PD TEMPLATE FOR ADMINISTRATIVE ANALYST, GS-13

GS-XXXX-13  [Insert appropriate series and the required information.]
Introduction

The Food Safety and Inspection Service (FSIS) of the U.S. Department of Agriculture (USDA) administers a comprehensive system of inspection laws to ensure all egg products moving in commerce, and meat and poultry products moving in interstate and foreign commerce for use as human food are safe, wholesome, and accurately labeled. 

This position exists in the _______________________.  The function of this office is described in the attachment to the position description (PD).

Major Duties

The incumbent functions as ____________________________. 

In this capacity the employee:

Serves as the key/lead staff specialist responsible for analyzing and making recommendations with respect to initiatives and issues related to ____________.    Develops sources of information, identifies and performs in-depth analyses of issues, analyzes the consequences of adopting various proposals and policies, develops guidelines, forecasts developments potentially affecting programs, develops options and alternatives, coordinates findings and recommendations with other interested/affected parties, prepares and delivers written and oral presentations, and serves as an expert in the program area to which assigned.

Keeps abreast of and monitors significant developments related to the assigned program area, prepares analyses of the implications of these developments, and recommends program modifications.

Publicizes and garners support for the program by meeting with  other FSIS officials and other interested parties such as ____________________________.

Leads in-house efforts and participates actively as a team member or sub-group leader on project teams involving participants outside of FSIS.  

The incumbent applies knowledge of and adheres to Agency equal opportunity and civil rights policies, goals, and objectives in performing his/her duties and responsibilities.  The incumbent promotes the principle of equal opportunity in written and oral communications with individuals within and outside of the work unit by avoiding offensive or discriminatory displays (e.g. posters, pictures), language, or nonverbal behavior (e.g. hand gestures).

1. Knowledge Required by the Position (1-8)

Comprehensive knowledge of agency programs, policies, and objectives, along with knowledge of the sequence and timing of key program events and milestones, the methodology used  to evaluate program accomplishment, and the relationship among various individuals, programs and offices.

In-depth knowledge of management principles, practices and concepts and skill in adapting analytical techniques and methodology.

Mastery of (the field in which the position is classified).  This includes mastery of the professional concepts, principles and practices that enable the incumbent to use experienced judgment, rely upon knowledge of new developments, and apply pertinent principles in solving problems of a unique nature and in making recommendations that result in significant program or policy changes.

Skill in establishing and maintaining effective working relationships with individuals and groups interested in or affected by the program for which the incumbent is responsible.

Skill in evaluating the effectiveness of the program managed and developing strategies for making the necessary improvements.

Ability to anticipate and develop strategies to address issues of potential sensitivity.

Skill in responding to challenges or criticisms of a professional or political nature, in logically and persuasively addressing concerns, in establishing and maintaining professional credibility, and in gaining the understanding and support of those challenging program policies or professional opinions.

2. Supervisory Controls (2-4)

Some assignments are made by the supervisor  but many originate out of the liaison activities of the incumbent.  The employee consults with the supervisor prior to final acceptance of such projects and discusses relative priority, scope, deadlines, and objectives.

The employee independently plans and carries out assignments, determining the need for and coordinating with others as appropriate.  The employee decides upon the approach to use, as well as when to accept the suggestions of his/her colleagues and modify methodology.  The incumbent keeps the supervisor apprised of progress, and of potential sensitivities and far-reaching implications.

Completed work is reviewed by the supervisor for responsiveness and conformance with governing policy.

3. Guidelines (3-4) 

Guidelines include Agency and Departmental guidelines, existing laws and regulations, textbooks, and findings of previous studies.  Within the context of these guidelines the incumbent must deviate from established methodology and refine and/or develop new criteria and methodology. 

4. Complexity (4-5)

The work requires that the employee develop proposals to solve problems of significant breadth and severity.  Projects that the employee undertakes require designing and conducting comprehensive studies with extremely broad boundaries that are often difficult to define.

The employee’s finished work products have significant impact (e.g., assessment of the potential impact that proposed legislation may have upon significant administrative programs).

The nature of the work is such that it involves many different and unrelated processes and methods.  These methods are applied to a broad range of problems/situations that require a substantial depth of analysis.  For example, ___________________________.

Adding to the complexity of the position are continuing changes in the program, competing priorities, and encounters with unknown or unanticipated conditions.

5. Scope and Effect (5-4)

The incumbent is the senior specialist in the area of _____________.  In this capacity the employee serves as a key staff specialist responsible for maintaining up-to-date knowledge of developments potentially affecting the assigned program(s), conducting in-depth analyses of relevant issues, developing guidance for use by others, recommending program policy, and providing authoritative advice and guidance.  

The incumbent’s work directly impacts the effectiveness of administrative work carried out throughout FSIS.  For example, the incumbent ______________.
6. Personal Contacts (6-3)

Contacts are with key officials and groups within and outside the Department.  Contacts typically take place in moderately unstructured settings.

Typical contacts are those with counterparts in other agencies, attorneys, contractors, representatives of professional organizations, and members of academia.
7. Purpose of Contacts (7-3)

The employee’s contacts typically involve persuading and/or negotiating with colleagues and  management officials to accept recommendations that involve substantive agency resources, extensive changes in established practice, or other sensitive matters.

8. Physical Demands (8-1) 

The work is basically sedentary.

9. Work Environment (9-1)

The work is performed in an office setting.
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Evaluation Statement

	Factor
	Level
	Points

	Factor 1, Knowledge Required by the Position
	FL 1-8
	1550

	Factor 2, Supervisory Controls

	FL 2-4
	450 

	Factor 3, Guidelines

	FL 3-4
	450

	Factor 4, Complexity

	FL 4-5
	325

	Factor 5, Scope and Effect

	FL 5-4
	225

	Factor 6, Personal Contacts

	FL 6-3
	60

	Factor 7, Purpose of Contacts

	FL 7-3
	120 

	Factor 8, Physical Demands

	FL 8-1
	05

	Factor 9, Work Environment
	FL 9-1
	05

	                                            Total Points
	
	3,190



	                                         GS-13 Range
	
	3,155-3,600


Reference:  OPM Administrative Analysis Grade Evaluation Guide

