MISCELLANEOUS ADMINISTRATION AND PROGRAM
NH-301-II (GS-11)

AUTHORIZED TITLES: 

TRAINING PROGRAM ADMINISTRATOR

PROJECT ADMINISTRATOR

CHANGE COORDINATOR

INTERNATIONAL PROGRAMS SPECIALIST

COMMUNICATIONS SPECIALIST

Works under the general direction of the supervisor. The supervisor sets the overall objectives and in consultation with the employee, determines timeframes and resources. The incumbent independently plans and carries out projects and analyses of the organization’s requirements; interprets established policies and procedures; and regulations in conformance with the established mission objectives and goals. The employee resolves most conflicts and informs the supervisor of potentially controversial issues.
Serves as a program/project administrator and/or focal point for assigned programs/projects. Assists in the development of program policies and procedures. Applies knowledge of analytical techniques and methods to evaluate the effectiveness and efficiency of programs. Applies knowledge of Marine Corps/command goals and objectives to assigned programs. Adapts existing plans and techniques to accomplish projects/programs. Works with others to accomplish projects. Recommends improvements to senior program administrators. Identifies problems in accomplishing projects to the senior program administrator.
The work requires knowledge of two or more occupations (e.g., training, acquisition, and program management) where no one occupation is predominant. Conducts meetings and briefings for informational purposes. Actively participates as a team member. Interacts with customers to understand and determine customer needs. Develops or contributes to the development of a variety of correspondence
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 selections 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 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.

