Acquisition Workforce Demo Project 

Position Requirements Document

I. Organization information:  

II. Position information:  NH-343-III (Management Analyst or  Program Analyst or Management & Program Analyst

III. Duties: 

Analysts at this level serve as expert advisors to management. Analyze and evaluate major administrative technical and/or programmatic aspects of substantive mission-oriented programs.  Applies mastery knowledge of a wide range of analytical methods to assess and evaluate the status, effectiveness, and efficiency of programs. Applies an extensive knowledge of administrative; acquisition; and logistics laws, policies, regulations, and precedents applicable to one or more important programs. Applies knowledge of Department of Army program goals and objectives to evaluate programs for the command/directorate/program management office.  Leads, plans, and conducts 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, policies, and regulations. Assignments require analysis of interrelated issues of effectiveness, efficiency, and productivity affecting major administrative functional and/or acquisition programs. Identifies and develops ways to resolve problems or cope with issues that affect the accomplishment of principal program goals and objectives.

Please select one or more of the additional duties stated below to better define the work of the position.

________ Serves as an expert analyst, project leader, and/or advisor for the command/directorate/program management office regarding assigned projects and programs.  Establishes schedules for planning, coordination, and accomplishment of work to facilitate the acquisition and/or work process. Initiates action to insure that cost and schedule procedures and policies are current and implemented.

_______ Serves as an expert planner, project leader, analyst, and/or advisor to the Commander/director/program manager regarding program cost analysis, annual/multi-year and long-range fiscal/program planning, and/or commercial issues of key command/agency programs.  Recommends reprogramming of funds, as necessary, to accommodate newly assigned functions or program restructuring, anticipating future problems, or issues that may develop. 

_______ Leads information management studies and advises organizations with functions that are complex and extensively interrelated.  Develops new administrative methods and approaches and evaluation criteria that serve as a precedent for others.

_______ Develops detailed plans and directs or conducts comprehensive management studies dealing with work measurement, methods and procedures, engineered/non-engineered time standards, and/or benchmarking, to identify problems and propose solutions to improve production efficiency. Boundaries of the studies are extremely broad and difficult to determine in advance.

_______ Designs and conducts complicated management surveys, reviews, and research projects and provides advisory services on issues of such intensity and breath that they often require input and assistance from other analysts and subject-matter specialists throughout the agency. The purpose of the work is to measure and evaluate program accomplishments, effectiveness, and/or compliance with agency rules and regulations.

_______ Designs and conducts comprehensive studies where the boundaries are extremely broad and difficult to determine in advance. The studies are to improve efficiency by identifying, proposing, and devising new organizational structures, realignment of functions, and/or staffing levels.

________Serves as a consultant/advisor to management, regarding organizational design, position management, classification, and civilian manpower matters with independent responsibility for resolving controversial and complex issues.  Most cases require extensive analysis in which the nature and scope of the issues are complex, requiring careful study in search of solutions to problems in consideration of the total personnel management needs of complex organizations.  Provides authoritative solutions to complex personnel issues and problems.  Develops alternative courses of action to accommodate management needs and considerations.  Oversees and conducts position management studies and design for complex or new organizations with diverse professional, technical, and administrative positions. 

_________Represents the command/directorate/program management office at meetings and briefings regarding assigned programs and projects.  Also prepares material and conducts meetings and briefings.

_________Develops a variety of correspondences (e.g., command orders/directives, standard operating procedures, reports, briefings, staff/talking papers, etc).

________Serves as a senior analyst performing a wide variety of budget functions involving the formulation, justification, and/or execution of budgets that support overall operations or major substantive programs or projects at the command/directorate/program management levels.  Provides financial advisory services for a major segment of the command budget for one or more funds. 

________Serves as an expert advisor to the program manager or the Commander regarding the status, efficiency, or effectiveness of acquisition programs. Provides independent program assessments that serve as the basis for major milestone decisions by the Milestone Decision Authority.

________ Provides facilitation and consultation support to all types of organizational teams.

 Please select the paragraph below if the incumbent serves as a supervisor.

___Performs the full range of administrative and technical supervisory duties. Responsible for understanding and actively supporting the Command’s Affirmative Action/EEO Program, ensuring EEO principles are reflected in all aspects of personnel management.  Assigns work and establishes priorities; evaluates performance of subordinates; gives advice, counsel, and/or instruction to subordinates on both work and administrative matters; interviews and recommends selection of candidates for positions, promotions, and reassignments; and hears and resolves complaints from subordinates. Exercises full authority as a member of the pay pool management in assessing contribution and preparing statement of duties and experience for Demonstration employees.

Please select the following if the incumbent serves as a team leader on a regular basis leading three or more employees.

___Serves as a team leader providing guidance and direction to team members.

IV.  Factors:

Factor: 
1. - Problem Solving
Level III.  

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.  Develops 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
Level III.  

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

Level III.  

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
Level III.  

Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promote 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

Level III.  

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
Level III.  

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.

V.
Staffing KSA's

Skill in interpersonal relations

Ability to plan and organize work

Ability to gather, analyze, and present facts

Ability to use office automation tools and techniques to support office operations

Ability to work cooperatively as a member of a team

Knowledge of program planning and budgeting cycles

Ability to identify problems and develop innovative solutions

Ability to provide guidance to customers

Ability to interpret and apply rules, regulations, and procedures

Knowledge of the organizational and functional responsibilities and operations of the employing organization

