ENERGY INDUSTRY SPECIALIST

GS-1101-7

I. INTRODUCTION

The 1100 series of positions include all classes of positions the duties of which are to advise on, administer, supervise, or perform work pertaining to and requiring a knowledge of business and trade practices, characteristics and use of equipment, products, or property, or industrial production methods and processes, collection, analysis, and dissemination of information; the establishment and maintenance of contacts with industry and commerce; the provision of advisory services; the examination and appraisement of merchandise or property; and the administration of regulatory provisions and controls.

II. MAJOR DUTIES AND RESPONSIBILITIES
1.  Extracts and compiles information on the major forms of energy, i.e., petroleum, natural gas, coal, electricity, nuclear power, hydroelectric power, geothermal power, and emerging forms of energy, such as solar thermal energy.  Uses the information to create summarization of energy industry activities, such as production, consumption, trade, storage, and pricing.

2.  Develops routine data for use in interpretative reports and summaries of energy activity.  Develops a knowledge of published and unpublished sources of energy information; prepares factual energy information, statistical tabulations, and graphical displays of energy data for periodic release to the public.

3.  Obtains, validates, and assembles facts needed for preparing portions of energy reports, such as the Monthly Energy Review, the Annual Energy Review, the State Energy Data Report, and the State Energy Price and Expenditure Report.  These reports require wide distribution throughout the U.S. Government, private industry, and the public.

4.  Participates as a team member with a group responsible for presenting facts and for preparing initial drafts of identifiable sections of energy reports.

5.  Organizes, correlates, and maintains current records essential to the expeditious processing of data for energy projects and reports.

Performs other duties as assigned.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



Level 1-6 950 points
- Knowledge of organizational programs, terminology, procedures, and standards in order to perform background research and analysis of data.

- Knowledge of writing, editing, and publication processing specifications and standards.

- Knowledge of databases and ability to use electronic communication tools, such as the Internet, that support dissemination of integrated data and that help ascertain and meet customers= needs for integrated products.

- Skill in using automated processing equipment to update data files and utilize programs to perform operations to recover and reformat data as needed to support studies and projects.

- Skill in working with technical experts in order to design and develop presentations for agency customers and to create processes for handling data.

Factor 2 - Supervisory Controls 




Level 2-2 125 points
The supervisor indicates what is to be done, the general methods to use, deadlines, and priorities.  The incumbent works independently on projects of limited scope or as part of a team.  The incumbent keeps the supervisor informed of progress and refers to the supervisor or higher-level co-worker for technical guidance on new, different, or unusual assignments.  Completed work is reviewed for technical accuracy and compliance with instructions and established procedures.






Factor 3 – Guidelines 





Level 3-2 125 points

Established procedures and specific guidelines are available.  The incumbent uses judgment in locating and selecting the appropriate guidelines for application and in making minor deviations to adapt them to specific assignments.  The incumbent refers to the supervisor when situations require significant deviations from the guidelines.

Factor 4 - Complexity 






Level 4-2   75 points

The work consists of duties involving related steps, processes, or methods that are within a specific area of the field.  In performing assignments, the incumbent decides among various choices when determining what needs to be done.  This requires the incumbent to recognize the similarities and differences among a few easily recognizable situations and to consider factors such as the source of information and the nature of the project-related acetifies.

Factor 5 - Scope and Effect





Level 5-2   75 points
Work assignments involve integrating energy data into summaries and then preparing electronic and paper products while adhering to organization rules, regulations, or procedures.  Typically, they are a complete segment of a specific assignment or a project.  The work affects the accuracy, reliability, or acceptability of further processes/steps of a project or program.

Factor 6 - Personal Contacts





Level 6-2   25 points
Contacts are with employees throughout the organization who perform work for the assigned programs or projects.  Contacts may include employees of other federal agencies or the general public.

Factor 7 - Purpose of Contacts





Level 7-2  50 points

Contacts are to obtain, clarify, or exchange information related to the work assignments.


Factor 8 -  Physical Demands





Level 8-1  5 points

Work is primarily sedentary, requiring no special physical demands

Factor 9 - Work Environment





Level 9-1 5 points

The work is performed in a typical office setting.

Total Points = 1435

This position is determined to be non-exempt under provisions of the Fair Labor Standards Act.
