ADMINISTRATIVE OFFICER
NH-341-II (GS-11)
Administrative Officers at this level work 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 organizational 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. 

The incumbent is responsible for performing a variety of administrative, analytical, evaluative, technical, and advisory services for the Program Management Office/Directorate regarding functions of management, security, training, budget, and civilian and military personnel matters.

The incumbent applies knowledge and skill in applying analytical and evaluative methods to assigned programs. Applies knowledge of pertinent laws, regulations, policies, and precedents that affect a variety of administrative programs. Applies skill in written and oral communication sufficient to develop and present finding and recommend and/or carry out specific actions regarding difficult issues. The incumbent applies a variety of general administrative and procedural guidelines and standard reference materials.

Gathers information, identifies and analyzes issues and develops recommendation concerning a variety of administrative programs. Plans and carries out projects to improve the efficiency and productivity of the Directorate/Program Management Office. Actively participates as a team member when necessary to accomplish projects. Interacts with customers to understand and determine customer needs.

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/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; interview and recommends selections of candidates for positions, promotions and reassignments, 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.
