Team Leader 

Facilitates team or unit processes by working collaboratively with team members or employees to ensure that tasks are completed, that good working relationships among team members and with management are maintained, and that team priorities and goals, needs, and achievements are coordinated with management.                                                                       

Team Lead Responsibilities: 25 percent 

Leads a unit or team of employees. Provides guidance and technical direction necessary for accomplishing the work of the unit or team.

Functions as team leader, leading team efforts in the development, implementation, and/or evaluation of program or project responsibilities. 

Leads the team in assessing its strengths and weaknesses. Provides leadership to the team in exploring alternatives and determining what improvements can be made to work methods, processes, and procedures. 

Researches, learns, and applies a wide range of qualitative and/or quantitative methods to identify, assess, analyze, and improve team effectiveness, efficiency, and work products. 

Estimates and reports to the team on progress in meeting established milestones and deadlines for completion of assignments, projects, and tasks. Ensures all team members are aware of and participate in planning for achievement of team goals and objectives. 

Represents the team consensus and conveys the team’s findings and recommendations in meetings and dealings with other team leaders, program officials, the public, and other customers on issues related to or that have an impact on the team’s objectives, work products, and/or tasks. 

Reports to the supervisor periodically on team and individual work accomplishments, problems, progress in mastering tasks and work processes, and individual and team training needs. 

Represents the team in dealings with the supervisor or manager for the purpose of obtaining resources (e.g., computer hardware and software, use of overtime or compensatory time), and secures needed information or decisions from the supervisor on major work problems and issues that arise. 

Prepares reports and maintains records of work accomplishments and administrative information, as required, and coordinates the preparation, presentation, and communication of work-related information to the supervisor. 

Maintains program and administrative reference materials, project files, and relevant background documents and makes available policies, procedures, and written instructions from the supervisor.  Maintains current knowledge to answer questions from team members on procedures, policies, directives, etc. 

Serves as coach, facilitator, and/or negotiator in coordinating team initiatives and in consensus building activities among team members. 

Monitors and reports on the status and progress of work, checking on work in progress and reviewing completed work to see that the supervisor’s instructions on work priorities, methods, deadlines, and quality have been met. 

Trains or arranges for the training of team members in methods and techniques of team building and working in teams to accomplish tasks or projects, and provides or arranges for specific administrative or technical training necessary for accomplishment of individual and team tasks. 

Identifies, distributes, and balances workload and tasks among employees in accordance with established workflow, skill level, and/or occupational specialization. Makes adjustments to accomplish the workload in accordance with established priorities to ensure timely accomplishment of assigned team tasks; and ensures each employee has an integral role in developing the final team product. 

Coaches the team in the selection and application of appropriate problem solving methods and techniques, provides advice on work methods, practices, and procedures, and assists the team and/or individual members in identifying the parameters of a viable solution. 

Articulates and communicates to the team the assignment, project, problem to be solved, actionable events, milestones, and/or program issues under review, and deadlines and time frames for completion. 

Ensures that the organization’s strategic plan, mission, vision, and values are communicated to the team and integrated into the team’s strategies, goal, objectives, work plans, and work products and services. Identifies and integrate internal and external issues affecting the immediate organization, such as those involving technical and administrative factors. Integrates the work of a team where each member contributes a portion of the analyses, facts, information, proposed actions, or recommendations; and/or ensures consistency of interpretation, judgment, logic and application of policies. 

Develops and implements policies, procedures, and methods for identifying and protecting information, personnel, property, facilities, operations, or material; performs work in support of established security programs; or performs protective services work in guarding Federal buildings, personnel, and materials. 

Develops and implements policies, procedures, standards, training, and methods for identifying and protecting information, personnel, property, facilities, operations, or material from unauthorized disclosure, misuse, theft, assault, vandalism, espionage, sabotage, or loss. 

Other Major Duties: 75%

