MISCELLANEOUS ADMINISTRATION AND PROGRAM

NH-301-IV (GS-15)
AUTHORIZED TITLES: 

CHIEF OF STAFF

DIRECTOR, COMMAND SUPPORT

BUSINESS OPERATIONS MANAGER

DIRECTOR, ACQUISITION WORKFORCE 

MANAGEMENT

BUSINESS MANAGER

COMMAND SAFETY OFFICER

CHANGE CONSULTANT

Serves as a senior manager and recognized authority/advisor to the Commander/Executive Director/director/program manager. Develops, plans, promulgates, and interprets Department of Defense/Department of Navy/Marine Corps/command program policy and guidance. Provides general and specific management oversight of subordinates in the directorate/program management office regarding assigned programs, to ensure effective program implementation and consistency with existing policies on a long-term basis. Establishes program goals and objectives; develops resource estimates; and determines resource allocations for the directorate/program management office. Ensures program objectives, planning, and execution including consideration and coordination with similar Department of Navy/Marine Corps programs. Determines if existing programs effectively accomplish intended goals or if modifications are required to meet command/Marine Corps/Department of Navy/Department of Defense goals and procedures.

Analyzes, coordinates, and recommends proposals and revisions to Department of Defense/Department of Navy/Marine Corps/command initiatives and policies for assigned programs. Ensures that proposed and implemented policies and procedures are in accordance with Department of Defense/Department of Navy/Marine Corps/command objectives. Serves on a variety of high level boards and committees including representation and/or liaison with Department of Defense/Department of Navy/Marine Corps. Conducts presentations and briefings at the Department of Defense/Department of Navy/Marine Corps/command levels. Leads, guides, and mentors subordinates and managers in achieving organizational goals and objectives. Works to assess and understand customer needs in the command/Marine Corps. Develops, reviews, and approves a variety of correspondence. The work requires an expert knowledge of two or more occupations where no one occupation is predominant (e.g., training, acquisition, personnel, and program management) 

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.
