Program Assistant (Office Automation)

 GS-344-8

I. INTRODUCTION

This position performs a variety of duties in support of program analysis, the purposes of which are to evaluate and improve the efficiency, effectiveness, and productivity of assigned organizations and programs.
II. MAJOR DUTIES AND RESPONSIBILITIES

Provides support to office program reviews by collecting, analyzing, and organizing information on activities, progress, and resource utilization.  Assists in developing guidance to be followed by program components in preparing annual operating objectives and plans, and in providing interpretations of guidance to program staff.  Analyzes various action documentation and communications received by the office from higher levels; conducts preliminary background review to determine the scope of the subject matter involved and recommend responsibility for preparing documentation.  Coordinates the process of document preparation and internal review.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-5 750 points

Knowledge and skill in applying qualitative and quantitative analytical and evaluative methods and techniques for accomplishing program and management related activities.

Knowledge of established regulations, practices, and procedures which affect programs, plus skill in applying fact-finding techniques to gather clear-cut information for analyses, and to identify and recommend solutions to problems of a procedural or factual nature.

Knowledge of the organization’s structure, missions, and functions. Knowledge of duties, priorities, commitments, policies and program goals of the organization to perform assignments such as independently following up on commitments made at meetings and conferences; and locating and summarizing information from files and documents.
Skill in developing factual reports, in conducting interviews with managers and employees, and in organizing and presenting information and recommendations to management.

Factor 2 - Supervisory Controls 





FL 2-3 275 points

The supervisor or higher level employee defines the objectives, priorities, and deadlines for projects or assignments and assists the employee with unusual situations, problems, or studies that do not have clear precedents.

The employee plans and carries out the successive steps of management analysis technical projects and assignments and handles problems and deviations in accordance with instructions, policies, previous training, or accepted practices. 

The supervisor or higher level employee evaluates reports and other completed work for technical soundness, appropriateness of conclusions or recommendations, consistency, relevance of support material, and compliance with policies and requirements. The methods used in arriving at the end results are not reviewed in detail.
Factor 3 - Guidelines 






FL 3-3 275 points

Guidelines, consisting of standard reference material, texts, and instructions and manuals covering areas of assignments, are available but are not completely applicable to the work or have gaps in specificity.

The employee uses judgment in interpreting and adapting guidelines such as agency policies, regulations, precedents, and work directions for application to specific cases or problems. The employee analyzes the results of applying guidelines and recommends changes; and may develop internal guidelines or assist in their development.

Factor 4 - Complexity 






FL 4-3 150 points

The work consists of various duties, projects, or assignments involving different and unrelated processes and procedures.  The employee decides what needs to be done by considering the characteristics, practices, objectives, and interrelationships of the work.  The employee selects, adapts, and applies the most suitable practices, procedures, methods and precedents to collect and analyze various types of information, formulate conclusions, define needs, and/or make recommendations for resolving problems to higher level employees.

Factor 5 - Scope and Effect 





FL 5-3 150 points

The purpose of the work is to plan and carry out assignments or projects to improve the efficiency and productivity of organizations or program operations. Employees use established methods, practices, and criteria to identify, study, and recommend solutions for resolving conventional problems or questions.

The work affects the design of organizational structures and workflow; the evaluation and improvement of operating program efficiency and effectiveness; the use and management of staff, funding, equipment, and other resources; and the design or use of similar management or program operations. Some of the work also affects the management of administrative or information systems throughout a wide range of offices or organizations with different administrative or information management needs.

Factor 6 - Personal Contacts and Factor 7 - Purpose of Contacts

FL 6/7-2b 75points

Contacts are with employees in the same agency, but outside the immediate organization.  Persons contacted are managers, employees, and other representatives of the programs involved or organizations served.
The purpose of the contacts is to plan, coordinate, or advise on work efforts; discuss significant findings; or resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals.
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 - 1685

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

