PD TEMPLATE FOR LEAD PROGRAM ANALYST, GS-0343-14

Food Safety and Inspection Service
(Organization Location…)
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. 
(Organization mission statement…)

Serves as a senior Program Analyst and Team Leader responsible for providing assistance to the supervisor by completing a broad range leader duties when leading two-grade interval Program Analysts.  Also, performs full range Program Analyst duties comparable to the highest grade of work completed by the team led: __________________________, GS-13. 
DUTIES AND RESPONSIBILITIES:
Functions as a coach, facilitator or negotiator in coordinating team activities and consensus building.  Communicates program plans, missions and objectives, work assignments, projects, issues, resolution of work problems, or deadlines.  Provides program, guidance or supervisory instructions.  Ensures team members maintain awareness and participate in planning processes to achieve team goals/objectives.  Assesses team strengths/weaknesses; provides leadership in exploring alternatives and determining work method, process or procedure improvements.  Researches/applies methods to identify, analyze and improve team efficiencies/effectiveness.  Conveys team findings and recommendations during interactions with higher-level officials; represents team during official meetings to obtain or procure team resources or to discuss team operations.

Identifies and distributes work assignments, considering work requirements and team member skill levels; makes adjustments to meet work priorities; checks/reviews completed work to ensure that instructions and requirements are met; ensures timely completion of work and that team members assume vital roles in producing final products.  Coaches team members in selection/application of problem solving methods and techniques; provides guidance on work practices, procedures and assists in identifying assignment parameters.  Monitors and reports on team/individual work status, progress, accomplishments and problems; prepares reports, maintains work records and information; coordinates work information preparation, presentation and communication.  Maintains and makes available to team members a variety of guidance, i.e., records, files, documents.   Approves short-term or other leave requests.  Resolves simple, informal employee complaints and refers more serious complaints to management for resolution.  

Provides in-put, informs higher level officials of management issues/problems and recommends or requests personnel actions, i.e., promotions, assignments, award, reward or recognition actions.  Trains team members or procures training on team-building,  team initiatives, and administrative or technical areas.  Informs team members of employee benefits, services and work related activities.  
Conducts independent or team analyses, evaluations, audits or investigations; measures, assesses and evaluates program objective accomplishments.  Determines operation/program efficiencies and effectiveness and congruency with agency annual plan.  Evaluates new/modified legislation to discern impact on program operations and resources.   Recommends changes to program organization/administration practices that may impact the way program services are administered; or policy and guidance changes to improve operations and meet program requirements.

Provides technical guidance on implementing major audits, investigations, or studies.  Designs controls to achieve established objectives; establishes methods and techniques for conducting data analysis; develops guides to establish uniform approaches and methods of identifying problem areas.  Determines and analyzes program measurement methods, techniques, practices and procedures.  Develops systems, processes, procedures to collect, organize and verify program data.  Recommends audit/study procedures, i.e., statistical sampling and data analysis techniques.  Compares audit/investigative operations, determines causes of deviations, and recommends changes in operations to enhance audit efficiencies and effectiveness.  Develops and modifies audit guidelines, approaches and instructions to review or analyze operational programs and systems; identifies workload factors and performance quality levels.

Arranges interviews or briefings and explains goals and findings of the audit, review, or management study.  Compiles and finalizes analytical reports; ensures that conclusions and recommendations are consistent with findings and proposed corrective actions. Makes oral or written presentations; discusses deficiencies and recommended corrective actions.  Reengineers work operations to increase efficiency and effectiveness.

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 or pictures), language, or nonverbal behavior (e.g. hand gestures).

The incumbent exercises personal leadership in and responsibility for maintaining and carrying out a continuing affirmative program to bring about equal opportunity in employment, development, advancement, and treatment of employees under direct and indirect supervision.  When employees under the direct supervision of the incumbent have been assigned specific EEO or Civil Rights functions and responsibilities, the incumbent is responsible for assuring adequate time, resources, and support for the accomplishment of these duties.

EVALUATION FACTORS
KNOWLEDGE REQUIRED BY THE POSITION

Knowledge of leadership/team building skills, techniques and practices sufficient to function as a coach, facilitator or negotiator in coordinating team activities and consensus building; communicate program missions, objectives, assignments, problem resolutions, deadlines and provide guidance or instructions; analyze and improve team efficiencies/effectiveness; distribute, review and ensure timely completion of assignments; provide leadership in exploring alternatives/determining work methods, procedures or improvements; represent team; monitor/report work progress or accomplishments; approve short-term or other leave; resolve simple, informal employee complaints; inform officials of management issues/problems and recommend/request personnel actions; recommend awards rewards; train or procure training; and inform members of employee benefits, services or work related activities.  

Comprehensive knowledge of qualitative and quantitative assessment concepts, principles and practices, policies, laws, regulations and precedents sufficient to apply qualitative and/or quantitative methods in conducting studies or analysis; provide advice and guidance on analysis activities; and operating program efficiencies/effectiveness.

Knowledge of program goals/objectives and methods of evaluating program accomplishments; administrative support functions and interrelationships of programs sufficient to design and conduct comprehensive management studies/analysis where boundaries are extremely broad and difficult to determine in advance; identify and propose solutions to program problems characterized by their breadth, importance, severity and which previous studies have been inadequate; encourage management to accept/implement recommendations; evaluate new/modified legislation for impact on programs and resources; and/or translate legislation into program goals, actions and services.
Ability to plan and conduct study activities; negotiate with management to accept and implement corrective action recommendations involving substantial program resources, require extensive changes in established procedures or may be in conflict with organization management initiatives.
SUPERVISORY CONTROLS

Work under general supervision of (Supervisor title), who in consultation outlines, develops, establishes and   provides directions, work plans, objectives, deadlines, and resources.  Incumbent plans, organizes, coordinates and completes studies or technical analysis; exercises judgment in determining scope of projects/studies; develops, determines and selects methods, techniques and approaches for completing analysis; interprets regulatory requirements; resolves conflicts; and informs supervisor of progress or controversial matters.  Completed work is reviewed for feasibility, compatibility and effectiveness in meeting expected results, goals, deadlines and compliance with regulatory and/or statutory requirements; program analysis and recommendations are accepted without significant change. 

GUIDELINES

Guidelines include administrative policy statements, management initiatives or theories; Federal laws/legislation; regulations, directives, policies, notices, instructions or publications; reference materials, texts or journals; operating procedures/practices; manuals, reports and/or decisions. Guides are general in nature; may be of limited use; provide basic outlines; describe work methods in narrow context; do not prescribe specific methods for accomplishing assignments and require considerable adaptation and interpretation to accomplish work.  Incumbent exercises judgment and discretion in researching, interpreting, adapting, modifying and applying guides; and developing work methods and techniques.  Significant deviations are discussed with supervisor.  Incumbent develops, adapts, proposes or recommends new or revisions to policies, procedures and other guides.

COMPLEXITY

Work involves projects and studies that require substantial analysis of varied interrelated issues of program efficiency and effectiveness.  Study/project scopes, which involve substantive program operations, require development of plans, goals and objectives for short and long-term program implementations and executions; and development of criteria to evaluate overall program efficiencies and effectiveness.  Study/project plan, organization and conduct decisions are complicated by major areas of uncertainty; interpretations and evaluations of processes resulting from changes to program, operation, management, administrative philosophies or initiatives; lack of technical precedents; new technologies; ambiguous or conflicting goals, objectives, requirements, deadlines and/or funding; discerning legislation, regulatory/statutory guide, policy statement intents and translating them into program actions.  Program findings, conclusions and corrective action or improvement recommendations are based on considerations of short and long-term program performance issues, goals and objectives.  Program efficiency measurements may be broad, general and open to varied interpretations; establishes criteria and develops new methods, approaches, techniques or information to evaluate and measure program results, efficiencies or effectiveness.
SCOPE AND EFFECT

Purpose of work is to analyze, evaluate and implement substantive aspects of (program area) programs and operations.  Incumbent participates in developing plans, goals/objectives.  Identifies, develops, establishes and applies criteria, methods or procedures to evaluate programs, analyze and assess issues, conditions, situations or problems that are critical and effect goal/objective attainments; makes problem resolution/program improvement recommendations.  Initiates or recommends program guide changes.  Provides advice and guidance to management/program officials, and technical specialists.  Assesses affect of new/pending legislation or regulations on program operations; makes implementation recommendations. Work affects program efficiency and effectiveness; significantly changes major aspects of program missions/objectives; quality/quantity of program services; and serves as substantial factor in determining success/failure of (program area) programs, and agency missions.

PERSONAL CONTACTS

Contacts include agency management and program officials (all levels); Department and other Federal agency officials or representatives; subject-matter experts (inside/outside agency); contractors and professional organization representatives.  Contacts occur in a moderately unstructured setting; purpose and extent of contacts are different, role and authority is not always clear, therefore, the purpose of the contact must be discerned during the contact.

PURPOSE OF CONTACTS

Contacts are to influence and persuade sources to accept recommendations,  to implement actions or to adopt approaches when opposing viewpoints or conflicts may be involved;  to plan and coordinate studies/reviews; to provide technical opinion, guidance and/or advice; to present analysis or findings; to obtain information; to defend or settle controversial issues or program problems; and to participate in conferences, briefings or meetings.  Contacts may be uncooperative or apprehensive (reluctant, skeptical), due to the technical and controversial nature of work.  Therefore, employee must often overcome hostility, aggression and/or frustration from sources seeking assistance, guidance and/or direction.

PHYSICAL DEMANDS

Work is primarily sedentary.

WORK ENVIRONMENT

Work is performed in an office setting. 
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Evaluation Statement

The OPM GS Leader Grade Evaluation Guide indicates that team leaders are graded one level above the work led.  Inasmuch as the base level of work led is GS-13, the incumbent’s work is graded GS-14.
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