MISCELLANEOUS ADMINISTRATION AND PROGRAM
NH-301-III (GS-13)
AUTHORIZED TITLES: 

TOTAL QUALITY LEADERSHIP SPECIALIST

ENVIRONMENTAL EXPLOSIVE SAFETY SPECIALIST

TRAINING PROGRAM ADMINISTRATOR

CHANGE COORDINATOR

OFFICER IN CHARGE (OIC)

MILITARY MANPOWER SPECIALIST

CAREER COUNSELOR

OPERATIONS MANAGER

INTERNATIONAL PROGRAMS SPECIALIST

COMMUNICATIONS SPECIALIST

Serves as a senior expert/technical authority and advisor to the Program Manager/Director regarding the management of assigned long and short-term programs.

Develops and promulgates Marine Corps/Command policy and procedures. Creates new and innovative approaches and policies for complex programs. Applies mastery knowledge of a wide range of analytical methods to assess and evaluate the effectiveness and efficiency of programs. Applies an extensive knowledge of administrative laws, policies, regulations, and precedents applicable to one or more important programs. Applies knowledge of Department of Navy/Marine Corps program goals and objectives to evaluate programs for the Command/Directorate/Program Management Office. Leads, plans, and organizes 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. Assignments require analysis of interrelated issues of effectiveness, efficiency, and productivity affecting major administrative programs of the Marine Corps. Identifies and develops ways to resolve problems or cope with issues that affect the accomplishment of principal program goals and objectives.

The work requires an expert knowledge of two or more occupations where no one occupation is predominant (e.g., personnel, training, acquisition, manpower, program and financial management, and environmental compliance and explosive safety). 

Represents the Command/Directorate/Program Management Office at meetings and briefings regarding assigned programs and projects. Develops briefing materials and conducts meetings and briefings. Serves as an active team leader or member to accomplish projects. Independently works to assess Marine Corps needs and develops innovative approaches to meet mission requirements while complying with applicable regulations and policies. Develops and/or reviews a variety of correspondence for the Branch Head, Director/Program Manager.

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; 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.
