Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:  Provide support to Program Executive Officers (PEOS), their assigned Programs, and other AAE elements in the areas of Personnel Management, Resource Management and Information Processing

II. Position information:  MANAGEMENT ASSISTANT, NK-0344-III.  

III. Duties:

Serves as Administrator for civilian Personnel Programs which include EEO, Manpower Management, SES, Merit Pay, GPAS, Upward Mobility, civilian Payroll and Training.  Provides interface between the Agency employees, managers and representatives of other organizations.  Responsible for the administration of the Incentive Award Program in addition to serving as a Training Coordinator.  Provides administrative assistance in support of the Program Executive officers (PEOs).  As the Upward Mobility Coordinator, conducts analyses of current and proposed staffing needs to determine high turnover area or other types of reassignment patterns which lend themselves to job restructuring.  Formulates appropriate plans and programs for the development of civilian and military personnel.

Administers the Senior Executive Service Program and the Merit Pay Program for the organization.  Develops and administers Incentive Awards Program to ensure its compliance with DA guidelines.  Develops and maintains internal policies and procedures that will endure the affective administration of the program.

Responsible for modifying and validating the TDA and related documents.  Provides guidance and expertise on TDA matters to organizations.  

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.

Plans and conducts complex administrative activities.  Develops rules, procedures, or operations for complex/difficult organizational tasks.  Identifies issues and determines approaches and methods to accomplish tasks.  Initiates effective actions and resolves related conflicts.  Identifies issues requiring new procedures and develops appropriate guidelines.

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 on complex issues/problems that may cross functional areas.  Applies expertise in resolving complex administrative issues. Promotes and maintains environment for cooperation/teamwork. Sets tone for internal/external cooperation.  Leads and guides others in formulating and executing plans in support of team goals.

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.

Identifies, defines, and guides administrative efforts in support of customer interactions; coordinates and focuses activities to support multiple customers.  Establishes customer alliances and translates needs to customer service.  Works independently with customers at all levels to define services and resolve non-routine problems.  

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.  Expertise solicited by others.  Guides and accounts for results or activities of individuals, teams, or projects.  Promotes individual/team development; leads development of training 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.

Develops and advises on administrative procedures and communicates them to all levels, both internally and externally.  Prepares, reviews, and/or approves documents, reports, or briefings.  Explains and/or communicates administrative/functional procedures at all levels.

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, acquires, and allocates resources to accomplish objectives.  Coordinates resources across projects.  Optimizes resource utilization across projects.

V.    Staffing KSA's

Skill in interpersonal relations

Ability to plan and organize work

Ability to gather, analyze, and present facts

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

Ability to communicate orally and in writing

Ability to advise others

