Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:

II.  Position information:  Telecommunications Specialist, NH-391-III 

III.  Duties:

Telecommunications specialists at this level are experts in a major area of telecommunications specialization or demonstrate mastery knowledge of general telecommunications policy, technology, and programs that pertain to telecommunication systems and associated electronic equipment and their interrelationship to communications-electronics architecture.  Employees at this level serve as expert consultants in telecommunications policy for a broad area of communication requirements, in an area of specialization, or as project coordinators/leaders in carrying out complex projects.  The supervisor provides administrative direction with assignments in terms of broadly defined objectives. Work is reviewed for conformance with established objectives and goals.

The incumbent independently applies comprehensive knowledge of communications policy requirements to functions, as a technical authority in assignments requiring the application of new theories, concepts, and developments to communications problems not susceptible to treatment by accepted methods, technology, or procedures.  Employees at this level use their own knowledge of other telecommunications specialties to make decisions or recommendations to significantly change, interpret, or develop policies or programs.

Employees perform assignments involving various projects requiring the many different and unrelated processes; differing regulatory criteria and procedures; and significant departure form established practices or conflicting requirements.  Employees reach decisions and plan actions to develop and implement new methods and techniques that satisfy policy and operational requirements.  The number and nature of existing security controls, regulatory guidance, overlapping requirements, complicated decisions, or organizational environmental or similar considerations that have an impact on the ability to apply established standards. Technical difficulty is exceptional, such as developing new communications techniques, establishing criteria, or developing new information and approaches to solving problems.

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 statements of duties and experiences 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 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
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 

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  [Select the desire KSAs]
Ability to give oral presentations

Ability to communicate in writing

Ability to apply a knowledge of systems analysis and design methodologies

Knowledge of information processing standards and procedures

Ability to formulate programming specifications

Ability to apply knowledge of current automation technology and practices

Ability to evaluate computer systems design, prototypes, and computer applications from an operational test and evaluation perspective

Knowledge of configuration management regulations, principles, and techniques

Knowledge of computer security

Knowledge of and ability to apply software reuse techniques

Ability to apply test and evaluation tools and techniques to enhance the development and operation of computer software and computer systems

Knowledge of computer systems acquisition regulations, practices, and procedures

Ability to communicate orally

Ability to negotiate

Ability to communicate in writing

Skill in technical writing

Ability to prepare and/or edit written correspondence, ensuring proper use of English grammar, spelling, and punctuation

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 access or locate information through the use of a personal computer or terminal

Skill in using a keyboard; a qualified typist not required

Skill in taking and transcribing dictation with proficiency at 80 words per minute or higher

Knowledge of general office administrative and clerical procedures

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

Knowledge of work classifications and the regulatory and statutory restrictions on the expenditures of appropriated and non-appropriated funds

Ability to execute projects and/or studies within established financial and time constraints

Ability to develop and utilize appropriate data collection techniques

Knowledge of Total Quality initiatives and concepts and their application to the responsibilities inherent in the position

Ability to communicate orally and in writing

Ability to establish and maintain relationships with key individuals/ groups outside immediate work unit

Ability to advise others
