ADMINISTRATIVE OFFICER

NH-341-III (GS-13)

Administrative Officer serves as an expert advisor to management and responsible for providing a variety of essential management services to facilitate the direction and operation of the Directorate.  Analyze and evaluate major administrative technical and/or programmatic aspects of substantive mission-oriented programs. 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. Applies mastery knowledge of a wide range of analytical methods to access and evaluate the status, effectiveness and efficiency of programs.  In addition, applies extensive knowledge and understanding of management principles, practices, methods and techniques, and skill in integrating management services with the general management of a Directorate.

Leads, plans, and conducts 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, policies, and regulations.  Identifies and develops ways to resolve problems or cope with issues that affect the accomplishment of principal program goals and objectives of the Directorate/Program Management Office.

Provides, secures and/or negotiates for the resources and services required to manage and execute the functional responsibilities of the Directorate.  Counsels management personnel regarding developing, maintaining and improving management methods and procedures, and seeing to the effective utilization of personnel and resources.  Develops plans and identifies the financial, personnel and resource requirements and problem areas as required.  Receives for resolution, all action documents pertaining to area of responsibility.  

Acts as office spokesperson concerning administrative functions with responsibility to provide information, make decisions and take actions on administrative matters in conformity with established policies and procedures.  Independently has the responsibility for the continued operation of administrative functions and takes appropriate actions to improve or simplify operations, reduce operating costs, and institute changes to obtain greater coordination or more efficient operations.  Personally participates in studies involving personnel management and administration with responsibility for the execution of administrative and personnel management responsibilities related to the accomplishment of the mission assigned.  

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; interviews 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.  

