PD TEMPLATE FOR STAFF DIVISION DIRECTOR, GS-15
Food Safety and Inspection Service

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 Location…)
INTRODUCTION


(Division mission statement…)
Serves as Director, (directed division) Division, responsible for managing, directing, supervising, staffing, coordinating and evaluating (division work directed) functions and/or activities through subordinate supervisors in (number of branches) primary Branches  

PROGRAM SCOPE AND EFFECT:

Manages and directs a Division that performs professional and/or administrative activities.  Plans, develops, designs, coordinates, implements and maintains staff programs that support Agency programs.  Division work significantly affects the activities of staff and line organizations, both in the field and at headquarters.  Examples include developing administrative policies and guidelines, advising mission organizations on the utilization of resources, evaluating the impact of new legislation or regulations, deploying new technology, and performing other staff support at the FSIS headquarters level.  Work involves reviewing issues and resolving problems.  Functions as senior expert on (program area) policies, systems, procedures and activities; incumbent’s advice and recommendations affect the efficiency and effectiveness of supported mission and program elements through Agency.
ORGANIZATION SETTING:

Position is accountable to the (immediate supervisor title), (organization location) who serves as a Senior Executive Service (SES) level position.
SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED

Directs, plans, oversees and coordinates Division operations as reviewing-level supervisor through (number of branches) branch chiefs.  Allocates, controls and ensures efficient use of division resources, i.e., funds, personnel, property, etc. Reviews and evaluates operations to make work assignments; assesses and enhances program and policy efficiency and effectiveness; makes, coordinates and/or recommends improvements.  Interviews candidates and makes selections for supervisory, non-supervisory and team leader positions.  Develops performance standards; evaluates immediate subordinate and supervisory work performance; serves as reviewing official for performance evaluations completed on non-supervisory employees by branch heads; and assures equity among subordinate performance standards and rating techniques developed by branch heads.  Resolves serious work related problems or complaints; reviews/approves serious disciplinary actions proposed by subordinate supervisors.  Makes decisions on work problems presented by subordinate supervisors and on training costs that are costly, non-routine, or controversial.  Monitors (program area) administered contracts; provides guidance and advice.  Approves within-grade increases, extensive overtime, and travel expenses.  Recommends personnel awards/bonuses and changes in personnel management actions, subject to review and/or final approval by higher level officials.   

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.

PERSONAL CONTACTS:  NATURE OF CONTACTS
Frequent interactions and personal contacts are with top management, executive, subject matter expert, mission oriented technical, administrative support staff, program areas, USDA and other USDA Agencies.  External contacts and extensive liaison are with high level officials of other Government agencies, contractor program managers, interested groups and Congress.  Contacts occur at conferences, briefings and meetings.  Sessions often require extensive preparations and current familiarity with difficult, complex, sensitive and/or political subject matter issues.

PERSONAL CONTACTS:   PURPOSE OF CONTACTS:

Contacts are to influence, persuade, negotiate and coordinate extensive interactions and interdependent relationships with varied sources.  Develop and establish positions on key issues of importance when negotiating regulatory and statutory authorities or justifying division strategies and operations to achieve compliance with established policies, regulations and requirements.  Apply comprehensive knowledge of major interrelationships between Agency programs, contractors, subcontractors and vendors to identify and solve critical operating program problems affecting division and agency missions. Meet with high level agency officials to conduct presentations and briefings, resolve division operating conflicts/issues, encourage consensus and make decisions on obtaining or committing resources.  Serve as senior subject-matter expert when providing information and technical assistance, coordinating joint activities, and maintaining close communications and operating relationships.  Present, explain and defend agency (program area) positions and proposals; special emphasis placed on establishing cooperative relations with agency senior executives.  Contacts occur at meetings, conferences, presentations or briefings involving issues of considerable consequence and importance to division programs; contacts may be skeptical and uncooperative which requires diplomatic negotiating skills to foster an understanding of (program area) polices and regulations, obtain compliance with guides or requirements and to promote full cooperation.  

DIFFICULTY OF TYPICAL WORK DIRECTED

Position serves as second-line supervisor to (number of branch supervisors) branch chiefs (GS-14) and approximately (total number of mission oriented subordinates) other subordinate mission oriented positions assigned to the Division that includes:

(List mission oriented subordinate positions by series, pay plan and total number of positions assigned)
The representative nonsupervisory work supervised is: ______________________,  GS-12.

OTHER CONDITIONS:

Through subordinate supervisors directs substantial workloads comparable to the GS-12 level or higher.  May also direct technical and complex administrative work comparable to GS-13 level.  Plans, develops, designs, coordinates, executes and maintains major aspects of varied difficult and complex work involving urgent, constantly changing and/or controversial (program area) programs and activities that support public safety regulatory agency missions.  Supervision involves making major recommendations that directly and substantially affect division operations.  Develops, coordinates and recommends internal and external program/policy issues that affect division operations; short and long-term program missions, objectives, goals, schedules and functional or operational initiatives to meet new and technological developments or changes in program, legislation and/or funding requirements; program initiations or eliminations; organization structure changes; program cost reductions and improved operating efficiencies and effectiveness; budget resource allocations; and operating program planning, policies, procedures or regulations. 

Evaluation Statement

Reference:  OPM General Schedule Supervisory Guide

	Factor
	Level 
	Points

	Factor 1, Program Scope and Effect
	1-3
	550

	Factor 2, Organizational Setting
	2-3
	350

	Factor 3, Supervisory and Managerial Authority Exercised
	3-3
	775

	Factor 4A, Nature of Contacts
	4A-3
	75

	Factor 4B, Purpose of Contacts
	4B-3
	100

	Factor 5, Difficulty of Typical Work Directed
	5-7
	930

	Factor 6, Other Conditions
	6-6b
	1325

	                                                                    Total Points
	
	4,105


	                                                                 GS-15 Range
	
	4,055+


