Program Specialist

GS-301-12

I. INTRODUCTION

The Program Specialist performs management, administrative and/or program support work, such as planning, research, analysis, correspondence control, communication, and/or liaison.  The Program Specialist 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 a primary liaison with critical persons and groups from both within and outside the organization, speaking for the principal on complex issues. 

Plans and/or supports committees, boards, symposia, or conferences. Manages schedules, agendas, and action items for key groups.  Based on understanding of important programs and issues from outside the organization, develops agendas and plans.  Schedules regular and special meetings, using knowledge of program events to determine need and timing.  Assembles relevant background information.  Takes or directs taking of minutes and prepares approved minutes.  Ensures all action items are assigned and that members follow through. 

Researches and/or analyzes problems, issues, or program requirements. Researches and/or analyzes unstable or complex program issues.  Based on conditions and factors that relate to the subject program and related programs, determines what information is required and collects from many sources.  Reviews information, reconciles conflicting data, and devises new or modified methods to analyze findings.  Develops recommendations and proposals. 

Plans and/or accomplishes special projects. Performs a variety of duties related to special projects involving program issues that contain complicating elements.  Manages special crosscutting initiatives and task force groups to accomplish programmatic goals.  These groups may review specific programs at the organization or develop new initiatives in various program areas. 

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-7 1250 points

Knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations. Knowledge of pertinent laws, regulations, policies and precedents which affect the use of program and related support resources in the area studied. Has knowledge of the major issues, program goals and objectives, work processes, and administrative operations of the organization. Knowledge and skill in adapting analytical techniques and evaluation criteria to the measurement and improvement of program effectiveness and/or organizational productivity.  Skill in conducting detailed analyses of complex functions and work processes and interpersonal skills in presenting staffing recommendations and negotiating solutions to disputed recommendations.

Factor 2 - Supervisory Controls 





FL 2-4 450 points

The supervisor and employee develop a mutually acceptable project plan that typically includes identification of the work to be done, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the employee is responsible for planning and organizing the study, estimating costs, coordinating with staff and line management personnel, and conducting all phases of the project.  The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organizational goals, guidelines, and effectiveness in achieving intended objectives.

Factor 3 - Guidelines 






FL 3-4 450 points

Guidelines consist of general administrative policies and management and organizational theories which require considerable adaptation and/or interpretation for application to issues and problems studied. Administrative policies and precedent studies provide a basic outline of results desired, but do not go into detail as to the methods used to accomplish the project.  Administrative guidelines usually cover program goals and objectives of the employing organization. Within the context of broad regulatory guidelines the employee may refine or develop more specific guidelines such as implementing regulations or methods.

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 5-4 225 points

Assesses the productivity, effectiveness, and efficiency of program operations and/or analyzes and resolves problems in the staffing, effectiveness and efficiency of administrative support and staff activities.  Establishes criteria to measure and/or predict the attainment of program or organizational goals and objectives. Contributes to the improvement of productivity, effectiveness and efficiency in program operations and/or administrative support activities at different echelons and/or geographical locations within the organization.  Work affects the plans, goals, and effectiveness of missions and programs at these various echelons or locations. The work may affect the nature of administrative work done in components of other agencies.

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 7-3 120 points

The purpose of contacts is to influence managers or other officials to accept and implement findings and recommendations on organizational improvement or program effectiveness.  May encounter resistance due to such issues as organizational conflict, competing objectives, or resource problems.

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 - 2890

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.
