, regulations, and guidelines of a functional area.; intensive knowledge of the organizational structure and functions of the agency; detailed knowledge of budgeting policies, regulations, procedures, and administrative and financial management systems; and a basic knowledge of information technology software and hardware sufficient to:

•	Analyze financial activities and develop and charts functional logic for new and revised automated financial management systems; and

•	Effectively presents financial management needs to information technology specialists.
⇐ BACK





Level 1-7: Accountant, GS-0510

Professional, comprehensive knowledge of theories, practices, methods, and techniques of accounting; and organizational or program practices, policies, and functions sufficient to analyze accounting systems, or to modify and adapt conventional accounting and analytical techniques to solve a variety of accounting problems, and to function effectively in the following work situations (or the equivalent):

•	Develops and maintains an automated voucher examining and disbursing subsystem that provides in-house processing of commercial vouchers and payment for transactions completed by other organizations. Determines functional accounting requirements, assures interface with the larger automated management system, guides systems programming, develops functional tests, writes instruction manuals, gives oral presentations on development progress, and attends meetings on system integration and problem resolution.

•	Monitors accounting systems covering operations and expenses for such items as payroll, travel, transportation, supplies, rents, services, inventory, or commercial accounts. Participates in decision-making sessions and advises a number of program managers on regulatory requirements, financial policies, the interpretation of data, and program improvements through analysis of program operations, monthly reports, and special systems edits.

•	Independently plans, develops, and coordinates financial management improvements necessary to comply with such legislation and regulations as the CFO Act, the Federal Managers’ Financial Integrity Act, the Government Performance and Results Act (GPRA), and Office of Management and Budget (OMB) directives. Prepares financial statement formats for Department component use in reporting data required under the CFO Act and GPRA. Maintains a chapter in the Department’s accounting standards manual dealing with financial statement content. Participates on accounting policy and financial statement coordinating committees. Works with information technology management organizations to assure that
applicable computer system changes are effected properly. Discusses with audit staff approaches to financial statement disclosure issues.
⇐ BACK


Level 1-7: Auditor, GS-0511

Professional, comprehensive knowledge of theories, practices, methods, and techniques of accounting and auditing; and knowledge of organizational or program practices, policies, and functions. Knowledge is sufficient to independently plan and conduct a variety of assignments or investigations and to develop or modify methods and techniques to resolve a variety of auditing problems and to function in the following work situations (or the equivalent):

•	Independently audits the operations and accounts of contractors to determine the basis for cost setting under a variety of contracts, such as cost reimbursable, price determinable, fixed price, and incentive type contracts.

•	Reviews an organization’s appropriation accounts maintained at an installation’s finance and accounting office. Accounts cover such activities as operations and maintenance; research, development, test, and evaluation; foreign military sales; and new construction. Identifies any overspending, and the propriety of obligations and expenditures.

•	Develops methods to isolate and identify conditions affecting mission capability, susceptibility to fraud, and the potential for increased efficiency. Assesses the potential to reduce cost in a variety of programs, projects, and functions such as information technology, financial management, acquisition, and logistics systems.
⇐ BACK





Level 1-7: Internal Revenue Agent, GS-0512

Professional, comprehensive knowledge of, and skill in applying, the theories, practices, methods, and techniques of accounting and auditing sufficient to independently plan and conduct the complete range of tax examinations and related investigations and to otherwise function effectively in a variety of work situations (e.g., business taxpayers such as sole proprietorships, partnerships, fiduciaries, and sizable corporations), including the
following (or the equivalent):

•	Conducts audits of a broad range of income tax returns. The examinations involve a number of difficult and complex legal, financial, or valuation issues or anticipated accounting, tax law, or investigative problems. The work requires detailed planning to conduct information gathering, consider information available, identify questionable items and missing information, and decide which issues will produce a significant tax or compliance effect.

•	Conducts investigations to determine whether an employee benefit plan complying with regulatory requirements and tax law by verifying coverage, participation, and eligibility. Verifies mathematical computations to determine if the authorized contributions for a defined benefit plan as specified by the actuary is based on reasonable actuarial assumptions and within the maximum deductible limits. Reviews creative pension plan funding methods such as 401(k) self-directed accounts to identify excess contribution problems and make adjustments.
⇐ BACK




Level 1-7: Tax Specialist, GS-0526

Knowledge of accounting principles, practices, methods, and examination techniques as well as knowledge of technical tax-related accounting sufficient to resolve complex examination and collection issues. Such issues include such matters as reviewing taxpayer books and records to gain un understanding of taxpayer’s methods of accounting (cash/accrual basis) and determining active/passive loss, i.e., active participation issues or applicability of at-risk rules.
⇐ BACK







Level 1-7: Budget Analyst, GS-0560

Detailed, intensive knowledge of the policies, precedents, goals, objectives, regulations, and guidelines of a functional area (e.g., financial oversight, budget formulation, and/or budget execution) sufficient to:

•	analyze and evaluate continual changes in program plans and funding and their effect on financial and budget program milestones; and
•	analyze financial and budgetary relationships to develop recommendations for financial and/or budgetary
actions.

Representative work situations include the following:

•	Reviews, edits, and consolidates annual and multi-year budget estimates for assigned organizations and programs into a single budget request. Prepares or edits narrative justifications and projected funding needs, and assures that data in requests is formally and accurately documented in a wide variety of unrelated forms, schedules, and reports. Analyzes and forecasts for customers such as the agency, private industry, and the public, their demands for goods and services and for changes in nature, type, and cost of goods and services produced.

•	Monitors the execution of a budget with many different sources and types of funding such as direct multi- year appropriations, allotments from many different appropriations, transfers of funds from other agencies, reimbursements for services performed, revenue from working capital funds, and trust accounts. Identifies and analyzes trends in the receipt, obligation, or expenditure of funds to ensure that objectives of the annual financial plan are being met on a timely basis, and that funds are available and being properly and effectively used to support program objectives.
⇐ BACK






Level 1-8: Title at Agency Direction, GS-0501

Mastery of the concepts, principles, practices, laws, and regulations of budgeting and/or financing sufficient to manage or analyze national-level mission-related programs and perform such duties (or the equivalent) as:

•	Provides staff direction and guidance in designing and implementing the agency's business and financial management information systems. The systems involve multiple facilities and services, and include the finance, accounting, budget, cost analysis, and management functions. Provides authoritative policy interpretations on functional systems design issues; identifies operating policies and procedures to be developed or revised; advises senior agency executives on the direction and allocation of resources for operation and administration of the agency business/resource management systems.
⇐ BACK







Level 1-8: Accountant, GS-0510

Mastery of a professional knowledge of the theories, concepts, principles, and practices of accounting and financial management sufficient to conduct difficult assignments involving interfaces and inter-relationships between and among programs, systems, functions, policies, and various issues and to function effectively in the following work situations (or the equivalent):

•	Serves as staff expert on foreign military sales. Coordinates the resolution of accounting system problems arising from factors such as changes in legislation, and recent changes in the status of the country's needs and financial condition. Develops policies with respect to financing program operations, determining accounting system adequacy, and qualifying cooperating businesses and other aspects of the program. Develops regulations and guidelines for program users.

•	Develops and maintains a complex of automated subsystems to produce accounting and financial information on a worldwide system for the acquisition, distribution, and use of oil, gasoline, and aviation fuel. Applies knowledge of legislation, regulations, and automated systems software to define systems specifications and
to evaluate proposals to integrate the accounting system with administrative support and functional program information systems.

•	As the agency’s technical accounting authority, develops justification for agency financial/accounting policy; provides senior level agency coordination of accounting issues such as the appropriate accounting to treat different agency business lines as if they were corporate subsidiaries; and decides whether and how to recognize and report contingent liabilities for decommission of production facilities.
⇐ BACK





Level 1-8:  Auditor, GS-0511

Mastery of a professional knowledge of the theories, concepts, principles, and practices of accounting, financial auditing, and financial management sufficient to conduct difficult assignments involving interfaces and inter- relationships between and among programs, systems, functions, policies, and various issues and to function effectively in the following work situations (or the equivalent):

•	Serves as the agency technical expert in a wide variety of agency audit program management functions.
Analyzes and interprets legislation and agency policies. Coordinates with other Federal audit organizations
such as the General Accounting Office to develop agency guidance in audit program areas, and to monitor new and interrelated agency-level systems and organizations. Establishes review criteria to improve efficiency of audit activities.

•	Conducts broad audit assignments requiring integrated analysis of a number of different accounting systems.
Chooses audit areas to be covered and plans audit efforts in different locations and at different
organizational management levels. Plans often involve coordination with outside agencies. Develops new audit approaches where no precedent exists. Works with highly interpretive laws and regulations, and targets audits at highly controversial problems. Audits may require an extended period of time (e.g., more than one year) to complete. Additionally, the audits may involve shaping major programs, compliance with new legislation, or facilitating the resolution of long-standing problem areas of vital importance to the agency.

•	Conducts audits of the agency’s electronic information systems and information systems used by the participants of agency programs such as investment companies, contractors, lenders, and small businesses. Identifies and targets system weaknesses. Develops accessing methods and statistical and mathematical models to identify abnormalities and system vulnerabilities. Devises innovative auditing techniques. Audits cover all major financial and management aspects of agency programs. Findings are critical for annual and long-range planning of agency functions and influence agency policies and legislative proposals.
⇐ BACK


Level 1-8: Internal Revenue Agent, GS-0512

Mastery of a professional knowledge of the theory, concepts, principles, and practices of accounting and tax auditing sufficient to conduct difficult assignments involving interfaces and inter-relationships between and among programs, systems, functions, policies, and various issues and to function effectively in the following work situations (or the equivalent).

•	Plans, coordinates, and conducts complex examinations. Examinations involve such matters as fraud cases, imputing interest, constructing dividends to charge shareholders with income, sham corporations set up to postpone payment of taxes, and restricted interest related to net operating losses. Work requires application of difficult tax laws and execution of sound investigative techniques. Also uses knowledge of the structure and organizational relationships in businesses plus a thorough knowledge of business and accounting methods to develop solutions to complex tax issues. Such tax issues may involve matters such as changes in accounting methods and related changes in computations and allocations, carry-backs, and carry-forwards.
Projects typically involve development of new approaches for identifying meaningful issues and resolution of problems.

•	Serves as a resource for other agents in the sample, extraction, retrieval, and analysis of information from taxpayer automated accounting systems. Uses a comprehensive understanding of the structure and layout of accounts in computer databases to analyze a variety of automated accounting systems and to retrieve information for examinations from taxpayers' computer systems.
⇐ BACK







Level 1-8: Budget Analyst, GS-0560

Mastery of the concepts, principles, practices, laws, and regulations of budgeting and financing for mission- related programs and services sufficient to analyze national level programs and/or exceptionally large and complex programs. Skill in applying expert knowledge of the financial and budgetary relationships between the subordinate and the most senior level of financial management and budgeting within the employing entity sufficient to function effectively in the following work situations (or the equivalent):

•	Reviews, analyzes, revises, and recommends approval, disapproval, or modification of budget requests and justifications. Receives the requests from budget officers at subordinate components of the agency, and/or budget officers at the same echelon, but with responsibility for one or more major programs. Analyzes, combines, and consolidates these budget estimates into a budget document that reflects the balanced, multi- year funding needs of the agency or organization. May develop new budgetary policies. May serve agency managers and managers of the organization's major program areas as an authoritative source of advice on formulation of budget estimates and guidance.

•	Manages the formulation, justification, and execution of the budget for an entire agency or major component conducting a substantive program or recognizable segment thereof. Serves as the technical authority on budget formulation and execution for the employing component. Ties together the budgetary work of program managers, subject-matter experts, staff officials such as human resources, computer systems, and accounting specialists, and subordinate budget analysts. May present the budget for the organization to the managers of the serviced programs and to budget officials at the next echelon in the agency.
⇐ BACK






Level 1-9: Accountant, GS-0510

Mastery of cost accounting theory, concepts, and principles sufficient to:

•	Serve as the senior cost accounting consultant for an agency/department that manages a multi-million dollar inventory, and has fixed assets with a multi-billion dollar value;
•	Lead the creation of a comprehensive integrated and interfaced cost accounting system that covers all
functions of the multi-mission agency, and meets statutory and regulatory requirements;
•	Formulate new cost accounting concepts and methods for which no precedent exists in the Federal or private
sectors;
•	Advise top agency management officials on the development and implementation of the new system;
•	Counsel top agency/department officials who appear before congressional committees and the national media
concerning the agency’s cost accounting system; and
•	Testify before the committees.
⇐ BACK







Level 1-9: Budget Analyst, GS-0560

Mastery of, and skill in advising on, all phases of the Federal budget process, including judicial and administrative interpretations, sufficient to:

•	Provide Members and committees of Congress with authoritative analysis, advice, and assistance on complex budget issues of national scope;
•	Suggest, advise on, and analyze for Members and congressional committees proposals for revising the
existing laws and regulations that govern the Federal budget process;
•	Provide direct authoritative assistance to Members and senior staff during the various stages of legislative
consideration including hearings, markup sessions, floor debates, and conferences; and
•	Address other major budget policy issues.
⇐ BACK




APPENDIX F4 - FACTOR 4 ILLUSTRATIONS



Level 4-2: Budget Analyst, GS-0560

Nature of Assignment - Consolidates budgetary data prepared by others. Researches regulatory literature to obtain background material to assist higher-grade employees with their work.

What Needs to be Done - Enters data on related forms and schedules in accepted format. Summarizes information in a few related forms and schedules. Checks agreement of totals and subtotals of costs for similar line items in related reports. Obtains factual data needed by co-workers. Compares and matches costs of selected program elements and/or support functions by line item, object class, or identifying code.

Difficulty and Originality Involved - Encounters difficulty in relating various needs to assigned mission support activities and line items in the budget, and also in determining the entries required on appropriate forms and schedules.
⇐ BACK




Level 4-3: Title at Agency Discretion, GS-0501

Nature of Assignment - Responsible for the standard procedural aspects of a foreign military sales financial management program.

What Needs to be Done - Analyzes such matters as type of procurement action, support services, and reimbursement to the Government for engineering and quality assurance services, and administrative expenses. Monitors financial transactions and performs other duties to assure that procedures to identify reimbursable costs are carried out. Prepares adjustments to bring case records in line with requirements.

Difficulty and Originality Involved - Encounters difficulties because the agency accounting system does not capture costs or financial relationships in sufficient detail to meet foreign military sales requirements.
⇐ BACK


Level 4-3: Accountant, GS-0510

Nature of Assignment - Supports one segment of a local accounts payable operation.

What Needs to be Done - Tracks operations and solves operational problems. Studies existing reports, accounts, and instructions to streamline operations or to provide more meaningful financial information. Advises managers on transactions that differ from the norm.

Difficulty and Originality Involved - Program operations are stable. Additionally, the accounting system requirements are established and well documented.
⇐ BACK







Level 4-3: Auditor, GS-0511

Nature of Assignment - Does contract audit work as a member of an audit team at the field office level.

What Needs to be Done - Reviews incurred costs, routine forward pricing or bid proposals of limited dollar impact, and segments of material, labor and overhead pools, routine progress payments, and segments of special surveys.

Difficulty and Originality Involved - Decisions require an analysis and evaluation of records, documents, and relevant data where audit objectives are known, audit steps are fairly well defined, programs are relatively stable, and normally data findings are not in conflict.
⇐ BACK




Level 4-3: Internal Revenue Agent, GS-0512

Nature of Assignment - Plans, coordinates, and conducts audits of tax returns and records filed by individuals, small businesses, and/or exempt organizations.

What Needs to be Done - Uses different and unrelated examination processes, but observes established methods and procedures. Examines various types of accounting and records systems and transactions. Verifies and evaluates information.

Difficulty and Originality Involved - Encounters difficulty in reconciling discrepancies and inconsistencies in data, and in applying pertinent and appropriate tax laws, regulations, precedent decisions, and procedures.
⇐ BACK




Level 4-3: Budget Analyst, GS-0560

Nature of Assignment - Compares and contrasts current and historical budget and workload data for supply and maintenance programs. Uses findings to discern trends in spending and to anticipate needs for funds or reprogramming actions.

What Needs to be Done - Reviews, verifies, and analyzes data for consistency with financial program objectives and for adherence to instructions. Considers information on current and past cost in financial statements and reports. Recommends to operating offices the options for adjusting estimates of funding needs. Provides
program directors and their representatives with procedural and regulatory guidance on the availability of or limitations on use of funds for supplies, travel, equipment, contracts, and related expenditures. Consolidates estimates into decision packages for submission to higher authorities.

Difficulty and Originality Involved - Encounters difficulty in discerning trends in spending and relating them to changes in program funding needs and work accomplishments.
⇐ BACK







Level 4-4: Title at Agency Discretion, GS-0501

Nature of Assignment - Analyzes all functional aspects of a financial management system.

What Needs to be Done - Analyzes and evaluates systems architecture and administration. Uses findings to design local reporting forms, programs, and procedures for accessing data. Develops and/or selects data monitoring and evaluation techniques, and prepares financial reports.

Difficulty and Originality Involved - Decisions are complicated by such matters as:

•	the overall strengths and weaknesses of the current system;
•	existing policies;
•	mission objectives; and
•	interfaces with other projects.

Each task requires research of new data as well as analysis of previously acquired information. Traditional approaches are not always applicable because of changes in policy and technology. Accordingly, many tasks require originality and creativity.
⇐ BACK




Level 4-4: Accountant, GS-0510

Nature of Assignment - Analyzes accounting system effectiveness, and trends or anomalies in accounting system transactions and their significance to ongoing agency programs and commercial operations. Work involves one accounting system.

What Needs to be Done - Advises management on these types of matters:

•	accounting system redesign;
•	modifications to automated system hardware or software;
•	changes to functional program workflow practices or procedures;
•	better internal controls, greater detail, redesign of reports, or faster consolidation of data; and
•	how to satisfy regulatory requirements, reduce cost, eliminate waste and fraud, or improve operations.

Difficulty and Originality Involved - Decisions require an assessment of a variety of conditions inherent in the operation of an accounting system, the complexity and variability of supported programs, user interactions, new requirements, and the various accounting approaches available.
⇐ BACK







Level 4-4: Auditor, GS-0511

Nature of Assignment - Plans, coordinates, and conducts audits. Prepares reports on work processes and accounting systems.

What Needs to be Done - Analyzes and evaluates these types of matters:

•	the current status of accounting or reporting systems or operating programs;
•	the rationale for determining costs;
•	records, statements, and operating programs;
•	the nature and extent of liabilities or deficiencies; and
•	the methodology used to reevaluate assets.

Difficulty and Originality Involved - Identifies and analyzes numerous unknown factors in an environment of agency programs, operations, and systems are not always controlled by guidance that is clear or that involve unusual combinations of actions and circumstances. Because of this situation, routinely encounters new problems and conditions
⇐ BACK




Level 4-4: Internal Revenue Agent, GS-0512

Nature of Assignment - Examines tax returns that involve special features such as accounting systems peculiar to a particular business market segment or industry or many different and unrelated issues that require the application of specialized tax laws and investigative techniques.

What Needs to be Done - Adapts standard methods to find information regarding the income and financial operations of the taxpayer.

Difficulty and Originality Involved - Work is made difficult by the need to establish proper interpretation and application of pertinent tax laws. Usually the laws are not clear, involve unusual combinations of actions or circumstances, decisions of other Government agencies, or other controversies where precedents are conflicting or nonexistent.
⇐ BACK







Level 4-4: Budget Analyst, GS-0560

Nature of Assignment - Provides analytical services to support the formulation, justification, presentation, enactment, and execution stages of the budget process for a substantial segment of the agency’s budget for personnel salaries and expenses. Works with data, forms, procedures, and guidelines for both appropriated and revolving fund budgets.

What Needs to be Done - analyzes a wide range of past and present program and employment statistics and financial data. Reviews requests for funding and proposed staffing levels in relation to current obligations and expenditures. Determines the need to vary the sources and methods of obtaining information. Assesses the impact of changes in programs and regulations on salaries, travel, benefits, overtime, and related expenses on the agency’s budget.

Difficulty and Originality Involved - Encounters difficulty in interpreting and reconciling program performance owing to conflicting program and budget data. Encounters difficulty in identifying and recommending alternatives to accomplish management objectives within funding constraints. Uses sound judgement to forecast the effects of revised levels of obligations and expenditures on current and future budget estimates.
⇐ BACK






Level 4-5: Title at Agency Discretion, GS-0501

Nature of Assignment - Interprets laws and regulations pertaining to the expenditure of Social Security Trust funds.

What Needs to be Done - Prepares agency-wide policies and procedures on administrative payments and collections, certifying officers, cashiers, and designated agents. Comments on GAO, OMB, and Treasury proposals. Conducts research on new methods and techniques.

Difficulty and Originality Involved - Assignments require interpretation and analysis of laws, regulations, and Comptroller General decisions. Prepares findings and interpretations in lay terms for personnel at all levels of management and in technical terms for personnel in operating units.
⇐ BACK





Level 4-5: Accountant, GS-0510

Nature of Assignment - Provides expert and authoritative advice on the application of accounting principles, and the design and development of accounting systems for specialized agency missions and programs.

What Needs to be Done - Advises a number of program directors on accounting issues, and prepares a number of regular and special purpose reports. Tests systems changes to ensure they do not compromise regular reporting requirements.

Difficulty and Originality Involved - Solves accounting problems in particularly difficult and responsible circumstances. Difficulties are due to the operation of a variety of accounting systems that interface with automated management information systems. The accounting systems require continual revision due to changing program information needs and the requirements of interfaced systems.
⇐ BACK


Level 4-5: Cost Accountant, GS-0510

Nature of Assignment - Provides authoritative cost accounting expertise in support of agency cost accounting policies.

What Needs to be Done - Conducts cost accounting research to resolve such matters as the choice of depreciation methods, methods of cost allocation, user charges, cost consequences from dissolution of an activity or organization, contracting out, and franchising costs.

Difficulty and Originality Involved - Decisions are made difficult by cost criteria that vary with the event or activity, related governing regulations, guidance promulgated by OMB and Treasury, and standards issued by the Joint Financial Management Improvement Program, and the Federal Accounting Standards Advisory Board. Additionally, in making decisions, must consider their impact on agency mission, programs, and systems within the context of the agency organizational structure.
⇐ BACK


Level 4-5: Systems Accountant, GS-0510

Nature of Assignment - Monitors and maintains tax and contributions accounts receivable and accounts payable systems that are interfaced with the agency’s management information system and the agency payroll system.
The latter system is interfaced with the agency’s personnel, budget, and financial accounting systems.

What Needs to be Done - Schedules and tests a continuous stream of substantive changes to the immediate systems and their interfaces to companion systems. Assures changes do not compromise the integrity of systems data and the accuracy and completeness of various recurring and special financial reports.

Difficulty and Originality Involved - The number, variety, and structure of the interfacing systems, and the regulations, standards, and policies pertaining to the specialized programs they service complicate decisions on what needs to be done.
⇐ BACK







Level 4-5: Auditor, GS-0511

Nature of Assignment - Conduct audits of agency financial management programs, operations, and activities.

What Needs to be Done - Develops individual audit programs and plans covering in detail these matters: functional responsibilities; specific project assignments; audit objectives and requirements; references; formats for data display and reports; and special instructions covering contingencies. Provides opinions on agency financial statements and the efficiency and effectiveness of financial programs.

Difficulty and Originality Involved - Decisions and actions are complicated by the sensitivity of the issues, the range of audit targets, the judgment required to define audit boundaries, and the lack of information on potential findings and their impact on audit schedules and resource allocations.
⇐ BACK




Nature of Assignment - Conducts information systems audits of an insurance carrier’s contract with the agency.

What Needs to be Done - Work involves assessing such matters as general and application controls, data integrity, systems life cycles, acquisitions, and information technology management.

Difficulty and Originality Involved - Encounters difficulties due to the insurance carrier’s multiple programs for such functions as claims processing, financial management, and enrollment control. Difficulties are also due to the carrier's relatively extensive and complex accounting systems. Frequently, the auditor must respond quickly
to findings developed during the audit. Responses may require these types of actions: modifying the scope of the audit; introducing new topics; and revising and applying analytical techniques that are professionally correct and appropriate for the situation.
⇐ BACK




Level 4-5: Internal Revenue Agent, GS-0512

Nature of Assignment - Investigates complex accounting and auditing problems intermingled with controversial laws.

What Needs to be Done - Devises the solution to these types of problems:

•	finding deposits after determining that a bank account balance shows an absence of expected current deposits;
•   tracking revenues upon suspicion that a closely held incorporated construction company may not have
reported all applicable revenues from the sale of homes.

Difficulty and Originality Involved - The tax laws or other legal issues often involve points of law that are without precedent or that conflict with precedent. Problems require intensive and extensive legal research to locate cases and evaluate potential effects of decisions or interpretations.
⇐ BACK







Level 4-5: Budget Analyst, GS-0560

Nature of Assignment - Formulates, justifies, presents, and executes the agency’s budget for its information technology program.

What Needs to be Done - Prepares official quarterly and annual reports. Reviews, analyzes, consolidates, and revises budget estimates, justification statements, and budget execution plans submitted by subordinate organizational segments and field components. Advises program officials and budget staffs at lower echelons of the necessity for and type of budgetary action to be implemented to meet agency needs for computer hardware, software, and trained personnel. Monitors and reports on the rate of expenditures of funds. Notifies management officials of trends toward over- or under-obligation of funds. Recommends approval or disapproval of requests for allotments and other similar funding requests. Considers financial and workload relationships that involve several matters. These matters include the cost of supporting the needs of the changing agency mission and programs; the timing of obligations and expenditures in relation to the budget cycle and availability of funds; and the cost effectiveness of leasing or buying.

Difficulty and Originality Involved - The budgetary data involve costs, obligations, and expenditures shown on a variety of unrelated forms, schedules, and reports that are produced under different criteria and at different times. These conditions create difficulty in obtaining, comparing, and correlating data from these sources. They
also create difficulty in analyzing workload and financial information. Additionally, must respond on short notice to requests for analysis of the budgetary impact of unanticipated changes in technology and programs.
⇐ BACK






Level 4-6: Accountant, GS-0510

Nature of Assignment - Provides accounting program direction and expert long-range planning, advice, and coordination for several organizational levels. Programs involve a large number of accountants, functional program specialists, and computer systems analysts in program definition and solution efforts.

What Needs to be Done - Applies new theories or technology to accounting for functional programs and interprets new legislation or regulations for application to the total complement of the department’s accounting and financial information systems. Assesses benefits and costs to determine the effect of delaying or immediately implementing department-wide modifications to accounting systems. Assesses accounting program requirements for the department over a number of years in order to improve the quality of financial management advice and to assess accounting information costs. Assessments involve a number of accounting and reporting system options. The systems provide a range of data required by a number of program elements within the agency.

Difficulty and Originality Involved - Work takes place in an accounting system environment characterized by continually updated systems with expanded capabilities and new systems replacing older systems. Concurrently, laws, regulations, and policies are also changing.
⇐ BACK







Level 4-6: Auditor, GS-0511

Nature of Assignment - Plans and designs short-term and long-term audit programs and analytical reviews of the governmentwide retirement, health insurance, and life insurance programs that are operated under policy direction of the agency. The programs involve internal agency operations, the operations of private sector firms under contract to provide services to the agency, and insurance carriers.

What Needs to be Done - Shapes programs to facilitate auditing and to comply with new or revised legislation in an environment of conflicting goals and private sector and public interests.

Difficulty and Originality Involved - Work is complicated by the sensitivities and parochial interests of stakeholders, the need to integrate analysis of a number of different functions, and the need to coordinate audits involving multiple sites, outside agencies, and private sector entities. Recommendations may impact the structure, effectiveness, and efficiency of major programs.
⇐ BACK




APPENDIX F5 - FACTOR 5 ILLUSTRATIONS




Level 5-2: Internal Revenue Agent, GS-0512

Scope of the Work - Manages an inventory of cases that the supervisor has selected for their training benefits. Examines taxpayers' books and records, and interviews taxpayers to collect factual information. Prepares work papers and reports to document findings.

Effect of the Work - Examinations affect the taxpayer's tax liability and future tax compliance. Determinations do not normally have impact beyond the taxpayer who is the subject of the examination.
⇐ BACK






Level 5-3: Title at Agency Discretion, GS-0501

Scope of the Work - The position is in the Comptroller Office, Headquarters. Applies a wide range of standard practices and procedures to selected phases of the annual budget and financial administration process. Researches regulatory material to obtain factual information. Applies a wide range of analytical techniques to research results. Reports findings to higher level personnel.

Effect of the Work - Work contributes to the cost effective use of funds and to assurance that funds are not over or under obligated and that monies are spent in a timely manner for the intended purpose.
⇐ BACK




Level 5-3: Cost Accountant, GS-0510

Scope of the Work - Provides professional cost accounting support analysis and advice on a sophisticated automated job order cost accounting system at the facility. The system provides data to track the cost of providing products and services, and generates a database to produce management reports.

Effect of the Work - Work provides reports for use in evaluation of cost relative to performance in order to meet selected Government Performance and Results Act requirements. Work also affects the operation of facility programs.
⇐ BACK







Level 5-3: Accountant, GS-0510

Scope of the Work - Position is in an accounting division of a facility. The incumbent applies a professional knowledge of accounting and related regulatory and statutory requirements to identify accounting problems in an automated accounting system. Accounting problems involve such matters as inadequate maintenance of fund controls, inaccurate records and reports, lack of documentary evidence to support performance of reconciliations required by regulation, and improper methods of document control.

Effect of the Work - Work supports the efforts of senior accountants who manage operation and maintenance of the automated accounting system.
⇐ BACK




Level 5-3: Auditor, GS-0511

Scope of the Work - Audits the installation's compliance and adherence to regulations, and its adequacy of internal controls over operations. Conducts scheduled examinations of non-appropriated funds. Determines whether the organization is managing the funds in compliance with all applicable directives from higher authority and in conformance with accepted accounting principles and practices.

Effect of the Work - Advice and recommendation identify weaknesses and recommend corrective actions to senior audit managers who incorporate findings as necessary into reports to agency headquarters, GAO, and other external audit groups.
⇐ BACK




Level 5-3: Internal Revenue Agent, GS-0512

Scope of the Work - Specializes in employment tax matters. Conducts a variety of types of employment tax examinations. Cases may involve unusual interpretations or applications of tax law.

Effect of the Work - Determinations often have a recurring effect in subsequent tax years. Enforcement typically affects principally the audited taxpayer, but may extend indirectly to business associates and similar taxpayers.
⇐ BACK







Level 5-3: Budget Analyst, GS-0560

Scope of the Work - Prepares budgets for the annual operation of the organization’s relatively stable supply maintenance and data processing functions. Functional operations present few problems in budget formulation or execution.

Effect of the Work - Advice and recommendations may effect increases or decreases in funds available for operation of the organization’s supply, maintenance, and data processing functions. Consequently, advice and recommendations may affect the level of these services.
⇐ BACK






Level 5-4: Title at Agency Discretion, GS-0501

Scope of the Work - Monitors appropriated and non-appropriated fund resources and activities at the installation level. Manages the financial management information system that supports accounting, budgeting, procurement, disbursing, and statistical reporting. Coordinates financial staff access to systems outputs.

Effect of the Work - Work affects the financial success and viability of installation programs.
⇐ BACK




Level 5-4: Accountant, GS-0510

Scope of the Work - Maintains the general funds ledger and related cost systems and accounting activities at the headquarters of an agency with several subordinate field locations. Reviews, analyzes, and evaluates trial balance and other financial statements to ensure conformance with established agency policies, applicable regulations,
and generally accepted governmental accounting practices.

Effect of the Work - Work affects the maintenance of the general funds ledger and related cost and financial accounting systems. The quality of this maintenance affects the quality of information that supports management decisions on staffing levels and the effective use of resources for accomplishment of missions.
⇐ BACK







Level 5-4: Auditor, GS-0511

Scope of the Work - Audits the activities of health care providers that participate in nationwide health care programs on contracts to the Federal Government. Assesses the soundness of their financial and management practices and their compliance with the terms of their government contracts.

Effect of the Work - Prepares work papers and direct input to analyses and supporting material that the auditor-
in-charge uses to prepare formal audit reports. The formal audit reports serve as evidentiary bases for the proposal of corrective action against the audited entities. Corrective actions may require the recovery of funds, changes in financial management practices, and revisions to future rates and coverage.
⇐ BACK




Level 5-4: Internal Revenue Agent, GS-0512

Scope of the Work - Plans and conducts examinations of individuals with large incomes, large corporation operating subdivisions, and/or other high asset entities such as partnerships and fiduciaries.

Effect of the Work - Examination results affect the taxpayer by determining the correct tax liability. Results may lead to current and prior year corrective actions that may extend to other related entities. The treatment of accounting methods and techniques may set precedent.
⇐ BACK




Level 5-4: Budget Analyst, GS-0560

Scope of the Work - Formulates, justifies, and monitors the execution of long-range (5 year) budget plans to fund the implementation of major substantive programs and services. Formulation involves developing detailed estimates and narrative justifications. Execution involves planning for and monitoring the use of funds for meeting program goals effectively.

Effect of the Work - Work controls the obligation and expenditure of funds in approved budgets. Work also assists in the internal planning and evaluation of organizational budgets and programs.
⇐ BACK







Level 5-5: Title at Agency Discretion, GS-0501

Scope of the Work - Provides technical expertise to management on budgeting and cost estimating in conjunction with a large multi-year, multi-billion dollar acquisition program. Reviews and advises on financial management issues that are characterized by diverse and innovative approaches and coordinated and uncoordinated efforts by numerous subordinate organizations.

Effect of the Work - Advice affects the agency's ability to obtain project funding. The availability of this funding affects the agency's capability to carry out programs of national significance.
⇐ BACK




Level 5-5:  Cost Accountant, GS-0510

Scope of the Work - Works in Department headquarters with responsibility for cost accounting policy and research. Policies cover such matters as depreciation methods, methods of cost allocation, user charges, cost consequences from dissolution of an activity or organization, and contracting out. Cost criteria vary with the event for which cost information is being developed.

Effect of the Work - Recommendations affect the quality and level of Department services. Recommendations also affect major Department decisions on the scope of the work that Department personnel will perform.
⇐ BACK




Level 5-5: Systems Accountant, GS-0510

Scope of the Work - Under general guidance of senior personnel, plans, designs, implements, and maintains selected segments of a Department's accounting system that functions to meet program managers' financial information needs. Work requires efforts to meet financial reporting requirements under the Chief Financial Officer Act, performance measures under the Government Performance and Results Act, and other legislation and related regulations. Work is done in an environment where goals and missions are continually changing and resources are limited.

Effect of the Work - Work affects the agency's compliance with legislative and regulatory requirements and OMB directives. Work also affects the capabilities of accounting systems to support management's financial management information needs.
⇐ BACK







Level 5-5: Auditor, GS-0511

Scope of the Work - Audits the efficiency and effectiveness of work processes carried out in a number of discrete functional organizations. Audit approaches vary widely because of the variability of subject programs and systems, mission, applied technology, and procedures and regulations.

Effect of the Work - Findings and recommendations may affect modifications to systems and procedures, and to organizational structure. When standard systems are involved, findings may have an agencywide impact.
⇐ BACK




Level 5-5: Internal Revenue Agent, GS-0512

Scope of the Work - Plans and conducts examinations of the largest corporations of national and international scope and operations with extensive subsidiaries, diversified activities, and multiple partners. Also examines other entities such as high-asset partnerships and fiduciaries. Resolves critical and unusual problems for a range of complex examination issues. Provides guidance on major examination projects or programs. Serves as an expert in an area covered by obscure or difficult to apply segments of tax law.

Effect of the Work - Examination results affect the taxpayer by determining the tax liability for the years under examination. The results create for future years a deterrent effect that may extend to other related entities. The treatment of accounting methods and techniques may set precedent.
⇐ BACK




Level 5-5: Budget Analyst, GS-0560

Scope of the Work - At agency headquarters, provides expert analytical services, staff advice, and assistance to managers and administrators on acquisition and use of appropriated funds.  Controls the timing of obligations and the expenditures of funds in approved budgets.

Effect of the Work - Work affects the timely, effective, and efficient accomplishment of specific nationwide multi-year program objectives. Work also affects the availability of funds for a variety of requirements such as building maintenance, contractual procurements, operating supplies, and personnel salaries.
⇐ BACK







Level 5-6: Title at Agency Discretion, GS-0501

Scope of the Work - The position is located in a large agency component that is responsible for formulation and execution of its own acquisition budget and program which covers multi-year projects costing billions of dollars. The programs are highly diverse and encompass the entire range of the component's systems development and production efforts. The incumbent provides these services:

•	integrates the programs with programs and policies of other major agency components;
•	defines the scope and objectives of all areas of financial management as they relate to the component's
acquisition policies; and
•	conducts periodic evaluation of program missions and objectives, strategies, and performance in order to
assess long-range financial planning and the need for short-term program mission redirection.

Effect of the Work - Work affects the capability of the agency to carry out its major substantive missions.
⇐ BACK




Level 5-6: Accounting Officer, GS-0510

Scope of the Work - Under the general administrative direction of the agency Chief Financial Officer, plans and directs the design, implementation, and maintenance of agencywide accounting systems to meet internal agency financial information needs and external reporting requirements.

Effect of the Work - Work affects the agency's ability to assess its overall effectiveness and efficiency in accomplishing its basic missions. Work also affects the agency's ability to provide this and other required information to OMB, the White House, Congress, and other interested parties.
⇐ BACK




Level 5-6: Staff Accountant, GS-0510

Scope of the Work - Interprets, analyzes, and develops accounting and financial management policies, standards, and procedures that implement broad accounting requirements established by the Department, OMB, GAO, Treasury, and Congress. Policies, standards, and procedures apply to both current and long-range plans and operation, and to appropriated and non-appropriated funding sources. Formulates policies for the design of accounting systems that will provide information to produce financial reports that satisfy the Chief Financial Officer Act reporting requirements and that are in compliance with regulations and guidance of the Treasury, OMB, GAO, Federal Accounting Standards Board, and Joint Financial Management Improvement Program.

Effect of the Work - Work impacts strategic and operational financial planning for a large multi-mission organization with an annual multi-billion dollar budget.
⇐ BACK







Level 5-6: Auditor, GS-0511

Scope of the Work - Promotes the economy and efficiency of the agency's nationwide programs and operations. Assures the agency's compliance with applicable laws, regulations, and guidelines. Defines conditions, problems, and issues pertinent to audit responsibilities. Determines the audit approach, develops and coordinates audits, and implements operating procedures.

Effect of the Work - Advice and recommendations significantly affect the success of the agency's missions.
⇐ BACK




Level 5-6: Budget Analyst, GS-0560

Scope of the Work - Implements Department program and budget guidance governing the execution of the Department's research, development, and acquisition budgets. Recommends policies that impact on substantive program goals and national priorities. Coordinates and integrates current and long-range financial planning data pertaining to the budgets of several major subordinate organizations. These organizations have diverse programs and program needs, varying procurement, production, planning, and scheduling, cost accounting, and financial and accounting systems. Analyzes, advises, and recommends solutions to budget formulation, justification, presentation, and execution problems related to multi-year appropriations.

Effect of the Work - Works with senior Department executives, OMB, and congressional staff to justify and defend the Department's financial needs.
⇐ BACK




APPENDIX H - HISTORICAL RECORD AND EXPLANATORY MATERIAL


This appendix describes the development of this job family standard (JFS).  We highlight some key dates and milestones and provide information about proposals we tested and about our deliberations as we crafted the final version of the standard for issuance.  We believe users will find the information helpful as background for understanding and applying the job family standard.  Readers with extensive position classification experience may recall the forerunner of this appendix as the Explanatory Memorandum that we formerly issued with some final position classification standards.

KEY DATES AND MILESTONES

In February 1996, the Classification Programs Division (CPD) (formerly the Office of Classification) within the Office of Personnel Management (OPM) notified agencies that we were about to begin a study to develop the Job Family Standard for Professional and Administrative Occupations in the Accounting and Budget Group, GS-0500.  Later in the year, we suspended work on this standard, but resumed in February 1997 by issuing a second notice to agencies.  To distinguish this JFS from the JFS for Clerical and Assistance Accounting and Budget Work, GS-0500C, which we issued in December 1997, we informally added “PA” after the occupational group code (i.e., GS-0500PA).

At about the same time, OPM’s Employment Service (ES) began working with the Chief Financial Officer (CFO) community to develop ways to ensure the availability of high quality accounting candidates in the future.  ES began testing a new way to assess candidates’ qualifications under the Competency-Based Job Profile approach to qualifications determinations.  As a result, CPD participated with ES in a joint OPM pilot project by issuing a two-part draft document.  We called this document the Pilot Draft Job Family Position Classification Standard for Professional and Administrative Accounting and Budget Work, GS-0500PA and the Competency-Based Job Profile (Qualification Standard) for the Accounting Series, GS-0510.  We released a preliminary version of the JFS/Job Profile for application only to Accountant positions in the GS-0510 series in the OPM pilot project in February 1999.  We released the entire JFS/Job Profile electronically for agency review, comment, and test application in April 1999

RESULTS OF AGENCY REVIEW, COMMENT, AND TEST APPLICATION OF THE DRAFT GS-0500PA JOB FAMILY STANDARD

A.  JOB FAMILY STANDARDS - GENERAL ISSUES. In addition to using the job family standards approach to developing and issuing position classification standards, we make every attempt to simplify and streamline position classification concepts, documents, and procedures with every issuance of a new JFS.  We tested and implemented several ideas in the draft
GS-0500PA JFS, with the help of agency HR offices and subject-matter experts.





1.   Using the Factor Evaluation System (FES) Format for All Job Family Standards.  Prior to April 1999, we polled the agency chiefs of position classification to determine their preferred format for classification standards (i.e., either narrative or FES).

Agency Comments:  Almost unanimously, agency classification chiefs preferred the FES
format.

Our Response:   We developed this JFS, and will develop future JFSs, in the FES format.

2.   Eliminating Occupational Category Code(s) From Job Family Standard Designations.  As noted above, on the draft JFS we had appended “PA” to the occupational group code to indicate that it covered professional and administrative work.  In the ensuing months, we considered the pros and cons of this convention.  In particular, we want to acknowledge the declining use of the term “clerical” to describe support and assistance work, as well
as some confusion that has developed over time around using the term “technician” in a position title and the category of technical occupations.  In addition, OPM is reexamining the use and meaning of the term “professional” as it applies to occupations in the Federal service.  For these reasons, and to prevent confusion in future, more complicated job families, we have decided not to append the occupational category letters (i.e., P, A, T, and/or C) to the occupational group code for job family standards.  This does not mean that positions no longer have designated occupational categories.  We will continue to
use those categories and record them in the Central Personnel Data File (CPDF).  This change should have no impact on agency application of the job family standard.

3.   Incorporating Hypertext Linking and Embedded File Features to Improve Navigation Through a Job Family Standard.  The draft JFS released in April 1999 used a traditional approach to laying out a job family standard in FES format.  In the ensuing months, we have developed new formatting conventions that apply “plain language” techniques for laying out and labeling complicated material.  Job family standards can incorporate a significant amount of material about various occupations and specializations, only some of which will be relevant to a particular classification determination.  Also, we continue to emphasize moving to an automated, electronic environment for using this classification guidance.  Therefore, our new formats include links between factor level descriptions (FLDs) and the related illustrations for particular occupations or specialties, as well as other electronic features so that individuals applying the standard can be selective about the material that is actually displayed on the screen.  We have gotten mixed reactions to these features.  Many reviewers have found them useful, but others found the separation of FLDs and illustrations in a printed version of the document to be confusing and cumbersome.

In the Adobe Acrobat PDF version of the JFS, we will install links designed to permit selective reading of illustrations.  We believe this feature will be even more valuable in future JFSs that have a larger number of occupations.  However, all the guidance about series, titling, and occupational information will appear near the beginning of a JFS. Also, we will provide links between our JFSs and the relevant qualification standards.



We view the continued development of such features as important to fulfilling our general commitment to make classification less dependent on printed documentation. We believe that our agency customers, particularly those with limited classification experience, will find them beneficial.  Of course, users who prefer having illustration material closer to the FLDs are free to print copies of the JFS and rearrange its pages in whatever manner they find most useful.

4.   Providing Information About Standard Occupational Classification (SOC) Codes.  The Office of Management and Budget requires OPM, as a Federal agency that uses and reports statistical occupational information, to use the Standard Occupational Classification (SOC) system to identify occupations.  These SOC codes and this requirement have no impact on the administration of any Federal human resources management systems at this time.  To help our users acquaint themselves with the SOC structure and coding scheme, we are providing information in a new table in each JFS to indicate the SOC codes that apply to Federal positions in that job family on the basis of their occupational series and on the basis of their position titles.  We provide the table as information only; it should have no impact on agency application of the job family standard.

5.   Combining Professional and Administrative Grading Criteria.  We tested the feasibility of including both professional and administrative grading criteria in the same classification document.  In some instances, we thought it best to separate the two sets of criteria (e.g., in Factors 1 and 4).  For the other factors (2, 3, 5, and 6 through 9), we proposed common criteria.

Agency Comments:  Agency reactions to this question were mixed.  While most agencies expressed no preference, those who opposed combining the criteria cited these reasons:

a.  Potential problems (unspecified) in classifying positions
b.   Potential difficulty dealing with employee requests to be reclassified from administrative to professional positions
c.   Difficulty in making Fair Labor Standards Act (FLSA) determinations
d.  Anticipated problems in determining bargaining unit status (which may differ depending  upon whether a position is professional or administrative)
e.  Difficulty in tracking the standard to applicable law when adjudicating position classification appeals
f.  Combined criteria are lengthy, cumbersome, and consequently difficult to read.

Other agencies favored the proposed combination, but only for selected factors.  Still others favored the overall proposal, stating that using the combined criteria was easier than using individual classification standards.



Our Response:  We decided to combine the professional and administrative grading criteria for Factor 2 - Supervisory Controls, Factor 3 - Guidelines, Factor 5 - Scope and Effect, Factor 6 - Personal Contacts, Factor 7 - Purpose of Contacts, Factor 8 - Physical Demands, and Factor 9 - Work Environment.  We believe the distinctions between professional and administrative work for these factors are not significant.

However, for Factor 1 - Knowledge Required by the Position and Factor 4 - Complexity, we believe the knowledge and skills required and how this knowledge is used differs greatly between professional and administrative work.  In addition, we believe providing separate criteria for these two factors will help in making related decisions such as FLSA and bargaining unit status determinations.

6.   Retaining Current Titling Practice for Mixed Professional and Administrative Positions.
We proposed a revision to the current position classification titling practice, which dictates that the title of the professional series be used when a position contains both professional and administrative work.  Over the years, some agency representatives had informally suggested that we consider changing this practice to allow greater flexibility. That greater titling flexibility would, some believe, create greater recruiting flexibility. Consequently, we proposed such a change in the draft job family standard.

Agency Comments:  The majority of respondents opposed the change.  Some said it would create confusion with employee groups that represent professional and administrative employees.  Others mentioned potential problems in conducting workforce studies and planning reductions in force.  Only three respondents favored the change, citing the belief that the change would allow more meaningful titles for positions.

Our Response:  The dissenters’ reasoning was compelling; we did not make the change.

7.   Eliminating Benchmark Position Descriptions.  When we first began issuing position classification standards in the FES format, they contained benchmark position descriptions (PDs) at various grade levels.  These benchmarks were representations of real-life work situations, and our intent was to make them available as short cuts to position classification decisions.  That is, users could use either a complete benchmark
PD or any portion of a benchmark to justify assigning the appropriate levels and points to the PD being evaluated.  In effect, our current practice of linking illustrations to factor level descriptions gives the user such portions of benchmark PDs.  An illustration does not describe an entire job across all the factors.  Rather, an illustration provides information about a real-life work situation that is relevant to - or “illustrates” - a given factor level for a specific occupation or specialty within the job family.  Nonetheless, in light of our continuing interest in simplifying and enhancing the position classification process and in response to questions and suggestions from some users, we proposed to again include benchmark PDs.

Agency Comments:  While a few agencies favored bringing back benchmark PDs, the majority did not.  Those who opposed benchmarks offered the following reasons:



a.  They would make the document too cumbersome.
b.  They are too narrow in scope to be of widespread use.
c.  They are not necessary because the illustrations we proposed in the draft are sufficient.
d.  They are dated, and therefore cannot be a reliable reference in the future.
e.  The position classification software that most agencies currently have at their disposal makes referencing to benchmark PDs obsolete.

Our Response:  We agree with the dissenting agencies.  We believe that the illustrations provided in the final standard, coupled with the Factor Level Descriptions (which in many cases include additional examples), provide ample information for users to make proper classification determinations.  Consequently, we will not reintroduce benchmark PDs into the job family standards we issue.

8.   Describing Grading Criteria at Factor Level 1-9 for Administrative Work.  Our past practice has been to describe a factor level only when that level represents a significant sample of real nonsupervisory jobs found during an occupational study and when the jobs are similar enough to form the basis for a genuine factor level description.  As a consequence, as of October 2000, only a few existing administrative FES standards contain Factor Level 1-9 criteria.

With the issuance of this job family standard, we are changing that practice.  By its nature, factfinding for job family studies, with their multiple occupations, is not and cannot be exhaustive.  Given that limitation, we must weigh the implications of not finding work at a certain level with what else we know about the evolution of work in a particular area, as well as with users’ needs for comprehensive grading criteria.  Past guidance for grading positions that appeared to exceed the available factor level descriptions was to examine related standards and guides and apply the Primary Standard. That guidance was appropriate in the past, when agencies carried substantial staffs of experienced position classification specialists.  Such staff resources are waning, however, and agencies will probably not reestablish those previous resource levels. Consequently, we have decided to describe Factor Level 1-9 for both professional and administrative occupations, when we believe there is justification, so that users can be more fully equipped to make classification determinations.

However, along with this change in practice, we must also urge caution.  It is important for users to understand that we added Factor Level 1-9 criteria for administrative occupations only to support accurate position classification determinations.  We did not include them to signal that work at that level was found to be typical for the occupations. We expect that very few work situations will justify crediting Factor Level 1-9
knowledge in either professional or administrative occupations.  Agency officials must be vigilant to maintain classification accountability, as has always been the case.



B.  THE GS-0500 JOB FAMILY STANDARD - SPECIFIC ISSUES.  We also tested several ideas that apply only to the professional and administrative accounting and budget work that this job family standard covers.

1.   Retaining the Occupational Group Designation “Accounting and Budget”.  We proposed to revise the Group name and make it compatible with the Standard Occupational Classification (SOC) system’s major group designation for the same type of work, “Business and Financial.”

Agency Comments:  Several agencies opposed this proposal.  They said the change would cause confusion between this Group and the Business and Industry Group, GS-
1100.  Further, agencies argued that the benefit of the change would be minimal.

Our Response:  We decided to keep the existing Group designation.

2.   Excluding Financial Manager, GS-0505, Positions.  In the draft JFS, we proposed to abolish the GS-0505 standard and include a short cut method for classifying these positions.  Our proposal was to establish the grade of GS-0505 positions in terms of  the grades of subordinate functional managerial positions.  In other words, we suggested a type of “base level of subordinate managerial positions” concept.  The grade of the position being evaluated would be established one grade higher than the subordinate managerial positions.

Agency Comments:  The dissenting agencies reported significant potential downgrading if we adopted this change.  Other commentators pointed out the fact that managerial positions should not be included in a standard that intends to measure nonsupervisory and nonmanagerial work.  Some agencies argued that including coverage of GS-0505 work in the job family would diminish the value of this type of work.  Another significant
position expressed was that OPM should conduct a study of not only the financial management function, but also other types of functional management work.  Some agency representatives believe that some high-level managerial work is not adequately covered by the General Schedule Supervisory Guide.

Our Response:  We decided to exclude financial manager work from coverage of this
JFS and leave the current GS-0505 standard active.  We also plan to study the managerial work as suggested by some agency position classification chiefs.

3.   Retaining Nationwide Criterion in Factor Level 1-9 Description for Professional Work.  Here is the Level 1- 9 factor level description for professional work that  we included in the April 1999 draft JFS:

In addition to an expert knowledge to apply accounting theory to broad assignments as in Level 1-8, this level requires mastery of accounting theory and principles to develop new hypotheses and theories.  Knowledge is applied in undertaking pioneering efforts in areas where no precedents exist and issues of government-wide scope are a primary focus.



Agency Comments:  After reviewing this factor level description, an agency reviewer stated that the “nationwide scope” of the level is too stringent.  The reviewer suggested that “network-wide” knowledge requirements should be sufficient for this level. Although the duties are not nationwide, the reviewer continued, some financial positions may involve $100 million-plus financial programs.

Our Response:  Although we understand the reviewer’s point, we must continue to write our FES job family position classification standards so that they comport with the Primary Standard and all other previously-written FES standards that contain Factor Level 1-9 criteria.  We must maintain consistency from one standard to another.  That way, we are assured that we are in compliance with the grade level criteria set forth in title 5, United States Code.

4.   Incorporating Emerging Accounting Work. During the early stages of our work on this JFS, representatives of the Chief Financial Officers (CFO) Council asked that we incorporate the latest features and requirements of governmental accounting in the new classification standard.  These reflect the impact of several laws enacted since we issued the previous accounting classification standard, including the CFO Act, the Federal Managers’ Financial Integrity Act, and the Government Performance and Results Act (GPRA).  Actions taken by other governing bodies have also caused some changes in governmental accounting since we issued the old standard.  The Office of Management and Budget (OMB) has issued several directives.  The Federal Accounting Standards Advisory Board (FASAB), the American Institute of Certified Public Accountants (AICPA), the Financial Accounting Standards Board (FASB), and the Joint Financial Management Improvement Program (JFMIP) have all made contributions to modernize Federal accounting processes and procedures.

Our Response:  We identified and illustrated the emerging accounting work with modern language in several sections of this JFS, including the following specific examples:

•	GENERAL SERIES, TITLING, AND OCCUPATIONAL GUIDANCE (under
“Major Accounting Functions” and “Budget Formulation”);
•	FACTOR 3 - GUIDELINES
•	APPENDIX F1 - FACTOR 1 ILLUSTRATIONS (Level 1-7: Accountant,
GS-0510)
•	APPENDIX F4 - FACTOR 4 ILLUSTRATIONS (Level 4-5: Accountant,
GS-0510 and Level 4-6: Accountant, GS-0510)
•	APPENDIX F5 - FACTOR 5 ILLUSTRATIONS (Level 5-3: Accountant,
GS-0510, Level 5-5: Accountant, GS-0510, and Level 5-6: Accountant, GS-0510)

5.   Assessing Impact on Grades.  We followed our usual practice of requesting that agencies report any effects that applying the draft JFS had on the grades of the tested positions.

Agency Comments:  The primary concern that a few agencies expressed about grading of positions after test application of the initial draft centered around our proposal to revise



the way we would classify financial manager positions, GS-0505.  The concern involved fewer than 50 financial manager positions.

Otherwise, the overall results of agency test application were extremely positive.  Of over
6,000 individual “test applications,” agencies reported fewer than 10 potential changes
(upgrades and downgrades combined).

Our Response:  Our decision to exclude the GS-0505 positions from coverage of the JFS resolved the agencies’ concerns.  Based on the results of the test application, we had ample justification to release the final JFS.


Position Classification Standard for
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SERIES DEFINITION


This series includes all classes of positions the duties of which are to manage or direct a program for the management of the financial resources of an organizational segment, field establishment, bureau, department, independent agency, or other organizational entity of the Federal Government when the duties and responsibilities include: (a) developing, coordinating, and maintaining an integrated system of financial staff services including at least accounting, budgeting, and management-financial reporting, and sometimes also one or more of such related staff services as auditing, credit analysis, management analysis, etc.; (b) exercising effective control over the financial resources of the organization; (c) coordinating and synthesizing financial and management data so as to interpret the composite financial results of operations to all levels of the organization's management; (d) advising on, developing, coordinating, and carrying out financial policies, procedures, and plans; (e) reviewing, analyzing, evaluating, and reporting upon program accomplishments in financial terms; and (f) advising and assisting the management officials of the organization served by supplying financial management advice required to make management decisions, establish organizational goals and objectives, and in all respects to manage the organization.



EXCLUSIONS


All positions which involve the performance or direction of a "financial management" program which does not include as a minimum accounting, budgeting, and management-financial reporting are excluded (See Digest Vol. 5 and Digest Vol. 16 for guidance on positions which do not meet all three functions).

1.   Any position which consists exclusively (or enough so for practical purposes) of work properly included in any one specialized series such as the  Job Family Position Classification Standard for Professional and Administrative Work in the Accounting and Budget Group, GS-0500; the Management and Program Analysis Series, GS-0343; the Support Services Administration Series, GS-0342; the Statistician Series, GS-1530; etc., should be classified in whichever of such series is appropriate.

2.   Positions which entail responsibility for the supervision, direction, or performance of work involved in the day-to-day operation of both the budget and accounting functions of an organization but which do not also include responsibility for "financial management" of the type or scope which is characteristic of the Financial Management Series, GS-0505 are classified in the Financial Administration and Program Series, GS-0501.

3.   Positions the duties of which are to manage, direct, or to assist in managing or directing, one or more operating programs when the paramount qualification requirement is management and executive ability and knowledge, rather than competence in financial management, are excluded.  Such positions should be classified in an appropriate series, e.g., the Program Management Series, GS-0340, or a series appropriate for any
subject-matter knowledges required.





4.   Positions involving application of a practical knowledge of financial practices and operations in such fields as land and mortgage markets, municipal revenues, evaluating the soundness of securities offerings, etc., are classifiable in the Financial Analysis Series, GS-1160.

5.   Positions the duties of which are to advise on or supervise planning, organizing, analytical, or equivalent work not of a clerical nature necessary in providing or negotiating for two or more administrative functions or services necessary for the internal administration, operation, and functioning of an organization when the paramount qualification requirement is subject-matter or functional knowledge or skill in executing such administrative functions or services are excluded.  Such positions should be classified in the Administrative Officer Series, GS-0341.

(The subsequent section of this standard titled "Distinguishing Among Financial Manager, Other Managerial, Budget and Accounting Officer, and Administrative Officer Positions" contains further information on exclusion of such positions.)



TITLES


The title, Financial Manager, is authorized.

(Note:  Although the title "Comptroller" is widely used, there is no uniform meaning or application of the term in the Federal Government.  Therefore, it has not been used as a title
in this standard.  Some positions which have been titled "Comptroller" may well be classified in the Financial Management Series, GS-0505; some may well be classified in other series, such as the Program Management Series, GS-0340, the Administrative Officer Series,
GS-0341, the Accounting Series, GS-0510, etc.)



THE NATURE OF FINANCIAL MANAGEMENT


Financial management is that part of total management which is concerned primarily with the financial affairs of an organization and the translation of actions, both past and proposed, into meaningful and relevant information for use in the management process.  It includes the functions of budgeting, accounting, reporting, and the analysis and interpretation of the financial significance of past events and future plans.  It sometimes also includes other related functions such as internal auditing, management analysis, and others.  It is not primarily concerned with the technical procedures and methodology of those individual functions.  Rather, it is characterized by the coordination and correlation of those functions into an effective and broad
system of financial control that will assure that they, collectively more than individually, become an integral part of the management of the organization.



Financial management involves the art of interrelating data to obtain a perspective of the total financial situation that will assist managers1 in program planning and decision-making.  A very simple operating program2 may require only a minimum of financial management, and this, in some cases, can be provided by the manager himself. However, many Federal agencies with complex programs have a need for broad financial advice and know-how -- advice that can only be furnished following a synthesis, analysis, and interrelating of meaningful financial data with programming and planning information by an organization and officials particularly adept and capable in financial matters.

More fully, financial management may be described as --

Designing, establishing, and maintaining an integrated financial management system, including
at least budgeting, accounting, and managerial-financial reporting, which will furnish timely data that are used in the direction, evaluation, and control of operations at the various levels of management.  Such a system must be compatible with the requirements of the Bureau of the Budget, the General Accounting Office, and the Treasury Department, and should provide accountability for agency funds and assets and full disclosure of the financial results of agency operations.  This involves responsibility for proper and economic management of all financial resources under jurisdiction of the agency, in accordance with a wide variety of laws and regulations.  To accomplish this, a suitable financial management organization must be established and maintained, and must be staffed with appropriate, competent personnel.  Rather than being limited to supervision of separate entities such as the budgetary system, the
accounting system, the financial reporting system, etc., financial management consists of the integration and coordination of those operations into a comprehensive financial system that is compatible with management needs.

Such an integrated system necessarily includes:

(a) Developing an integrated financial planning and reporting process that involves both
long-range plans and the annual budget as a segment of those plans.  Such a planning and reporting process must be designed to provide both broad and specific financial policies that will facilitate achievement of the program goals and objectives of the agency, form
an effective basis for formulation and justification of budget requests, and provide reliable financial and managerial data for management and control in execution of the budget and long-range plans;





1Manager", as used throughout the standard, refers to the head of the field establishment, bureau, department, independent agency, or other organizational entity in the Federal Government.

2"Program" and/or "Operating Program", as used throughout the standard, refers to the total mission of the organization served (e.g., the total mission of the field installation), which can either be a single-function or a multi-function mission.



(b) Using the end-products of the budgeting, accounting, and managerial-financial reporting organizations (by analyzing, evaluating, and synthesizing the data) to compare actual performance with planned objectives; interpreting and interrelating program plans, budget proposals, costs of operations, and program accomplishments; and accepting responsibility for the financial soundness of the agency -- not only in terms of current year financial operations, but in terms of the soundness of financial planning for future operations.  This requires the chief financial officer's involvement, on an advisory basis, in the fundamental elements of program development, program execution, and program review and evaluation.  It also involves furnishing integrated advice to the responsible program manager on the financial aspects of managing the agency's resources -- so that the manager can maintain a balance between requirements and available resources that will permit the attainment of program objectives with minimum costs and maximum efficiency.



THE COMPONENTS OF THE WORK OF FINANCIAL MANAGERS


In general, the work of the financial manager may be divided into two categories; viz., that
which must be included to meet the minimum requirements for this series and that which may be included in addition.  These are as follows:

A.  Functions which must be included:

1.  Accounting -- typically includes: (a) planning the program within delegated limits; (b) developing, revising, and/or adapting accounting systems; (c) executing day-to-day ledger maintenance and related operations for the classification and other recording of financial transactions; (d) analyzing the results and interpreting the effects of transactions upon the financial resources of the organization; (e) applying accounting concepts to solve problems, render advice, or to meet other needs of management; and (f) managing the total accounting program, including supervision of subordinate accountants, accounting technicians, voucher examiners, payroll clerks, and other similar supporting personnel.

2.  Budgeting -- typically includes: (a) the formulation -- developing instructions, calls for estimates, preparing estimates, reviewing and consolidating estimates; (b) the presentation -- either within the organization or at hearings (within the agency, at the budget bureau, or subcommittee); and (c) the execution -- funds control, program adjustments, review of reports and preparation of reports.

3.  Managerial-Financial Reporting -- typically includes not only the recurring budget, accounting, and financial reports but also program operation evaluation and statistical reports and other work performance type reports, both regular and one-time in nature.
Managerial-financial reporting is the process of providing appropriate data to key officials at all levels of management for the purpose of helping to achieve the most effective program and financial management.  Stress is placed on aiding in the making of management



decisions. Normally, much of such data will be of a financial character, developed from the accounting and the budget systems; however, frequently data will be a combination of both financial and non-financial information and, in some cases, the data may be entirely
non-financial in nature.  In its ideal form, the data are so integrated as to represent a single total data system.  Since in good managerial-financial reporting, concern is given to the development of the systems that will provide the essential data, one of the normal responsibilities of the Financial Manager is the development, revision and/or adaptation of the managerial-financial reporting system.

4.  Advice to Management -- typically includes: advising from a financial point of view and serving as the technical expert on the financial aspects of all matters.

B.  Functions directly related to the management of financial resources and which may be included:

1.  Management Analysis -- typically includes: administering, supervising, or performing study, analysis, evaluation, development or improvement of managerial policies, practices, methods, and procedures;

2.  Records or Paperwork Management -- typically includes: operating, maintaining, or administering one or more administrative control systems, services, processes or functions such as those for forms control, the handling of correspondence, directives control, the disposition of records;

3.  Auditing -- typically includes: the establishment and improvement of audit policies, programs, methods, and procedures, and the achievement of a high standard of auditing; the proper timing and coverage of audits; the disposition of technical accounting questions developed in audits, including disposition through negotiations and conferences with affected business establishments or other interested organizations; responsibility for all auditing and related activities in connection with payments and cost analyses; and shaping, directing, and administering the audit activities;

4.  Statistics -- typically includes:  administering or performing professional work, or providing professional consultation in the application of statistical theories, techniques, and methods to the gathering and/or interpretation of quantified information; or advising on, administering, supervising, or performing work involved in collecting, editing, computing, compiling, analyzing; and presenting statistical data, where the work requires knowledge and application of statistical methods and procedures, and techniques, but does not require professional knowledge of the mathematical or statistical theories, assumptions, or principles upon which they are based;

5.   Digital Computer, Electric Accounting Machines, and Other Machine Systems -- typically includes: supervising or administering overall digital computer systems activities, including combined digital computer-tabulating equipment organizations; performing staff planning and administrative work in administering a machine system organization, whether EAM, ADP, or other.






DISTINGUISHING AMONG FINANCIAL MANAGER, OTHER MANAGERIAL, BUDGET AND ACCOUNTING OFFICER, AND ADMINISTRATIVE OFFICER POSITIONS


Because there is a considerable degree of overlapping of functions among the above types of positions, the lines of demarcation are not clearly drawn.  It is seldom feasible to determine the proper series and/or title on the sole basis of the subordinate functions (e.g., accounting, budgeting, personnel, etc.).  The following material highlights the essential features which characterize each of the positions.

Administrative officer and assistant

Administrative officer or assistant positions that do not include responsibility for accounting, budgeting, and managerial-financial reporting are easily distinguished from financial management positions.

Many administrative officers or assistants are, however, responsible for financial management as one aspect of the total program of administrative or managerial services and functions that they provide.  Such positions must be distinguished from financial management positions on the basis of the paramount qualifications required.  If ability to manage a variety of administrative, managerial, and supportive services and controls is the paramount qualification requirement, rather than knowledge of financial management, then the position is that of an administrative officer or assistant. Contrarily, if the primary qualification requirement of the position is knowledge and ability in the field of financial management, then the position is classifiable in this series even though it may include responsibility for additional types of administrative or managerial service or control functions.

Budget and accounting officer

The key to distinguishing budget and accounting positions from financial manager positions is the presence in the latter type of position of a "comptrollership" concept of financial management.  Although the budget and accounting officer exercises a high degree of expertise, competence, and knowledge of the organization and its functions and operations, the requirements of his position are to supervise the accounting operation and the budget operation. The financial manager provides the management officials of the organization he/she serves with authoritative accounting advice and authoritative budget advice and interprets the results and needs of each of these functions to those officials.  The financial manager is the technical expert in both fields for the organization's management staff.  He/she assures the coordination of these two separate functions within his subordinate staff to the extent that is required for the effective conduct of each of these two functions.

The financial manager, too, supervises the accounting and budget operations and provides
(personally or otherwise) technical expertise in the budget and in the accounting functions.  In



this respect and to this extent his position is similar to the position of budget and accounting officer.  The financial manager, however, has further substantial responsibilities.  He/she is responsible for developing and executing a comprehensive program of financial policy and financial control which constitutes a major and integral component of the organization's total management concept and practice.  Both accounting and budgeting are essential ingredients of such a program of financial management, but, either separately or jointly, are no more than some of the raw material from which the financial manager builds his broad program of financial management.  (This additional responsibility inherent in financial management positions is described in detail in the section of this standard titled "The Nature of Financial Management".)

Financial manager

The financial manager's role is characterized by responsibility for serving as a financial advisor to management.  He/she does not manage (except for his own program).  Through this advisory service role, the financial manager provides valuable assistance to top management in its task of managing and in reaching decisions.

The financial manager's program is aimed at utilizing accounting and fund control systems to maintain proper financial balance and to assure that management obtains maximum benefit from financial resources without sacrificing efficiency or violating rules or regulations.  The financial manager is responsible for examining and reporting upon work progress and program accomplishments in financial terms.

Other managerial and executive positions

In general, managerial and executive positions are easily distinguished from financial manager positions.  Normally, managers direct one or more operating programs (defined in footnote on page 3).

However, some positions are not so easily classified.  For example, the functional responsibilities may be similar to or include those which are typical of financial manager positions, but there may also be present a more active and direct role in the overall management of the organization served.  (Such positions sometimes result from the increment of additional responsibility to an especially competent financial manager.) Differences such as these must be taken into account in assigning positions of these types to both series and grade.  Generally speaking, the presence in a position of characteristics such as the following to a significant degree excludes a position from this series:

1.   Serving in a determinative rather than an advisory capacity in the management of operating programs or functional areas (other than those identified in this standard as of a financial management nature);

2.   Direct, rather than recommendatory, involvement in the management of significant agency resources not of a financial nature;



3.   Emphasis in the qualifications required on broad managerial ability rather than on financial management acumen.
Exclusion paragraph No. 3 is applicable to positions which are excludable from this series on these bases.



HOW TO USE THIS STANDARD


The grade-level portion of this standard consists of three broad factors used to determine the grade levels of these positions.  These are:  Factor I -- Characteristics of the Operating Program; Factor II -- Characteristics of the Financial Management Program; and Factor III -- Characteristics of the Advisory Service Provided to Management.

Factors I and II also include three subfactors for each of which three degrees of intensity are identified.  The discussions of factors I and II include simple instructions for determining the overall factor level through the use of the subfactor degree evaluations.  A grade- level conversion table is provided so that the levels of the three factors can be converted into grade levels.

In addition, positions of overall assistants to financial managers may be evaluated by reference to the following factors and grade conversion table, provided due consideration is given to the lesser responsibility which is normally inherent in the assistant role. Normally, the position of full assistant is classified one grade below the financial manager position.



CLASSIFICATION FACTORS


With the exception of the factor "qualifications required" which is discussed below, the material covering the factors which must be used to differentiate grades among positions in this series is embedded in the factor discussions which follow.  Discussion of other factors which are not meaningful in fixing grades for individual positions have been omitted.



QUALIFICATIONS REQUIRED


Financial management requires a positive and imaginative outlook, a depth of experience and training across and beyond specialty lines, and an understanding of varied skills that can provide broadly-based financial advice which will facilitate the conduct of Federal programs in accordance with the conditions of our times.  It also requires an understanding of the program and organization of the agency served and the ability to devise and/or operate a system of financial management suited to that agency's program and organization.  Following are the required knowledges, abilities, and other qualities.  (Note that detailed knowledge of the individual financial management functions is not listed, since the breadth of these positions precludes a requirement for competence on the part of most financial managers in all of the individual functions.  Most financial managers rely on subordinate staff specialists to provide



technical know-how in certain functions; however, in some positions in this series the duties require that the incumbent be a professionally-qualified accountant. (Such a requirement does not remove the position from this series.) Financial managers must have:

1.   A broad knowledge of and ability to utilize principles, methods, techniques, and systems of financial management;

2.   Ability to plan, direct, and coordinate difficult and complex programs;

3.   Ability to develop, apply, and adjust financial plans and policies to attain agency objectives;

4.   Ability to select, develop, and supervise a subordinate staff;

5.   Ability to establish and maintain effective working relationships, not only with subordinate staff, but with all levels of key management officials, the latter particularly requiring the exercise of tact, ingenuity and resourcefulness;

6.   Ability to make oral and written presentations in a clear and concise manner;

7.   Ability to apply a high level of sound, independent judgment in the solution of financial problems and in the administration of a financial management program;

8.   A broad knowledge of agency operating programs.



FACTOR I -- CHARACTERISTICS OF THE OPERATING PROGRAM


The nature, scope, impact, complexity, and characteristics of the operating program served provide both the arena and the boundaries for the work of the financial official.  While for any particular operating program there is a very wide range within which a financial management program can fluctuate, it is necessary that the total setting of the position be measured and comprehended before it is feasible to appraise the grade-level worth of any specific financial manager's position.  This factor, through its three subfactors, provides an evaluation of the setting in which the financial management program operates.



This factor is divided into three subfactors: A.  Scope of Operating Program Served B.  Type of Operating Program Served
C.  Management Level of the Operating Program

Each subfactor is in turn subdivided into three broadly defined degrees each of which encompasses a wide range of program characteristics.

Subfactor A -- Scope of operating program served

This subfactor is concerned with the extent to which the program and actions of the financial manager affect such things as the general economy, defense, international relations, health and welfare, natural resources, government operations, the public health, etc.

Degree A. -- The operating program served is among the largest and most critical of the Government's many programs and is characterized by paragraph 1 and two or more of paragraphs 2 through 5:

1.   The program is nationwide or worldwide in its operations and impact;

2.   The program is critical to the operations of a number of large and important Government agencies or of other programs of comparable size, impact, and national significance;

3.   The program has a critical impact on a wide variety and number of the most important industries which function on a national or close to national basis; or otherwise has a critical impact on the total financial economy of the nation;

4.   The program and its financial management are frequently or continually very much in the public eye and are subject to an unusually high degree of attention by the Congress, the press, and in the arena of public debate and discussion.

5.   The program is multipurpose or multi-function and consists of a large number and wide variety of subordinate "programs" many of which individually are equivalent to degree B of this subfactor.

Degree B. -- The operating program served is substantial in size and impact and is normally characterized by one or more of the following:

1.   The program is nationwide or worldwide in its operations;

2.   The program constitutes a substantial aspect of the program or operations of several departments or independent agencies; or is a significant aspect of Governmentwide operations;





3.   The program has a substantial impact on a number and variety of substantially nationwide industries, or on a few of the largest nationwide industries;

4.   The program and its financial management are from time to time (but significantly less constantly and frequently than is true for Degree A) prominently in the public eye and are subject at such times to more than usual attention by the Congress, the press, and in the arena of public debate and discussion;

5.   The program is multipurpose, multi-function, or consists of a number and variety of subordinate "programs" when several of these purposes, functions, or programs are themselves substantial in scope, e.g., comparable to Degree C of this factor.

Degree C. -- The operating program served is characterized by or does not significantly exceed the following: (See Digest Vol. 5 for situations which do not meet this lower limit.)

1.   The program is substantially local or regional in scope;

2.   The program is in or affects only a single department, bureau, or independent agency program although similar programs may exist in other agencies;

3.   The program has a significant impact primarily on local industries or local segments of industries; or has a limited impact on a national scale;

4.   The program and its financial management are the subject of attention (on a national, regional, or local basis) by the press, the Congress, and the public to the degree which is normal or usual for most governmental activities, with more intense interest occurring only rarely and then often only on a limited geographic scale;

5.   The program may consist of a number of subordinate functions or "programs" but few, if any, are of a scope and magnitude to require their own administrative support or financial management organizations.

Subfactor B -- Type of operating program served

This subfactor reflects the type of organization served, considering the basic mission or purpose for which the organization exists.  When there is a mixed program, a general characterization of the basic mission should be made and the appropriate degree assigned.

While all activities of the Government are important, there are situations where the mission of the organization places exceptional demands on the financial management machinery of the organization. Activities which are particularly "charged" from the standpoint of national security, or activities which must be geared to regular operation on a "crash" basis may involve special problems.  The continually fluctuating or dynamic nature of the program may add to the complexity of the financial manager's position.  Other examples of exceptional demands



resulting from the mission of the organization may be situations in which the programs of the organization are subject to extreme fluctuations, requiring very large-scale seasonal or periodic adjustments of the financial plan, work force, or initiation of new and experimental programs, etc.  Special problems may also be involved in activities which are the subject of intense public interest and concern so that they are in the limelight of public discussion, political implications, or economic controversy.  In general, the application of the following degrees to the organization's mission will in almost all instances result in an accurate appraisal of the position under this subfactor.  When, however, factors such as those enumerated in this paragraph as of significantly greater or lesser impact than is normally the case for missions of the type and scope
involved, this fact should be considered in resolving reasonable doubts as to which of the degrees is most appropriate.

Degree A. -- The operating program or programs are highly complex and varied, involve an extraordinarily large budget, and/or are otherwise of a nature which affords the greatest scope and need for financial management and the greatest opportunity for a financial management program to have a critical impact on the operating program. Examples of such operating programs include:

1.   Large-scale industrial, commercial, or financial operations;

2.   Broad research and development programs which involve on individual research efforts the combined efforts of many contractors, subcontractors, laboratories, universities, or other appropriate organizations, as, for example, a project to develop a weapons systems.

Degree B. -- The operating programs involve substantial need for financial management and afford substantial opportunity for a financial management program to function as a major participant or major tool of overall management.  Examples of such operating programs include:

1.   Programs which involve the expenditure of significant proportions of the program budget for purposes other than employee salaries and administrative support and service, e.g., programs of a public welfare, medical welfare, agricultural, educational, or comparable nature;

2.   Research and development programs of sufficient magnitude and scope as to require their own administrative support and financial management organizations;

3.   Industrial, commercial, or financial operations of lesser scope and magnitude than are characteristic of Degree A of this factor;

4.   Programs with diversified personal service operations of such nature as to create substantially greater problems of scheduling, controlling, costing, etc. (e.g., as in providing substantial and varied services to other agencies, State and local governments, private enterprise, and the general public on a reimbursable basis) than are normally characteristic of programs described in paragraph 1 of Degree C of this subfactor.



Degree C. -- The operating programs involve minimal current need for financial management and currently offer limited opportunity for the financial management program to function as a major participant or a major tool of overall management.  Examples of such operating programs include:

1.   Programs in which the program budget is primarily for employee salaries and administrative support and service;

2.   Programs of any type or scope in which the program management plan or method of operation does not include the use of a financial management program to more than a minimal degree.

Subfactor C -- Management level of the operating program

Financial manager positions vary in organizational setting from the department or agency level to field installation or field activity levels.  Differences in organizational levels carry very important differences in the level of delegated authority for setting policies, establishing procedures, and accomplishing objectives -- both those of the overall agency and those of the financial management program.  Associated with this delegated authority is the related responsibility for coordinating the financial management program and synthesizing data therefrom for management's use.  This subfactor measures the overall effect of the managerial setting on the financial manager's position.

Degree A. -- This is the "primary policy level" and is the level at which are determined -- subject only to the framework of laws and to the regulations and policies issued by the President, the Congress, the Bureau of the Budget, the General Accounting Office, and similar control agencies having Governmentwide jurisdiction the programs, policies, and procedures which are to be the work and method of operation of the organizations.  In most cases, this is the department or agency level of Government.

Degree B. -- This is characterized as the "secondary policy level" at which there is a positive responsibility and a significant freedom for developing and adapting significant operating policies, procedures, programs, standards, operating goals, etc., within the overall framework established by the "primary policy level."

(Note:  This degree is not used for all organizations which are immediately below the "primary policy level." If the organization is not materially and substantially concerned with the development of significant internal operating policies, procedures, or programs, or if little more is involved than the restatement of issuances from the "primary policy level", the program should be evaluated at Degree C rather than at this degree.)

Degree C. -- This is characterized as the "operating level" at which the primary function is conducting operations in conformity with comprehensive policies, procedures, and specifically detailed programs established by a higher organizational echelon.
"Operating-level" programs have authority and opportunity to adapt the policies and procedures established by higher echelons to fit the local conditions and needs.  However,



this authority does not extend to changing the essential substance of the prescribed policies and procedures.  (When authority to adopt policies and procedures to fit local needs and conditions is not present, the question of whether the position of head of the "financial" program is of the type classifiable in this series must be carefully considered.)  (See  Digest Vol. 5 for situations which do not meet this lower limit.)

(Note:  Responsibility for reviewing, coordinating, and synthesizing the results of subordinate level organizations is included in many programs.  This type of responsibility is usually, but not invariably, included in programs at the primary and secondary policy levels and may be found at the operating level in some instances.  Since credit for this responsibility in specific reference to the financial manager's responsibility is provided elsewhere in this standard, the presence or absence of this responsibility should not be used to determine the appropriate degree under this subfactor.)

Procedure for establishing the overall value of Factor I

1.   Evaluate all three subfactors to determine the proper degree for each;

2.   Make sure that successive borderline decisions are as evenly balanced as is feasible between conservative and liberal decisions;

3.   Using the following criteria, assign a single overall level for the total factor.

Level 1 -- At least 2 subfactors are evaluated at Degree A. Level 2 -- At least 2 subfactors are evaluated at Degree B. Level 3 -- At least 2 subfactors are evaluated at Degree C.

FACTOR II -- CHARACTERISTICS OF THE FINANCIAL MANAGEMENT PROGRAM


This factor is concerned with the evaluation of the responsibility and difficulty involved in managing and directing the subordinate staff and subordinate functions (accounting, budgeting, reporting, etc.) which go toward making up the financial management program.  In a sense, this factor is most concerned with the kind and value of the management responsibility with which each financial manager is vested over his own subordinate staff.

This factor is divided into three subfactors:

A.  Volume of Special Staff Management Problems

B.  Nature of the Staff Management Responsibility



C.  Scope of Functional Coverage

Each subfactor is in turn subdivided into three broadly defined degrees.

Subfactor A -- Volume of special staff management problems

This factor provides a means of appraising and giving credit for the existence in some positions of certain types of special problems which seriously complicate the management and direction of some financial management programs.

Degree A. -- This degree is characterized by the presence, in a significant and substantial degree, of at least two elements of special difficulty which are comparable to the following (and which have not been credited under another factor or subfactor.

1.   The operating program and consequently the financial management program is marked by both short- and long-term instability with the consequential need for frequent, extensive, and basic revisions of financial plans, programs, and operations.

2.   The types of operating programs or the conditions of operation are such that the usual approaches to problems will not suffice.  The financial manager must develop new approaches, work in areas where there is no adequate experience data, develop and/or work with broad new concepts, and possess exceptionally imaginative and creative abilities to develop, present, and execute effective financial plans.

3.   The operating programs at the several subordinate echelons or installations are so numerous and so varied from one to another, and the local conditions are so basically divergent, that the financial management programs present an exceptional degree of complexity in synthesizing financial and managerial data and in developing and executing an effective coordinated financial plan.

Degree B. -- This degree is characterized by the presence of one element of special difficulty comparable to those described in Degree A above.

Degree C. -- This degree is characterized by the absence of an element of special difficulty comparable to the types discussed in Degree A above.

Subfactor B -- Nature of the staff management responsibility

This subfactor deals with the scope and nature of the management problem which is inherent in supervising and directing the day-to-day operations of the several functions included in the financial management program.  It measures the complexity of the staff management responsibility in terms of the organizational complexity of the financial management staff and the problems involved in coordinating the programs of subordinate echelons.  The terms "providing technical direction", etc., used in the following degrees, should not be construed to mean the financial manager must personally be technically skilled in all of the subordinate



operations. Rather, it means that he is responsible for the provision of technical guidance, either from his own resources or through the capabilities of various specialists on his staff.

Degree A. -- The financial manager's subordinate organization is extremely large and organizationally complex.  In a decentralized situation, it consists of a large number of subordinate financial organizations at several subordinate organizational levels (e.g., bureau, region, district, field station) with widely varying operations, programs and financial management problems.  When the financial management program is centralized, his staff is comparable in size and complexity, i.e., is very large and is organized into a large number of subordinate segments (e.g., functional divisions) most of which are further subdivided into several organizational layers or echelons, each of significant size.  In either situation there
are very substantial problems in coordinating the activities and output of the many subordinate segments and in providing technical direction, guidance, and control to an extremely large financial management program.

Degree B. -- The financial manager's subordinate organization is large.  When the financial management program is decentralized, it typically consists of a number of financial management organizations located at subordinate installations or stations.  In a centralized program, the staff is comparable in size and normally is organized into a number of subordinate segments which are further subdivided, sometimes into two or more levels.  In either situation, there are significant problems in coordinating the activities and output of the subordinate segments and in providing technical direction, guidance, and control to a large financial management program.

Degree C. -- The financial manager's subordinate organization is divided into several subordinate segments, some of which may be further subdivided.  The financial manager provides both technical and administrative direction, guidance, and control to his staff.  (See Digest Vol. 5 for situations which do not meet this lower limit for the subfactor.)

Subfactor C -- Scope of functional coverage

This subfactor deals with the breadth or scope of the financial management program.  It relates to the extent to which the program goes beyond the three basic functions of accounting, budgeting and managerial/financial reporting to include additional functional areas.

Degree A. -- Characteristic of this degree are financial management programs of exceptional breadth and comprehensiveness which provide a wide variety of management support and control services to management. Programs characteristic of this degree are concerned with long-range planning on a broad base, with the solution of major management problems, and the development of new and improved management techniques, support procedures, and controls to achieve the agency goals.  In addition, programs at this degree are marked by the exceptional breadth of their functional coverage and include, as significant and substantial segments of the total financial management program, several (typically at least three unless there are two of outstanding size, scope, and impact) additional functions such as those listed below (or others of comparable breadth and complexity).



1.   Management Analysis.

2.   Auditing (Internal and/or External).

3.   Statistical Services (for operating programs).

4.   Automatic (Electronic) Data Processing (for operating programs in addition to financial management functions).

5.   Program Analysis, Reporting, and Evaluation (of operating programs).

Degree B. -- Financial management programs at this degree are comprehensive and are concerned with the provision of a substantially greater than minimum range of financial management and general management services.  Thus, programs at this degree are marked by the breadth of their functional coverage and include, in addition to the three basic functions
of accounting, budgeting, and managerial/ financial reporting, at least one additional function
(such as is listed above in Degree A or of comparable breadth and complexity).

Degree C. -- Financial management programs characteristic of this degree are those in which the three "basic" functions of accounting, budgeting, and managerial/financial reporting constitute the major substance of the program.

Procedure for establishing the overall value of Factor II

The same procedure is used for this factor as is described for Factor I.  The subfactors are separately evaluated and an overall level assigned as follows:

Level 1 -- At least two subfactors at Degree A. Level 2 -- At least two subfactors at Degree B. Level 3 -- At least two subfactors at Degree C.

FACTOR III -- CHARACTERISTICS OF THE ADVISORY SERVICE PROVIDED TO MANAGEMENT


This factor is used to measure the scope and responsibility in the financial manager's position for providing integrated and comprehensive financial advice and assistance to management.
Inherent in evaluating this factor is the need to consider the circumstances under which financial advisory service is rendered and the consequent relationship of the advisory service to the
overall managerial decision-making function.

Special Note: Except in rare situations the potential scope and impact of the advisory service rendered is directly related to the nature and scope of both the operating program served and



the financial management program itself.  This means that while it could be possible for a Financial Manager to render a minimum of advisory service although responsible for a broad functional financial management program and/or although serving a great variety and complexity of operating programs reverse situations could seldom, if ever, occur.  In other words, it is not normally possible for a Financial Manager to provide the highest level advisory service to management when he is responsible for a minimum of financial management functional coverage or when the operating programs offer limited opportunity for financial management to function as a tool of overall management.

No subfactors have been provided for this factor; consequently, the overall levels provide the only evaluation required.

Level 1. -- This level exceeds Level 2 in that it represents an unusual degree of participation in the overall general management of the operating program served.  The financial manager is a responsible member of the top management team and is relied on for authoritative advice on all aspects of financial management.  In addition to the type of advisory services described at Level
2, he is a fully participating technical advisor in all or almost all significant management planning and policy and decision-making actions in his organization.

At Level I, the financial manager actively participates in formal and informal management sessions, including policy review and advisory boards or committees whose functions are not limited to financial management.  The advisory services are significantly broader than those normally provided by a financial manager as described at Level 2.  The significantly broader advisory role of a Level 1 financial manager involves direct participation (although in a staff advisory capacity) in all major aspects of the overall general management of the operating program served, including active participation in the making of management decisions that are related to general policy-setting matters and long-range program planning.  (By contrast, the financial manager at Level 2 provides advice relating to those managerial planning,
policy-formulation, and decision-making matters involving important financial considerations.)

Level 2. -- This level includes financial management advisory service relating to management plans, policies, and decisions involving important financial considerations.  The financial manager participates in meetings, conferences, or other sessions concerning the general overall management of the operating programs for the purpose of representing the financial management program and for determining the significance of management decisions on financial plans and other financial matters.

Characteristic of Level 2 is the situation in which the financial manager regularly attends formal and informal management planning and policy and decision-making sessions concerning matters involving important financial considerations, in order to fulfill requests for financial data and advice.  As the technical advisor in his field, the financial manager may be invited to contribute financial data, financial management advice, or recommendations based on his financial management expertise on a wide range of management problems.  He/she may also attend a wide variety of managerial meetings, sessions, conferences, etc., as an observer so that he will be fully aware at all times of operating programs appropriately related to current management needs. Financial management is accepted and used within the organization as a significant aspect and



tool of overall management and the financial advice and data supplied by the financial manager plays a significant role in the handling of major management problems.  The advisory service provided is broad in scope and consistently reflects all major facets of the financial management program of the organization.

Level 3. -- Characteristic of this degree is the situation in which the financial manager prepares and submits to various managerial levels a wide variety of financial reports, statements, and data of both a factual and analytical nature.  While many of these are of a regularly recurring nature, others are prepared and supplied upon the initiative of the financial manager in order to bring actual or anticipated problems to the attention of the appropriate managerial levels.  In addition, the financial manager is required to prepare and submit (in any appropriate method) financial data, advice, and recommendations on specific proposals, problems, plans, policies, etc., which are or will be subject to managerial consideration.  From time-to-time the financial manager may be requested to attend various managerial meetings or sessions either so that he will be available if technical financial advice is needed, or as an observer of particularly significant managerial events. In this situation financial management is accepted and used within the organization as a significant matter for managerial consideration when major decisions or policies are involved.



GRADE CONVERSION TABLE


In using the following table, consider only the overall level values for the factors, i.e., do not, at this stage, consider further the degrees of the subfactors described under Factors I and II.

GS-12 --	All factors are Level 3

GS-13 --	One factor is above Level 3

GS-14 --	Two factors are Level 2

GS-15 --	All factors are Level 2; or one factor is Level 1 and another not lower than Level
2.  (As pointed out in the special note on page 22, Level 1 is rarely, if ever, appropriate for Factor III when either Factor I or Factor II is at the minimum level).

Note:  No financial manager position should be classified to a lower grade on the basis of this standard than would be the proper grade for supervising a subordinate staff of the size and type actually involved.  (An appropriate  General Schedule Supervisory Guide or other pertinent standard may be used to evaluate the position if this exception is applicable.)
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Lead Financial Management Specialists at this level provide the program manager with financial management advice and reports to make program decisions, monitor progress, and assess the accomplishment of programs under their cognizance. The financial management analyst performs various budget functions involving formulation, justification, and execution of funds for assigned programs and is considered the subject matter expert on all financial matters.  The position requires knowledge and skill in the application of related fiscal laws, regulations,
policies,methods, and techniques of financiaI management. The incumbent independently plans and carries out the work in conformance with established policies, procedures, goals and objectives.  The employee resolves conflicts
and potentially controversial issues and involves management as required.
'  .	.	.	. . .

The incumbent assists management with the financial review and assessment of programs.  Work assignments are of such scope and complexity as to have impact across the Product Group Directorate  {PGD}/Independent Program Manager {IPM) and will involve such factors as extraordinary urgency, priority, or constraints  that create a need for critical judgment to satisfy the overall financial requirements.  Assignments usually have little or no precedent, requiring the employee to develop new interpretations and procedures that extend existing financial procedures and may result in precedents for others to follow.  The incumbent  may be required to defense and support their ideas arid proposals with the organization. This level of work requires mastery knowledge  ofthe Planning,
Programmi·n-g Budgeting;-and Exeeution-tP-P-BE-}-process-and the Defense_Acq_uisition_.    ,   , "'"-"'-'-'--":::  =:.:.:_:_--'-=_:_:_: 	1

Performs the full range of budget reviews and analysis functions during formulation, presentation, and execution of assigned budgets. Provides direction and guidance to civilian and military personnel and/or  subordinates. The incumbent serves as a focal point for all financial requirements  and coordination  of all financial actions. The incumbent serves as an expert to the PGD/IPM responsible for accounting, budgeting, manageriaHinancial reporting, and financial management advice. The incumbent provides guidance and direction to project officers regarding all financial matters.

Works directly with  program managers during the Program Objective Memorandum {POM} submissions,budget year estimates, and current year allocations.·

Reviews and provides comments/recommendation on Command policy,instructions,and guidance relating to financial management.

Monitors, reviews, and analyzes execution of approved budgets.  Reviews reports of budget and program activities, and determines amount and timing for issuance of funding documents_to meet pre-established goals. Tracks all
· ·.  · active year funding in regards to allocation, obligation, and exp.enditure of funds for their respective areas.
Recommends transfer of funds between financial accounts. Extracts data from various official and unofficial systems to use in making financial recommendations.

Applies skill in written and oral communications.  Actively participates as a team member to accomplish projects. Interacts with program managers and peers to understand and determine needs and proper courses of action.

As Team Lead,the incumbent is responsible for leading the day-to-day work of subordinates assigned to the team. Serves asthe acting supervisor as directed.  Ensure that the organization's strategic plan, mission, vision and values are communicated to the team and integrated into the team's strategies,goals, objectives, work plans and work
;.r..-;;•i-<' ""''...  ..-.-,;·,..a-.,. -  -r+;,.,.,late and-communieate-to-the-team-the 	blem to be solved
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actionable events, milestones, and/or program issues under review, and deadlines and time frames for completion; Coach the team in the selection and application of appropriate  problem solving methods and techniques, provide advice on work methods, practices and procedures, and assist the team and/or  individual  members in identifying the parameters of a viable solution; Lead the team in: identifying, distributing and balancing workload and tasks among employees in accordance with established work flow, skill level and/or occupational specialization; making
adjustments to accomplish the workload  in accordance with established priorities to ensure timely accomplishment of assigned team tasks; and ensuring that each employee has an integral role in developing the final team product; Train or arrange for the training of team members in methods and techniques of team building and working in teams to accomplish tasks or projects, and provide or arrange for specific administrative or technical training necessary for accomplishment  of individual  and team tasks; Monitqr and report  on the status and progress of work, checking on work in progress and reviewing completed work to see that the supervisor's instructions  on work priorities, methods, deadlines and quality have been met; Serve as coach, facilitator and/or negotiator  in coordinating team initiatives and in consensus building activities among team members; Represent the team in dealings with the supervisor or manager for the purpose of obtaining resources (e.g., computer hardware and
software, use of overtime or compensatory time), and securing needed information or decisions from the supervisor on major work problems and issues that arise; Report to the supervisor periodically on team and individual work accomplishments, problems, progress in mastering tasks and work processes, and individual  and team training
needs; Estimate and report to the team on progress in meeting established milestones and deadlines for completion of assignments, projects and tasks, and ensure that all team members are aware of and participate in planning for achievement_oHeam_goals_ao	am in assessi	its stre 	and weaknesses and provide leadership to the team in exploring alternatives and determining what improvements can be made (e.g., in wo methods, processes and procedures); Approve emergency leave for up to three days; eight hours or less for medical appointments; and/or  other types of leave as delegated by management; Resolve simple,informal complaints of employees and refer others, such as formal grievances and appeals, to the supervisor or an appropriate
management official; Communicate team consensus and recommendations to the supervisor on actions affecting team and individual  awards, rewards and recognition.

Performs other duties as assigned.




1.  Working knowledge of the Planning, Programming, Budgeting, and Execution {PPBE) process.


2. Knowledge of appropriation usage for the Research, Development, Test and Evaluation (RDT&E), Procurement, and Operations and Maintenance appropriations.

3. Working knowledge of fiscal law, financial principles and procedures, processes, and financial systems.
4. Knowledge of the Defense Acquisition Management System (DAMS).


5. Ability to communicate effectively, both orally and in writing, to senior leadership and peers within the
Command.


6. Knowledge of the key interfaces, and dependencies with the Single Manager for Conventional Ammunition
(SMCA) in the Procurement of Ammunition toinclude concept and execution of conventional ammunition procurement and management.

-----------  -- - - -- - - - - ----------- ----------- ----------- --------------------------------
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7. Knowledge of the Foreign Military  sales funding processes and Department of Defense appropriations reimbursement.




Must be able to obtain DAWIA Level Ill certification in the Business, Cost Estimating & Financial Management Career
Field within 24 months.


Must be able to obtain and maintain a Secret clearance.
Must complete OGE Form 450, Confidential Financial Disclosure Report. This position requires 15% travel.
1hvis (). Frv-irdpl  f0ttfflq-eWJelfl+ Ltvf      (a c r+\htpo5d-0Y\   veJ:..fhsL	1\VA·hirVt.l
D-cP-e "e  A;t\rnrrztt·nott\   f\c\- (NDf\pY'JOiSec1"1on 	\ qq11{. U/\\S:   C-eFhHcOthol'\
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NH-111
CCAS Factors/Broadband Level Descriptors
Factor 1: Problem Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Independently  defines, directs, or leads highly challenging projects/programs. Identifies and resolves highly complex problems not susceptible to treatment by accepted methods. Develops, integrates, and implements solutions to diverse, highly complex problems across multiple  areas and disciplines. Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment. Develop plans and techniques to fit new situations to improve overall program and policies. Establishes precedents'in application of problem-solving techniques to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with others to accomplish complex projects/programs. Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork. Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer. Relations
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote  rapport with customers. Flexibility, adaptability, and decisiveness are exercised
·--- appropr:iately.,_Guides_andJntegr.ate_s functionael fforts of individuals or teams in support  of customer interaction.
Seeks innovative approaches to satisfy customers. Establishes customer alliances, anticipates and fulfills  customer needs and translates customer needs to program/projects. Interacts independently  and proactively with customers to identify and define complex/difficult problems and to develop and implement  strategies or techniques for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or  supervision effectively  promotes  commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization; is regularly sought out by others for advice and assistance. Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals and teams with focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise, and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates project  or program  results to all levels, internally and externally. Reviews and approves, or is a major contributor to/lead author of, management reports or contractual documents for external distribution. Provides inputs to policies,Presents briefings to obtain consensus/approval.
Factor 6:Resource Management
Work is timely, efficient, and of acceptable quality. Resources areutilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Plans and allocates resources to accomplish· multiple project/programs. Identifies and optimizes resources to accomplish multiple  project/program goals. Effectively accomplishes multiple project/program goals within established guidelines.
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Lead Financial Management Specialist, NH-0501-111



Additional duties assigned to this position include:


Lead Financial Management Specialists (LFMS) located in the Program Management  Offices (PMO) are required to perform  a wide range of duties in the Planning, Programming, Budgeting, and Execution (PPBE) process. Specifically, they perform the following duties at the Tier I and /or Tier II level in an acquisition Integrated Product Teams (IPT) environment:

1. Programming Phase: LFMS will provide guidance and support during the development  of Program Objective Memorandum (POM) data and POM initiatives. This will include providing advice and support to Project Officers (PO's) on the POM process; review of POM data during development, and providing current and historical financial data during the development  of initiatives. They will act as the single Product Manager (PdM) point of contact for 1'111  financial activities related to the POM process during this phase of budget development, thus ensuring that data is correct and timelines  are met.

2. Budgeting Phase:	LFMS will manage the development of all appropriation exhibits for their PdM. This will include providing specific guidance to PO's as to their preparation, funding controls, and
-------- ---submission-re(;!lJirements.-TheywiiLbe_r:esponsibJeJor_as5ls ting in tb_ _J>reQaration of these documents
--------
by providing advice, data, recommendations  and quality control.  In the absence of the PO's, they may
be required to prepare and submit budget forms based on their knowledge of the program.

3. LFMS will coordinate the requirements for Budget Justification for their PdMs. This will include being knowledgeable of all programs in order to provide advice and assistance such as writing sound impact/justification statements during budget reviews with higher authority. LFMS must ensure that all PO's are fully prepared for briefings by providing current budget and execution information prior to
these events and conducting pre-briefs  with PO's (as necessary) to ensure the process is understood and the PO is current on all budget data and issues.

4. Execution Phase: This is a major portion of the LFMS work.·   Individuals are expected to manage all execution work for the PdM. Specifically, working in concert with each P-dM IPT:

a.   Manage the production  of phasing plans on all new appropriation lines and monitoring the execution of those programs based on the phasing plan. Provide analysis of performance against plan and benchmarks, ensuring all variance reporting systems and taskers reflect a
·  consistent, current plan.
b.   Produce appropriate funding documents from raw data provided  by PO's.
c.	Provide fiscal accountability/funds control by maintaining and analyzing execution records (spreadsheets, files, and documents) on all PdM appropriations  and funding actions, obligations and expenditures in PM/PdM systems. This documentation must be sufficient  to support Tri-Annual and Statement of Budgetary Resources  (SBR) Audit requirements.
d.   Reconcile/analyze reports with official accounting systems, such as the Standard
Accounting, Budgeting and Reporting System (SABRS), and ensuring commitment and obligation documents are reflected in all systems.

--------- -------- -------- -------- ----------------- -------- ----------------
1 	-------- -------- -------- ---------

e.   Conduct follow-up on obligations and expenditures with both internal and external-activities on all funding documents to ensure that PdM obligation and expenditure  goals are met and excess funds are recouped in a timely manner.
f. 	Respond or coordinate response on all execution drills to higher authority.
g.		Ensure PdM/PO are briefed on financial status on a regular basis and are aware of any potential problems.
h.   Trouble shoot to resolve late payment, Unliquidated Obligation  {ULO), and   Negative
Unliquidated Obligation (NULO} issues.
i. 	Act as Financial Approver for the Defense Travel System (DTS) and ensure travel accounts are sufficiently funded.   This includes reconciliation of TAD accounts.
j. 	Trouble shoot budget issues which arise in the PdM by providing Subject Matter  Expert (SME) assistance to both internal and external customers or requesting assistance from higher authority.
k.   Use all available internal and external resources to resolve deficiencies, realign all excess funding and ensure program funding meets funding benchmarks and requirements.
I.	Acts as the single point of contact for all miscellaneous budget taskers for the PdM, ensuring
timely completion and maintenance of records.
m.  Provide budget assistance/advice in accordance with financial management policy/guidance and directives to other PdMs in the absence of their respective FMA's.
n.   Maintain access and skill level in all financial systems and databases for use in meeting above requirements.----------------------------	 	
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The Financial Management Analyst serves as Financial Advisor,Foreign Military Sales (FMS) for the International Programs Directorate (IPD) FMS Branch.  The Financial Advisor represents an action officer  responsible  for the day­ to-day management and execution of the FMS case funding.   The incumbent  is considered a subject matter expert on all financial matters  and provides advice, assistance, analysis and information regarding the accounting and
budget functions and the application of accounting and budgeting principles, policies and procedures.  While there  is no budget for all of FMS case funds, each FMS case serves as a budget for that country's procurement.  This position requires  knowledge and skill in the application of related fiscal laws, regulations, policies, methods, and techniques
of financial management.  The Financial Advisor independently plans and carries out the work in conformance with established policies, procedures, goals and objectives.  Identifies and develops ways to resolve complex problems or cope with issues that affect the accomplishment of principal  program goals and objectives.  The incumbent resolves conflicts and potentially controversial issues.  Work is timely, efficient,and of acceptable  quality and completed work meets project/program objectives.

The Financial Advisor provides assistance in coordinating budget justification requirements during FMS case development with the FMS case manager; this includes knowledge of all programs sufficient to provide  advice and back up during financial reviews.  Prepares and conducts pre-briefs  to FMS case managers.  Provides current financial and execution information to ensure the FMS case manager is prepared and current on all financial data and issues.  The incumbent  provides assistance with budget execution in developing FMS case financial plans on all new appropriation lines and mon_itors tneexecutionOfthose programs based on 	an.

Produces appropriate funding documents; maintains execution  records (sp'readsheets) and files on FMS case funding actions, obligations and expenditures  for all assigned FMS cases. Reconciles financial and monthly progress reports with official  accounting systems to ensure all commitment, obligation, expenditure and liquidation documents are accurately reflected in the systems. Conducts follow-up on obligations  and expenditures on all funding documents
to ensure that obligation and expenditure goals are met.  Provides monthly  financial status reports to FMS case managers.  Maintains access and'skill level in all financial systems and databases for use in meeting the above requirements.

Work assignments are of such scope and complexity as to have impact across and outside  the Product Group Directorate (PGD)/Independent Program Manager (IPM) and will involve such factors  as extraordinary urgency, priority, or constraints that create a need for critical judgment to satisfy the overall financial requirements. Assignments usually have little or no precedent, requiring the employee to develop new interpretations and procedures  that extend existing financial  procedures and may result in precedents for others to follow.  The incumbent may be required to defend and support their ideas and proposals with the organization. This level of work requires  mastery knowledge of the Planning, Programming, Budgeting, and Execution  (PPBE') process and the Defense Acquisition Management System (DAMS).

The individual is responsible for all PPBE and fiscal law aspects as they relate to the Research,Development, Test
and Evaluation (RDT&E), Procurement,and Operation and Maintenance appropriations.  This requires  knowledge of the structure,functions,policies and procedures  ofthe  appropriations in order to manage assigned standard financial systems, executeJunding, and to analyze systems reports for consistency and adherence to policies and procedures.  The individual may be required to work in a joint-service  environment and possess knowledge of the procurement appropriation, specifically Procurement of Ammunition.
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Additional knowledge may be required in the areas of key interfaces  and dependencies  with the Single Manager  for Conventional Ammunition (SMCA) in the procurement of ammunition to include concept and execution  of conventional ammunition procurement and management.  The individual may be required  to possess knowledge of the Foreign Military Sales (FMS) processes and applicable regulations to serve as a financial technical advisor. Further requirements may include the ability to analyze cost and pricing information, knowledge  of various funding document types and funding operation systems, and reimbursement of Department of Defense (DoD)
appropriations as they relate to the execution and management of FMS.


Based on expertise,the Financial Advisor represents the Command on panels or committees that are convened  to recommend Command/Marine Corps wide policies and procedures. This level of performance is recognized by management and peers as having significant impact on assigned programs.  These contacts provide expert  advice regarding assigned programs and resolving difficult problems.  Recommendations are almost always accepted as
. authoritative and technically accurate. Performs other  duties as assigned.




-1-;-Knowledge-of-all-phases-of-tl"le-Elepaftment-of-Elefense Planning,-Progr-amming,-Budgeting-and-Execution-System--1---­ (PPBES) process and FMS processes and applicable regulations  to serve as a financial technical advisor to the
International Programs Directorate, Foreign Military Sales Branch.


2. Ability to analyze cost and pricing information to assist with  developing the financial plan for a Foreign Military
Sales case.


3.  Knowledge of various funding document types and funding operation systems to execute financial services including knowledge ofthe execution  and management  of Foreign Military Sales case funding including the process to reimburse DoD appropriations.

4. Ability to communicate financial information effectively both orally and in writing, including effective use of computers to perform analysis and presentation of financial data.

5. Working knowledge of fiscal law,financial principles and procedures, processes and financial systems.
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Must  be able to obtain  and maintain a Secret clearance.


Must  complete  OGE Form 450, Confidential Financial Disclosure Report.

.1(
Must  be able to obtain  DAWIA LeveWtfcertification in the Business, Cost Estimating & Financial Management Career
Field within 24 months.
Must  be able to achieve Security Cooperation  Workforce training level IV within  24 months. This position requires 15% travel.

TJ),s is a, Fif! (lcl&d   Mttntt rnen+ Leve)JI Cer+,?-fed   posi+ioVl         -H:e Nv.+1oV1o.l                       · AoH11onzatroV1 Act (NOA192ol?-, Sec+toV\ 15orroL lhtS  CRf-hhadioV\   k?wd mus+ be a.chi-ev(d  WttltliVI  d.4 moV1ths.
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NH-111
CCAS Factors/Broadband Level Descriptors
Factor 1: Problem  Solving
Work is timely, efficient, and of acceptable quality. Completed work meets project/program objectives. Flexibility, adaptability, and decisiveness are exercised appropriately. Independently defines, directs, or leads highly challenging projects/programs. Identifies and resolves highly complex problems not susceptible to treatment by accepted methods. Develops, integrates, and implements solutions to diverse, highly complex problems  across multiple areas and disciplines. Anticipates  problems, develops sound solutions  and action plans to ensure program/mission accomplishment. Develop plans and techniques  to fit new situations  to improve  overall program and policies. Establishes precedents in application of problem-solving techniques  to enhance existing processes. Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Works with  others to accomplish complex projects/programs.Applies innovative approaches to resolve unusual/difficult issues significantly  impacting important policies or programs. Promotes and maintains  environment for cooperation and teamwork. Leads and guides others in formulating and executing team plans. Expertise is sought by peers.
Factor 3: Customer Relations
Work is timely,efficient, and of acceptable quality. Personal and organizational interactions enhance customer relations and actively promote  rapport with customers. Flexibility, adaptability,and decisiveness are exercised appropriately. Guides and integrates  functional efforts of individuals  or teams in support  of customer interaction.
- - 1-Seeks-innovative-appwaches-to-satisfy_customers.-Establishes-customel'alliances,-anticipates-and-fulfills-customer----­
needs and translates customer needs to program/projects. Interacts independently and proactively with customers to identify  and define complex/difficult problems and to develop and implement strategies or techniques  for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).
Factor 4: Leadership/Supervision
Work is timely,efficient, and of acceptable quality. Leadership and/or supervision effectively promotes commitment  c
to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Provides guidance to individuals/ teams; resolves conflicts. Considered a functional/technical expert by others in the organization; is regularly sought out by others for advice and assistance. Defines, organizes, ano assigns activities  to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals  and teams with focus on project/program issues. Fosters individual/team development by mentoring. Pursues or creates training development programs for self and others.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications are clear, concise,and at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Communicates project or program  results to all levels, internally and externally.  Reviews and approves, or is a major contributor to/lead author of, management reports or contractual documents for external distribution. Provides input to policies, Presents briefings to obtain consensus/approval.	'
Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Plans and allocates resources to accomplish multiple project/programs. Identifies and optimizes resources to accomplish multiple project/program goals. Effectively accomplishes multiple project/program goals within established guidelines.
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uipment used to accomplish the Marine Corps' warfighting mission.







At this level,the incumbent serves as an expert in the capacity of DFM Branch Head for a financial management team of NH-501-1, II, and/or  Ill financial management analysts. The incumbent performs a full range of administrative and technical duties to include:  implement as appropriate organizational  structure capable of accomplishing support across the Command and implement changes if necessary; identify and justify additional personnel requirements;manage personnel hiring, conduct interviews and select appropriately. trained and experienced personnel;monitor performC)nce and provide guidance, direction, and feedback to employees; identifying training and development deficiencies and implement corrective  action when  necessary; and negotiate and finalize AcqDemo objectives and ratings.  The incumbent must prioritize employee  workloads to accomplish critical tasks and provide  AcqDemo input and/or recommending promotion to senior leadership for employees. The incumbent is responsible for a wide range of financial management duties in the formulation and execution of the respective programs which vary in complexity, visibility, financial and programmatic volume, and advocacy
involvement. The incumbent works closely with financial management analysts in managing the financial aspects of Major Defense Acquisition Programs (MDAP),various programs with  Acquisition Categories'(ACAT) ranging from Acquisition Category (ACAT) lA Major Automated Information System (MAIS),ACAT 1C and 1D designated programs to ACAT IV programs, Foreign Military Sales (FMS), joint programs, multitude of competing programs, and programs with special reporting requirements. The incumbent must interpret and apply fiscal and appropriation laws, policies and directives.







The incumbent performs a full complement of budgetary and financial functions and duties  as they relate to the budget/financial process and phases to include budget programming,budget formulation and budget execution to include  accounting and auditing.

Works independently and in a team environment and contributes to organizational goals through innovative and creative  methodologies and process improvements.

Provides expert and proficient advice in the areas of the Department of Defense (DoD) Planning, Programming, Budgeting and Execution (PPBE) process to include  fiscal/appropriation law, specifically the Research,Development, Testing and Evaluation (RDT&E),Procurement of Ammunition, Navy and Marine Corps (PAN,MC),and Operation
and Maintenance,Marine Corps (O&M, MC) appropriations.


Provides in-depth  guidance to the program office.  This requires a thorough knowledge of the Financial Management Regulation (FMR), Federal Acquisition Regulation (FAR), and the-Department of Defense FAR (DFAR) Supplement. Participates  in Milestone Team Assessments and Program Management Reviews (PMR).

Develops and applies analytical findings to upper management  both internal and external to the Marine Corps
Systems Command.


Conducts intensive analysis and evaluations on various financial aspects of their respective programs.
 (
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Advises
 
and
 
assists
 
program 
 
office
 
personnel
 
with
 
mastery
 
of
 
concepts,
 
principles,
 
practices,
 
laws
 
and
 
regulations 
within
 
Congress
,
Office
 
of
 
Management
 
and
 
Budget,
 
Department
 
of
 
Defense,
 
and
 
Military
 
Departments
 
as
 
they 
relate
 
to
 
budgeting,
 
accounting,
 
and
 
financial
 
management.
Assists
 
program
 
office
 
personnel
 
with
 
input
 
to
 
the
 
Defense
 
Acquisition 
 
Management
 
Information
 
Retrieval
 
(DAMIR) 
 
r
.
 
tool
 
for
 
all
 
MDAP
 
and
 
MAIS
 
programs,
 
as
 
required.
Assists
 
program
 
office
 
personnel
 
with
 
effective
 
and
 
eff.icient
 
advice
 
in
 
the
 
area
 
of
 
ammunition
 
planning
 
and 
execution.
SUPERVISORY 
DUTIES:
As
 
Supervisor
,
the
 
incumbent
 
plans
 
work
 
to
 
beaccomplished
 
by
 
subordinates,
 
sets
 
and
 
adjusts
 
priorities,
 
evaluates 
work
 
performance
 
of
 
subordinates,
 
gives
 
advice
 
or
 
instruction
 
to
 
employees,
 
identifies 
 
developmental
 
and
 
training 
needs
 
for
 
employees,
 
identifies 
 
ways
 
to
 
improve 
 
production
 
or
 
increase
 
the
 
quality
 
of
 
work 
 
directed,
 
and
 
establishes 
deadlines 
 
and
 
priorities
 
for
 
major
 
projects.
 
Makes
 
decisions
 
affecting
 
personnel 
 
without
 
regard
 
to
 
politiCal 
preference,
 
race,
 
color,
 
religion,
 
national
 
origin,
 
sex
,
 
marital
 
status,
 
age
 
or
 
handicap,
 
and
 
with 
 
proper
 
regard
 
to 
employees'
 
privacy.
 
Resolves
 
conflicts
 
in
 
a
 
positive
 
and
 
constructive 
 
manner,
 
attending
 
to
 
the
 
morale
 
and 
organizational
 
climate
 
issues
,
 
handling
 
administrative,
 
management,
 
and
 
EEO
 
issues,
 
and
 
taking
 
disciplinary
 
actions 
when
 
other 
 
means
 
have
 
not
 
been
 
successful.
 
Plans
 
arid
 
prepares
 
schedules
 
of
 
completion
 
of
 
work.
 
Assigns
 
work
 
to
-
s
u
b
o
rdi
n
ates-b
a
sed
o
n-
p
ri
o
rit
i
es,-s
e
lective
 
c
o
ns
i
d
e
rati
o
n
 
of-the
 
d
iff
i
c
u
lty-
a
 
n
d-re
q
u
ir
e
m
e
nts-of-
a
s
s
i
g
n
m
e
nts,-a
 
nrl
t
 
hc>
capabilities 
 
of
 
the
 
employees.
 
Hears
 
and
 
resolves
 
complaints
 
from
 
employees
 
and
 
refers
 
grievances
 
to
 
higher supervision;
 
effects
 
disciplinary
 
measures
 
as
 
necessary.
 
Evaluates
 
work
 
performance
 
of
 
subordinates
 
basd
 
on 
established 
 
performance
 
measures
;
gives
 
advice,
 
counsel,
 
and
 
instruction
 
to
 
employees
 
on
 
their
 
work
 
performance 
and
 
administrative
 
matters,
 
presents
 
ways
 
to
 
improve
 
the
 
quality
 
and/or
 
quantity
 
oftheir
 
work.
 
Interviews 
candidates
 
for
 
positions
 
in
 
the
 
division,
 
recommends
 
appointments,
 
executes
 
hiring
 
authority
 
for
 
qualified
 
new 
candidates
 
against
 
division
 
vacancy
 
announcements.
 
Develops
 
job
 
descriptions 
 
and
 
standard 
 
operating
 
procedures. 
Identifies
 
training,
 
conducts
 
on-the-job
 
training
 
as
 
required
,
 
develops
 
strategies
 
as
 
required
 
within
 
the
 
division. 
Makes
 
written
 
and
 
oral
 
presentations 
 
to
 
report 
 
status
 
and
 
make
 
recommendations.
 
Develops
 
and
 
recommends 
changes
 
in
 
functions 
 
and
 
organization 
 
ofthe
 
division,
 
participates 
 
in
 
various
 
management
 
surveys
,
 
and
 
assures
 
full 
application
 
of
 
management  
improvement
 
programs,
 
such as
 
position
 
management
 
effectiveness.
 
Furthers
 
the
 
EEO and
 
Affirmative
 
Action
 
among
 
subordinates
 
in
 
accordance
 
with
 
the
 
local
 
Affirmative
 
Action  Plan.
Performs
 
other
 
duties
 
as
 
assigned.
1.
 
Wide
 
range
 
of
 
experience
 
working
 
in
 
either
 
government
 
or
 
industry
 
financial/acquisition
 
positions
 
or
 
related 
positions 
 
on
 
programs
 
covered
 
by
 
the
 
Department
 
of
 
Defense
 
(DoD)
 
acquisition
 
system.
2.
 
Detailed
 
knowledge 
 
of
 
the
 
DoD
 
Planning,
 
Programming,
 
Budgeting
 
and
 
Execution
 
(PPBE)
 
system
 
to
 
include
 
the 
Program
 
Objective
 
Memorandum
 
(POM)
 
process.
 
Knowledge
 
of
 
principles
,
 
laws,
 
regulations
 
and
 
concepts 
pertaining
 
to
 
the
 
process
 
by
 
which
 
the
 
USMC
,
through
 
the
 
Department
 
of
 
the
 
Navy
,
 
develops
,
presents
,
and
 
justifies 
its
 
budget 
 
to
 
OSD/OMB/Congress.
3.
 
Experience
 
in
 
leading
 
integrated
 
product
 
and
 
process
 
management
 
teams
 
to
 
support
 
financial
 
and
 
program 
related 
 
activities.
)
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4. Ability to communicate  effectively, both orally and in writing,to senior leadership within USMC and to other higher level DoD management.

5. Ability to work in a Joint Department of Defense (DoD) environment.


6. Supervisory experience and the ability to supervise a team of five or more Financial Management Analysts.


7. Knowledge of the key interfaces, and dependencies  with the Single Manager for Conventional Ammunition (SMCA) in the Procurement  of Ammunition to include concept and execution of conventional ammunition procurement and management.

8. Knowledge of the Foreign Military Sales funding processes and DoD appropriations reimbursement.




Must be able to obtain DAWIA LevellII certification ir:1 the Business-Financial Management Career Field within 24 months.

Must be able to obtain and maintain a Secret clearance.
Must complete OGE Form 450,Confidential Financial Disclosure Report. This· position requires 15% travel.
 (
u
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NH-IV
CCAS Factors/Broadband  Level Descriptors
Factor 1:  Problem Solving
Work is timely, efficient,and of acceptable quality. Completed  work meets project/program objectives. Flexibility, adaptability,and decisiveness are exercised appropriately. Defines, establishes, and directs organizational focus (on challenging and highly complex project/programs). Identifies  and resolves highly complex problems  that cross organizational boundaries and promulgates solutions. Resolution of problems requires  mastery of the field to develop new hypotheses or fundamental new concepts. Assesses and provides strategic direction for resolution of mission critical problems, policies, and procedures. Works at senior level to define, integrate,and implement strategic direction for vital programs with  long-term impact on large numbers of people. Initiates  actions to resolve major organizational issues. Promulgates innovative  solutions  and methodologies. Works with senior management
to establish new fundamental concepts and criteria and stimulate the development of new policies, methodologies, and techniques. Converts strategic goals into programs or policies.
Factor 2: Teamwork/Cooperation
Work is timely, efficient, and of acceptable quality. Personal and organizational  interactions exhibit and foster cooperation and teamwork. Flexibility, adaptability, and decisiveness are exercised appropriately. Leads/guides/mentors workforce in dealing with complex problems. Solves broad organizational issues. Implements strategic plans within and across organizational components. Ensures a cooperative teamwork environment. Leads/guides workforce in achieving organizational goals. Participates on high-level  teams. Is sought out for consultation.
Factor-3:-(;ustomer-Relations----------- -----  ----------------------  ----'-----------------l-----f
Work is timely, efficient, and of acceptable quality. Personal and organizational  interactions enhance customer relations and actively promote  rapport with customers. Flexibility, adaptability,and decisiveness are exercised appropriately. Leads and manages the organizational interactions with customers from a strategic standpoint. Works to assess and promulgate  political, fiscal, and other factors  affecting customer  and program/project needs. Works with customer  at management  levels to resolve problems affecting program/projects (e.g., problems  that involve determining priorities  and resolving conflicts among customers? requirements). Works at senior level to stimulate  customer  alliances for program/project support. Stimulates, organizes, and leads overall customer interactions.
Factor 4: Leadership/Supervision
Work is timely, efficient, and of acceptable quality. Leadership and/or  supervision  effectively promotes commitment to mission accomplishment. Flexibility, adaptability, and decisiveness are exercised appropriately. Establishes
and/or  leads teams to carry out complex projects or programs. Resolves conflicts. Creates climate where empowerment and creativity thrive. Recognized as a technical/functional authority on specific issues. Leads, defines, manages, and integrates efforts of several groups or teams. Ensures organizational  mission and program success. Fosters the development of other team members by providing guidance or sharing expertise. Directs assignments to encourage employee  development and cross-functional growth to meet organizational needs. Pursues personal professional development.
Factor 5: Communication
Work is timely, efficient, and of acceptable quality. Communications  are clear, concise,and  at appropriate level. Flexibility, adaptability, and decisiveness are exercised appropriately. Determines and communicates organizational positions on major  projects or policies to senior level. Prepares, reviews, and approves major reports  or policies of organization for internal and external distribution. Resolves diverse viewpoints/controversial issues. Presents
organizational  briefings  to convey strategic vision or organizational  policies.
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Factor 6: Resource Management
Work is timely, efficient, and of acceptable quality. Resources are utilized effectively to accomplish mission. Flexibility, adaptability, and decisiveness are exercised appropriately. Develops, acquires, and allocates resources to accomplish multiple project/program goals. Formulates organizational strategies,tactics, and budget/action plan to acquire and allocate resources. Optimizes, controls, and manages all across projects/programs. Develops and integrates innovative approaches to attain goals and minimize expenditures.
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Must be able to obtain and maintain a secret clearance.
Must be able to obtain DAWIA Level ill certification in the Business, Cost Estimating & Financial Management Career
Field within 24 months. 	

















APPENDIX D: International Affairs Personnel Training and Education Program Guide Fall 2016





1.Collection of data



2. Sythesize data



3. Comparative Analysis


4. Draft "Data Set"


5. Meet with SMEs


6. Sensemaking


7. "Data Set" review & comment


8. Meet with SMEs & Compile Comments


9. Send out revision  for concurrence


10. Begin USMC Staffing Process

































International Programs Subject Matter Experts Review


Command Support Group Review


USMC Public Affairs Review


General Officer approval and endorsement






DISTRIBUTION STATEMENT A.   Approved for public release: distribution unlimited.
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1. PRD# 2. Position Title

RM5315D Lead Financial Management Specialist

3. Career Path 4. Series 5. Broadband Level 6. Target BB Level/PRD#
NH 0501 i N/A

7. Organizational Title

Financial Management Specialist (Lead)

8. Position Status
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RM5330 Financial Management Analyst

3. Career Path 4, Series 5. Broadband Level 6. Target BB Level/PRD#
NH ] N/A

Financial Management Analyst (IPD)

8. Position Status

9. Fair Labor Standards Act

10. Supervisory/Bus Code

Competitive
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12, Positive Education Required
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15. Activity

17. BIC # M371010****

- USMC, Marine Cbrps Systems Cmd
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18. Organization

1* Level Supervisor
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| The incumbent supervises personnel in dealing with and resolving financial and accounting issues. The incumbent
defines, establishes, and directs resolution of complex financial and accounting issues and assists program office
personnel in dealing with and resolving complex financial problems.
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Sensemaking
&
Development of the United States
Marine Corps International Affairs
Personnel training, and education
program
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“That a tour of dutyin whateverline he can be most useful to his country, is
due from every individual" ~Thomas Jefferson to James Madison, 1793
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Agenda

« How we got here?
Framing the Issue
Drinking the Kool-Aid
* Sensemaking

Desired End State

* Next steps...
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Framing the Issue

* USMC International Programs is unique
compared to other DoD Organizations

+ International Programs (Security Cooperation)
relevance continues to grow as part of National
Security Strategy

+ There is no formalized education and training
program for the USMC International Affairs
Personnel
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Drinking the Kool-Aid
Sensemaking





image18.png
Sensemaking

: “when people understand the
vision and are not just following a plan; it comes
from face-to-face personal contact, not from
distant personal contact; it comes from

delegation, not control” — s.. parry 2015,4 veay storT,
FAIRLY INTERESTING AND REASONABLY CHEAP BOOK ABOUT STUDVING.
LEADERSHIP
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Sensemaking

* Fairly new leadership construct

* Identified by leadership theorist Karl E. Weick
in 1995

* Gaining popularity and relevance since
inception
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Sensemaking

* Needed to get buy-in by a leery workforce

* Getting buy-in with through human
interaction, face-to face

* Using human interactions such as science,
philosophical arts, performing arts, & humor
to get people to understand and support the
vision and eventual end state
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Sensemaking

* Seems simple but must be tailored and
strategized
* Considerations
— Workforce demographics
— Organizational Culture
— Getting followers to buy-in and advocate program
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Desired End State

* Development of the United States Marine Corps International
Affairs Personnel training, and education program Guide
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Next Steps

Collection of metrics and data
Analysis by Subject Matter Experts
Development of Guide

Staffing for signature

Roll-out and implementation




