Program Specialist

GS-301-14

I. INTRODUCTION

The incumbent performs management, administrative and/or program support work, such as planning, research, analysis, correspondence control, communication, and/or liaison.  The incumbent may also plan, accomplish, and/or manage special projects. 

Manages and/or prepares responses to correspondence in an organization; and/or acts as a liaison or handles the communication with persons and/or groups within and outside of the organization. 

II. MAJOR DUTIES AND RESPONSIBILITIES

Acts as a liaison or handles the communication with persons and/or groups within and outside of an organization or office. Acts as primary liaison with critical persons and groups both inside and outside of the organization; independently handling major office issues. 

Plans and/or supports committees, boards, symposia, or conferences. Develops broad themes and directs proceedings of high level conferences where work and decisions have a major impact on the agency or an important subject or program.  Often identifies the need for such conferences based on knowledge of the organization programs and operations as well as programs in related offices.  Directs required planning and organizing work.  Determines how to use results of proceedings. 

Researches and/or analyzes problems, issues, or program requirements. Provides expert analysis and advice on agency-wide programs.  With only basic background, applies many advanced techniques to interpret meaning and evaluate findings.  Reconciles conflicts between basic policies and program goals.  Provides expert advice and recommendations to top management. 

Plans and/or accomplishes special projects. Acts as an expert on special projects, advising top management on major office issues.  Leads, conducts or participates in complex management studies and reviews, particularly those with wide or significant effect upon agency’s organizational structure, policy, processes, operations, fiscal control and economy and those where the boundaries of the studies may be broad. Organizes assigned projects; plans, organizes and directs team study work.  Selects qualitative and/or quantitative methodologies appropriate to the subject under examination.   

Identifies and collects necessary data including legislative and program data and interviews with senior management, program officials, employees and supervisors; assembles and assesses information gathered; formulates findings, conclusions, and recommendations; presents results in written and/or oral form, which are well-organized, supportable and clearly expressed. 

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-8 1550 points

Possesses a mastery of a wide range of qualitative and/or quantitative methods for the assessment and improvement of program effectiveness or the improvement of complex management processes and systems.  Has a comprehensive knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of one or more important public programs. Has a knowledge of agency program goals and objectives, the sequence and timing of key program events and milestones, and methods of evaluating the worth of program accomplishments. Possesses the skill to plan, organize, and direct team study work and to negotiate effectively with management to accept and implement recommendations where the proposals involve substantial agency resources, require extensive changes in established procedures, or may be in conflict with the desires of the activity studied.

Factor 2 - Supervisory Controls 





FL 2-5 650 points

As a recognized authority in the analysis and evaluation of programs and issues, the employee is subject only to administrative and policy direction concerning overall project priorities and objectives. The employee is typically delegated complete responsibility and authority to plan, schedule, and carry out major projects concerned with the analysis and evaluation of programs or organizational effectiveness. Analyses, evaluations and recommendations developed by the employee are normally reviewed by management officials only for potential influence on broad agency policy objectives and program goals. Findings and recommendations are normally accepted without significant change.

Factor 3 - Guidelines 






FL 3-5 650 points

Guidelines consist of basic administrative policy statements concerning the issue or problem being studied, and may include reference to pertinent legislative history, related court decisions, state and local laws, or policy initiatives of agency management. The employee uses judgment and discretion in determining intent, and in interpreting and revising existing policy and regulatory guidance for use by others within or outside the employing organization.  The employee is recognized as an expert in the development and/or interpretation of guidance on program planning and evaluation in a specialized area.

Factor 4 - Complexity 






FL 4-5 325 points

Analyzes interrelated issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs.  Develops detailed plans, goals, and objectives for the long-range implementation and administration of the program, and/or develops criteria for evaluating the effectiveness of the program.  Decisions concerning planning, organizing and conducting studies are complicated by conflicting program goals and objectives. Assignments are complicated by the need to deal with subjective concepts, the quality and quantity of actions are measurable primarily in predictive terms, and findings and conclusions are highly subjective and not readily susceptible to verification through replication of study methods or reevaluation of results.  Options, recommendations, and conclusions take into account and give appropriate weight to uncertainties about the data and other variables that affect long-range program performance.

Factor 5 - Scope and Effect 





FL 5-5 325 points

Analyzes and evaluates major administrative aspects of substantive, mission-oriented programs.  Develops long-range program plans, goals, objectives, and milestones or evaluates the effectiveness of programs conducted throughout an agency, or a regional structure of equivalent scope.  Identifies and develops ways to resolve problems or cope with issues which directly affect the accomplishment of principal program goals and objectives. Develops new ways to resolve major administrative problems or plans the most significant administrative management aspects of professional or scientific programs. Develops administrative regulations or guidelines for the conduct of program operations or new criteria for measuring program accomplishments. Study reports contain findings and recommendations of major significance to top management of the agency, and often serve as the basis for new administrative systems, legislation, regulations, or programs.

Factor 6 - Personal Contacts 





FL 6-3 60 points

Contacts are with persons outside the agency that may include consultants, contractors, or business executives in a moderately unstructured setting.  Contacts may also include the head of the employing agency or program officials several managerial levels removed from the employee when such contacts occur on an ad-hoc basis.

Factor 7 - Purpose of Contacts 





FL 7-4 220 points

The purpose of contacts is to justify or settle matters involving significant or controversial issues; e.g., recommendations affecting major programs, dealing with substantial expenditures, or significantly changing the nature and scope of organizations.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 3790

This position is exempt from coverage under the Fair Labor Standards Act.

Note: This PD has been written in the Factor Evaluation System (FES) format in order to provide consistency throughout the organization and is in accordance with the guidance contained in the Classifier’s Handbook related to PD development. Cross-reference has been made to the Miscellaneous Administration and Program Series, GS-301, January 1979, TS-34, and the Primary Standard to ensure accuracy in the wording and the grade level criteria. The titling of positions is in accordance with the

Introduction to the Position Classification Standards—General Introduction, Background, and Instructions.
