PD TEMPLATE FOR PROGRAM ANALYST, GS-343-09
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. 
The incumbent serves as a Program Analyst in the office of ​​​​​________________.    The function of this office is:_________________________________________.                                 

(If the position is targeted to a higher grade, state final grade level.)

Major Duties:

Incumbent serves as a Program Analyst with responsibility for developing and evaluating mission/activity programs and providing staff services to management officials which result in effective planning, organizing, directing, coordinating and controlling of program operations.  
Develops procedures for establishing, operating, and assessing the effectiveness of administrative controls such as those designed to prevent waste, loss, unauthorized use, or misappropriation of assets.
Prepares formal reports which present sound analytical findings and point out instances of good management practices, discuss problem areas where a need for improvement is indicated and recommend actions to be taken to achieve increased effectiveness, efficiency, and economy of functions.
Makes recommendations to revise or adjust cost estimates received and evaluated in consideration of known changes in mission and functions to assigned programs.  Reviews program cost goals versus actual operations, considers the nature of observed deviations, and takes or recommends corrective action.  
Compiles other reports, studies, and results of surveys.  Coordinates with other professional and administrative staff to make necessary correction, additions, transfers and changes to cost and reported data.
Plans and completes special projects comparable in nature to the duties described above.
Performs other duties as assigned.
1.  Knowledge Required by the Position  - (1-6) 950 points 

Knowledge of management principles, organizational theory, and techniques of analysis and evaluation, along with knowledge of standardized administrative practices and procedures to conduct reviews or studies of assigned operating programs, prepare evaluation reports, or recommend revised procedures.
Knowledge of administrative regulations and operating procedures plus skill in applying fact-finding and investigative techniques (e.g., employee/supervisor interviews and analysis of work records) to gather clear-cut factual evidence of administrative waste and abuse, or compliance with regulations.

Ability to communicate clearly and effectively in writing and orally in order to conduct interviews with program managers and prepare and deliver briefings on study findings and recommendations.

Skill in conducting research, extracting pertinent information, and synthesizing results in a clear, readily usable form.

Ability to draft directives, operating procedures, or other official Agency documents in a form which is both structurally correct and free of substantive errors.

      
2.  Supervisory Controls – (2-3) 275 points

The supervisor assigns specific projects in terms of regulatory issues to be studied and sets deadlines for completing the work.  Where two or more projects are involved, the supervisor may assign priorities among the various projects as well as deadlines for attainment of specific milestones within a project.  The supervisor or higher-grade analyst provides assistance on controversial issues or on the application of qualitative or quantitative analytical methods to the study for which precedent studies are not available.

The employee plans, coordinates, and carries out successive steps in fact-finding and analysis of issues necessary to complete each phase of assigned projects.  Work problems are normally resolved by the employee without reference to the supervisor, in accordance with accepted office policies, applicable precedents, organizational concepts, management theory, and occupational training.

Work is reviewed for conformance with overall requirements as well as contribution to the objectives of the study.  Complete work products such as evaluation reports and staff studies are also reviewed for consistency of facts and figures, choice of appropriate analytical methods, and practicality of recommendations.  Findings and recommendations developed by the employee are reviewed prior to release, publication, or discussion with management officials.

      
3.  Guidelines – (3-3) 275 points

Guidelines consist of Federal statutes, regulations, Agency policies, program goals or strategic plans, and administrative rules of practice for developing regulations or other publications.  Incumbent is responsible for independently evaluating the applicability of existing guidance to each regulatory project and for correctly interpreting and applying that guidance at various stages of project development.  

Analytical methods contained in the guidelines are not always directly applicable to specific work assignments; therefore, employee uses judgment in choosing, interpreting, or adapting available guidelines to specific issues or subjects studied.  The employee makes recommendations for changes.

      
4.  Complexity – (4-3) 150 points
The work involves dealing with problems and relationships, and the substance of the programs, work operations, issues, or other subjects studied.  The incumbent analyzes and evaluates (on a quantitative or qualitative basis) the effectiveness of program operations in meeting established goals and objectives.
Typical program analysis assignments involve reviewing work accomplishments to identify and resolve problems, adjust program or project milestones and, conduct trend or cost analysis   The incumbent prepares a narrative report containing a statement of the issue of problem, background, observations, options for change, and recommendations for action.  Findings and recommendations are based upon analysis of work observations, review of production records or similar documentation.

      
5.  Scope and Effect – (5-3) 150 points

The purpose of the work is to plan and carry out projects and programs to improve the efficiency and productivity of operations programs or projects within them.  The incumbent makes recommendations to resolve conventional problems and situations.

Work involves developing detailed procedures and guidelines to supplement established administrative regulations or program guidance. Completed reports and recommendations may influence decisions by managers concerning the internal administrative operations of the program.  The work may also involve identifying problems, studying, analyzing and making recommendations concerning the efficiency and productivity of administrative operations in different components of the organization.

      
6.  Personal Contacts (6-2) 

Work assignments require the incumbent to make personal contacts with employees, supervisors, and managers in the Agency, but outside of the immediate office, or employees and representatives of private concerns (such as vendors) in a moderately structured setting.

      
7.  Purpose of Contacts (7-B) 6+7 total points = 75 points

The purpose of the contacts is to provide advice to managers on significant organization or program related issues and concerns.  Contacts typically involve such matters as: coordinating and exchanging factual information, identifying alternatives; appraising success in meeting program goals; or recommending solutions to administrative problems.  Officials are normally receptive to the employee’s advice.
8. Physical Demands – (8-1) 5 points

Work is mostly sedentary.  No special physical demands are required.

9. Work Environment – (9-1) 5 points

Work is performed in an office setting imposing little risk or physical injury, discomfort, or exposure to environmental hazards.

Total points = 1885

GS-09 Range (1855 – 2100)

Evaluation Statement

	Factor
	Level
	Points

	Factor 1, Knowledge Required by the Position
	FL 1-6
	950

	Factor 2, Supervisory Controls


	FL 2-3
	275 

	Factor 3, Guidelines


	FL 3-3
	275

	Factor 4, Complexity


	FL 4-3
	150

	Factor 5, Scope and Effect


	FL 5-3
	150

	Factor 6, Personal Contacts


	FL 6-2
	

	Factor 7, Purpose of Contacts


	FL 6-2 +7-B
	75 

	Factor 8, Physical Demands


	FL 8-1
	05

	Factor 9, Work Environment
	FL 9-1
	05

	                                            Total Points
	
	1,885



	                                         GS-09 Range
	
	1,855-2,100


Reference:  OPM Administrative Analysis Grade Evaluation Guide; Management & Program Analysis Series, GS-343.

Narrative Evaluation:    The grade-controlling work involves the analysis of office programs to influence decisions on program requirements, program execution, program evaluation, and other matters.  Accordingly, the authorized title is Program Analyst, GS-343.  The position does not meet the coverage of the GS Leader Grade Evaluation Guide.   The incumbent’s knowledge of such specialized functions as information technology, human resource management, budget analysis, and contracting is best characterized as “practical” knowledge because authoritative technical guidance and support is provided by the corresponding functional organizations in the Office of Management (e.g., Budget Division, LERD, HRD, AISD, and ASD).
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