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| NTRODUCTI ON

The U. S. Agency for International Devel opnent (USAI D)
supports the use of team based organi zational structures to
best acconplish its devel opnent objectives. Team based
organi zati ons are being established at overseas mssions to
acconpl i sh specific Agency strategic objectives (SOs).

M ssions have identified to the Policy and Program

Coordi nation (PPC) staff the need for guidance on how to
use the Agency’s human resources (HR) prograns to support

t eam based organi zational structures. This handbook

provi des such HR gui dance.

Thi s handbook will be divided into five parts. Part | wll
provide a brief overview of organizational design as

concept. In Part Il pertinent parts of ADS 102 w || be
referenced and procedures for submtting team based
reorgani zati on proposals outlined. Part 111 defines the

conpet enci es needed to function effectively in a team
environnment. Part IV identifies HR tools available to
support team based structures as they apply to the Foreign
Service (FS) and Foreign Service National (FSN) personnel
systens. Part V provides questions and answers of |ikely
interest to mssion staff. Due to the unique requirenents
of civil service HR, a separate handbook is being devel oped
for supporting team based organi zations in USAI DJW

ORGANI ZATI ONAL DESI GN AS CONCEPT

Organi zati onal design decisions inpact all functional areas
of HR including classification, recruitnment, enployee

devel opnment and performance managenent. The two nopst
common organi zati onal design nodels are hierarchical or

t eam based.

The Hi erarchical Mbdel. 1In the late nineteenth and early
twentieth centuries U S. industrial growh required the
rapid assimlation of a largely agrarian and inmm grant
wor kf orce. Contenporary theorists advocat ed breaking jobs
down into their sinplest parts. O ganizations were aligned
around specific functions that were often subdivided into

i ndi vi dual processes. Spans of control were limted to
better supervise a largely unskilled workforce, oftentines
having limted English | anguage skills. Md-Ievel

managenment was required in order to coordinate the




activities of the specialized units into a final product.
The hi erarchical nodel nmet the demands of its day. |In
today’ s gl obal econony its costs are seen to outweigh its
benefits. Specialization breeds bureaucratic ganmes as
“turf” becomes nore inportant than product delivery.
Mul ti pl e supervisory |evels inpede and distort

communi cations and increase overhead costs by adversely
impacting the ratio of “doers” to “reviewers.”
Nevert hel ess, task specialization remains the best way to
bring | arge nunbers of new nenbers into an organization or
to coordinate the activities of |arge nunbers of people and
huge anmounts of material on short notice.

Team Based Mbdel s. In team based organi zati ons each
specialist applies his or her expertise to nanage a team
program conplete a project, or resolve a problem |In sone
cases work may be assigned so that one person provides
virtually full-service to a custoner by resolving issues

t hrough application of know edge of nultiple team

speci alties.

In team based organi zations, the role of the team | eader is
not necessarily as clearly defined as in a hierarchical
structure. In self-managed teans, the planning and
assignment of work are done by the team nmenbers thensel ves.
I n supervised teans, the Team Leader nmay exercise the

cl assic supervisory duties of planning and assi gni ng worKk.
The Team Leader may al so exerci se personnel managenent
responsibility over team nenbers (see the next section for
a conprehensive outline of typical supervisory duties).

Since team nenbers will conme fromspecialty areas, it is

i mportant that newy established teans plan how to
successfully integrate each nmenber into team operations.
This requires defining the role of the team | eader and the
roles and responsibilities of team nmenbers. Wen goi ng
froma specialist to a generalist role, nmenbers usually
require additional training to render themfully capable.
Addi tional technical guidance may al so be required from
outside the teamin order to acconplish certain operations.

As outlined in ADS 102, teans are further distinguished by
being either a parallel or an aligned team Parallel teans
are typically established for short periods of tinme. The
teamis frequently conposed of nmenbers from both inside and
outside the unit/office. Since they are of short duration,
paral l el teanms usually do not appear on an organi zation



chart. The |eader of a parallel teamrarely has
supervisory responsibilities. An aligned teamtypically is
a permanent substitute to the classic hierarchical

organi zation. This is an ongoing arrangenent, nenbers are
permanent|ly assigned to the team and the Team Leader
usual | y has supervisory responsibilities. An aligned team
is reflected on an organi zation chart.

Team based organi zati ons have the potential for overcom ng
t he dysfunctional aspects of the hierarchical nodel. At
their best teans create a synergy whereby new i deas and
concepts are applied to resol ve custoner problens at the
point of initial contact. SO based teans can easily focus
on results through their shared understanding of the entire
project. The active involvenent of custoners in team
operations can enhance conmuni cati ons and an under st andi ng
of the decision-naking process. The active participation
of custoners in the process will lead to their support and
advocacy for team decisions. However, unless properly

pl anned, the mgration froma hierarchical to team based
structure can result in chaos and severely di m ni shed
custoner service. Structural reorganizations fundanentally
i npact process design necessitating a bottomup review of
comuni cati ons and paper flow. Team based organi zations
can lack the role clarity of hierarchical structures. Wen
coupl ed with comruni cations problens and ill-defined

| eadershi p tasking, finger pointing and ri sk avoi dance
becone the norm

PROCEDURES FCR SUBM TTI NG TEAM BASED
REORGANI ZATI ON PROPCSALS

Policies and procedures for establishing team based
organi zations are outlined in ADS 102 “Agency

Organi zation.” The Ofice of Human Resources, Policy,

Pl anni ng, and I nformati on Managenent Division (MHR PPIM
provides primary staff support to m ssions in devel oping
and review ng team based reorgani zati on proposals.

Par agraph 102.5.3 specifically addresses the use of Teans
and Teamwork wthin USAID. As in any reorganization,
establ i shnment of team based organi zational structures
requi res nethodi cal planning and on-goi ng conmuni cati ons.
Movenment to a team based structure need not jeopardize job
security or current grade |evels



It is recommended that m ssions noving to team based
organi zations initially devel op a rough organi zati onal
chart with functional statenents for team nmenbers that:

B |dentify problens associated with the current structure.
Qutline how novenent to a SO focused team based
or gani zati on enhances internal m ssion comrunications,
communi cations with USAID)W and responsiveness to
custonmer concerns.
B Establish criteria for team nenbership. Define the roles
and responsibilities of USAID staff as conpared to
contractors, representatives of non-governnent
organi zati ons, and representatives fromthe host country.
B ldentify the role of the teamleader. WII the team
| eader exercise full “supervision” over the team by
performng all or nost of the follow ng functions:
¢ Assigning work to positions and reviewing work in a
manner that permts each nenber to contribute
effectively to team success;

¢ developing criteria for determning the nost qualified
peopl e for selection to fill vacanci es;

¢ assessing skill levels and scheduling people for
trai ning and devel opnent activities, whether form
cl assroom or on-the-job. [NOTE: In the initial phases
of mgrating to a team based organi zation, it is
especially inportant to identify who is responsible
for defining team conpetency profiles and nonitoring
t he devel opnent of these conpetencies.];

¢ evaluating performance, providing feedback, and
nom nating for awards or addressing deficient
per f ormance; and

¢ initiating appropriate conduct-based action consi stent
wi th Agency standards.

B Establish the reporting relationships for the team
| eader. Articulate whether the M ssion Director/Deputy
approve significant decisions and how the SO teamreports
to USAID)W Identify decisions the teamcan nake itself.

B Determ ne where team nenbers go for technical assistance
in their specialty area. State whether functional
organi zations will remain in place at the mssion to
provi de senior advice and guidance. |If not, identify
where this expertise will be obtained.

B Define whether this is likely to be a long-termor short-
termteamassignnment. |If short-term describe where team
menbers will be assigned once the activity is conplete.



B Devel op an inplenentation schedule with target dates for
approvi ng the concept, briefing mssion staff, training
t eam nmenbers, and noving to the team based structure.

A draft of the organizational structure, functional
statenents, and inplenentation schedul e should be sent to
MHR/ PPIM for initial review and conment. It is enphasized
that at this stage the process remains informal. M ssions
shoul d identify what structure and reporting rel ationships
best support SO acconplishnment. The inpact of establishing
a team based organi zati on upon the m ssion workforce wll

t hen be addressed throughout the inplenentation process.
Upon conpl etion of the initial review MHR/ PPI M and the

m ssion will reach consensus as to next steps. It wll be
determ ned at this point as to whether an assist visit to
the m ssion i s necessary.

THE COVPETENCI ES NEEDED TO FUNCTI ON
EFFECTI VELY IN A TEAM ENVI RONMENT

Over the last several years, the U S. private sector has
had consi derabl e success using team based structures to

i nprove comruni cations and custonmer responsiveness, while
reduci ng overhead costs. For teans to effectively address
short-term operational requirenents, while concurrently
envisioning long-termstrategic priorities, each team
menber nust possess:

1. Technical conpetence. Since each nenber of the teamis
expected to provide specialized expertise, being
technically conpetent in her or his programarea is
prerequisite to team success. This is especially
i nportant when there is no technical supervision
avai l able fromwithin the team Teans nust establish
conpet ency- based devel opnent prograns that regularly
updat e each nmenber’s technical skills consistent with
evol vi ng Agency requirenents.

2. The ability to work as a team nenber. The elimnation
of hierarchical and clearly defined |ine/staff
relati onships is sonetinmes unsettling to enpl oyees:
especially those who have cone to place great val ue
upon having a defined status within the organizati on.
Sonme team nenbers will find the natural cross training
required in order to understand team operations and
provi de on-goi ng support to multiple diverse custoners
traumati c. Sublimating individual recognition needs




for team success is not easy for sone. Yet a thorough
under st andi ng and acceptance of team dynamcs is
essential to both individual and organi zati onal
success. This requires an aggressive transition plan
for position restructuring, recruitnent, training, and
per f or mance eval uati on

3. The analytical skills necessary to eval uate team
ef fectiveness and nmake reconmendati ons for inproving
team operations. SO based teans within USAID are
dynam c and ever evolving. This requires that nenbers
t hensel ves be able to eval uate team performance using
accepted quantitative and qualitative assessnent tools.
Trai ning and performance criteria that reinforce the
application of these tools are prerequisite for |ong-
termteamviability.

USI NG HR TOOLS TO SUPPORT TEAM BASED STRUCTURES

Movenent froma hierarchical to a team based structure
impacts all of the major HR functional areas. Realignnment
of duties will require the rewiting of position
descriptions. The criteria for selection nmay change
significantly with a greater enphasis on interpersona
skills. Training and devel opnent prograns will need to
focus on providing the necessary conpetency-based tools to
performeffectively in a teamenvironnent. Performance
criteria wll likely put nore enphasis on team supportive
behavi ors and acconpli shnents.

In this section we wll address HR i ssues by functional
area (position classification, recruitnent, training and
devel opnment, and perfornmance managenent) in the FS and FSN
personnel systenms. Current prinmary points of contact are
listed at the end of this handbook for easy update as
responsi bl e personnel change.

Position Classification. This is the functional area in
whi ch the FS and FSN systens nost differ. A conparison of
basic FS and FSN cl assification concepts will be foll owed
by suggestions for witing position descriptions that
effectively outline teamrel ationships.

B The FS personnel systemis a rank-in-person system As
such, an assignnent to a teamin whatever capacity does
not directly inpact the person's pay. The assignnent of
duties to the position will inpact the classification of



the position and may very well inpact a Foreign Service
Oficer's (FSO s) conpetitiveness for future pronotional

opportunities as will be noted in the section on
per formance managenent. FSOs may be assigned as team
menbers and are likely to fill team | eader positions.

Therefore, in witing FSO position descriptions under a
team concept it is especially inportant to define
supervi sory responsibilities.

The wor kl oad pl anning, work allocation and personnel
managenent responsibilities of team | eaders nust be
clearly defined for teans to perform successfully. The
FS classification system does not recogni ze an i nherent
di fference between supervisory duties whether perforned
in a hierarchical or team based organization. Cdearly
defined authority and responsibility for team operations
will make it easier to define and nmeasure the FSO s

| eadership skills and abilities.

Utimately, the role of the team | eader nust reflect the
operational conditions and priorities of the m ssion.
Nonet hel ess, a participative supervisory nodel wll
likely prove appropriate. Under this nodel the team

| eader is delegated authority to manage the day-to-day
operations of the team The team | eader renains
responsi bl e for team performance, including its ability
to neet tinelines and acconplish its strategic

obj ectives. The team | eader exercises direct supervision
over team nenbers, including full responsibility for

per sonnel managenent functions. Team nenbers are

consi dered technically conpetent (or a nmentoring program
to establish requisite conpetencies is underway),
requiring no technical supervision fromthe team| eader.
Supervision is goal oriented, coordinating team expertise
in a collegial, problemsolving climate.

The FSN systemis a rank-in-position systemwhere duties
and reporting relationships in general and responsibility
for | eading or supervising others in particular can
directly inpact the incunbent’s grade and pay.
Classification standards currently in use provide two
ways of addressing supervisory responsibilities. Sone
standards describe a particular type of position that is
typically supervisory, i.e. Mintenance Supervisor
Personnel Specialist FSN-11, Shipnent Supervisor, etc. In
ot her cases, the supervisory guidelines are applied to a
position after the non-supervisory work has been



classified. Supervisory duties may not inpact the final
grade level, especially in the case of higher graded FSN
positions where their duties as an expert in a subject
area and not supervision are grade controlling.

There will be occasions when FSNs serve as Team Leaders.
To properly evaluate the inpact of Team Leader duties
upon the classification of an FSN position, the position
description, at a mninmum needs to clearly address the
FSNs authority to plan and assign work. In addition, it
nmust define the nunber and types of positions reporting
to the Team Leader, including whether they are FSN, FS,
PSC, etc. Finally, the FSNs authority to take personnel
actions nmust be clearly outlined to include: witing PDs,
initiating actions to fill positions, selecting

candi dates for positions, authorizing and scheduling

trai ning, and dealing with conduct and perfornance issues
(i ncluding the annual performance appraisal). It is
understood that FSNs are restricted fromsigning the

per sonnel paperwork for FSOs. Nevertheless, if the FSN
has the authority to provide counseling, recomrend

di sciplinary actions, and input to the perfornmance

apprai sal, usually over junior FSOs, supervision can be
credited for classification purposes. |In such cases it

i s understood that the FSN Team Leader's recomendati ons
are seriously considered by the FSOs who have the actual
signatory authority to sign AEFs, initiate discipline,
etc. The key is to properly credit for classification
pur poses the FSN Team Leader's authority to substantively
i nfl uence personnel decisions involving FSGCs.

Est abl i shnent of a team based organi zation inpacts the
classification of non-supervisory as well as Team Leader
positions. Teans frequently require their nmenbers to
performa greater variety of duties in diverse functiona
areas than is the case in a specialized functiona

organi zation. When diverse duties are assigned, work
performed is oftentinmes properly classified in nultiple
classification series. In such teamenvironnents, the
"m xed position rule" permts work covered by three
separate occupational groups each perforned for at |east
25% of the tinme, and all at the sane grade |evel to be
classified at the next higher grade. The intent of this
rule was to give classification credit for variety and
conpl exity when each separate type of work required a
separate body of know edge. In m xed positions the
classifier nmust identify the grade |evel of work



performed in each classification series. Under current
guidelines, if three series can be identified where work
is perforned at | east 25% of the time at the highest
grade level, than an additional grade can be added to the
classification of the position. Certain conbinations of
duties will neet the intent, if not the letter, of the

m xed position rule. For exanple, if at leasts three
occupational groups are represented by work performed for
75% of the position's total tinme and all are at the sane
hi ghest grade | evel, adding a bonus grade for variety
fulfills the intent of the m xed position rule. [If you
have questions regarding m xed series classifications,
call the HR/ POD specialist servicing your m ssion.

Suggestions for witing position descriptions (PDs) that
effectively outline teamrelationships. In witing PDs
that give proper credit to FSOs and FSNs for their duties
and responsibilities, it is especially inportant to

nmet hodi cal | y address each of the foll ow ng:

B Duties. Describe both their technical duties and define
their responsibilities for participating in team
activities to anal yze team operations, redesign
processes, and inprove custoner responsiveness. Be sure
to clearly define those duties involving | aws,
regul ati ons, processes, procedures, or relationships that
are unique to that overseas area -- in particular those
where the incunbent serves as the |ocal conpetent
authority, providing advice and gui dance to ot her team
menbers.

B Supervision received. Be clear in defining where the
team menber is to go for assistance if she or he cones
across an issue that cannot be resol ved w thout sone
techni cal advice from soneone in her or his specialty
area. |s technical support available fromothers within
the mssion? Froma regional office? FromUSAIDW O,
is the incunbent considered to be the m ssion authority?
Al so address how closely work is reviewed for technical
accuracy. Are the incunbent’s recommendati ons accepted
by the team | eader as technically authoritative, and
reviewed only in terns of conpliance with m ssion
policies and priorities?

B Wrking relationships. Be precise in defining the
i ncunbent’s authority to represent USAID with host
country officials and other customers of the team \Wen
they deal with custoners, is it nmainly for the purpose of
exchangi ng i nformation? Do they have the authority to




negoti ate i nplenmentati on schedul es and rel ated issues
where the custoner may not be in agreenent with the
Agency position? Are they involved in sensitive
negoti ati ons, representing the Agency when the outcone
coul d fundanmentally inpact the USE host country

rel ati onshi p? Wat authority do they have to commt the
Agency to courses of action with their custoners?
Identify their role within the teamstructure. Do they
provi de advi ce and gui dance to nore junior nmenbers of the
tean? If so, in what context?

Non- supervi sory duties and responsibilities need not be

di m ni shed when noving froma hierarchical to a team based
structure. In sonme cases the |lack of imredi ate techni cal
supervi sion and expandi ng teamresponsibilities could have
a positive inpact upon individual position classifications.
Two points are reenphasi zed. First, do not attenpt to
design teans in anticipation of negative classification
consequences. Organi zational design should drive the
classification process and not vice versa. Second, the
early invol venrent of PPC and M HR/ PPI M experts in the
redesi gn process will avoid last mnute surprises and
ensure execution of the team concept with m nima

di sruption to m ssion operations.

Otentinmes the classification of mssion positions by
HR/ POD i s del ayed due to inconplete paperwork in the
original subm ssion. To nmaxim ze the possibility that
HR/ POD staff can expedite your classification requests,
m ssions are requested to include the following in their
subm ssi on packages:

B The position description.

B A & E prepared by post

B O gani zation chart reflecting all positions: USDH USPSC,
FSN, PIT, etc.

B Organi zation chart of both the unit where position is
| ocated and one for the entire m ssion showi ng where the
unit is |ocated.

B Statenent as to why the request is being nade — i s post
havi ng problens? Is this an exception that nust be
approved by Washington? Is this a situation where post
doesn’t have classification authority for whatever
reason, etc.?

In addition a request for a nulti-grade pronotion nust
addi tional ly include:



B The enployee’s current assignnent (title, series, |evel
of current position).

B Date enpl oyee was assigned to that position

B A copy of enployee’ s nost recent performance eval uation
(to ensure duties of PD are consistent with actual work
assi gnnent s)

B Discussion of enployee’s qualifications conpared to the
qualifications identified in the standards for the grade
| evel you wish to wish to pronote.

Recruitnment. |In establishing team based organi zations, it
is inmportant to consider what know edge, skills, and
abilities (KSAs) are required if team nenbers are to
function effectively. The Agency has established
conprehensi ve assessnent tools as part of the rating,
ranki ng, and sel ection process for FSGs entering its New
Entry Professional (NEP) program These criteria can be
easily applied to the FSN recruitnment process. M ssions
wi shing additional information on crediting plan

requi renents can contact M HR/ POD.

Eval uation criteria for non-supervisory positions should be
at four levels: superior, acceptable, mniml, and
unacceptable. A mninmm of three elenments should typically
be addressed:

B Techni cal know edge.

¢ Superior. Defined as know edge directly related to
m ssion progranms that will permt the applicant to
performa full range of typical functions under
limted technical supervision after receiving
orientation to m ssion prograns and operati ons.

¢ Acceptable. Good know edge of the discipline through
academ c training or experience. However, a specific
training programw |l be required in order to augnent
this technical know edge so it can be applied to
m ssi on prograns and operations under |imted
techni cal supervision

¢ Mnimal. Some know edge of the discipline to be
filled. However, a substantial amount of training and
suppl enmental experience wll be required before this
applicant will be able to performunder limted
techni cal supervision




¢

Unaccept abl e. Does not neet the mininmal |evel.
Typically this would elimnate the applicant from
further consideration.

B Skill in representing the Agency and gaining the

cooperation of others.
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¢

¢
¢

Superior. Shows significant experience in one or nore
prof essi onal positions successfully dealing with
custoners where the applicant was required to convince
the custonmer to follow a recomended course of action.
To qualify at this |level, the applicant nmust also
denonstrate experience successfully working as a
menber of a team focused upon acconpli shing shared
goals. Participation in sports requiring coordination
of teamefforts can be used to denonstrate this
experience, provided that applicant can provide
satisfactory exanples of how they incorporated team
concepts into their own individual behavior.

Know edge of analytical tools for evaluating process
desi gn and/or team performance [e.g., flow charting
experience, planning tools such as Program Eval uation
Revi ew Techni que (PERT) or Critical Path Method (CPM,
or statistical applications] may be substituted for

t eam experi ence.

Acceptabl e. Experience in any position that
denonstrat es successful custoner relationships,

t eammwor k, or possession of analytical tools as
described at the superior |evel.

Mnimal. A positive work history.

Unacceptabl e. Negative information that indicates an
inability to work well with others

B Conmmuni cations skill. NOTE: In order to be eval uat ed

under this or other elenents, the applicant nmust neet the
m ssion’s mni mum | anguage requirenments for English and
t he host-country | anguage.

¢

¢

¢

Superior. Denonstrates considerable experience in

bi I i ngual environnments making witten and oral
present ati ons addressi ng professional issues requiring
probl em articul ati on and anal ysi s.

Acceptabl e. Successful experience in any setting
making witten or oral presentations in English and

t he host-country | anguage.

Mninmal. Meets mnimum m ssion | anguage requirenents.




¢ Unacceptable. Cannot denonstrate m ni mum | anguage
requirenents.

Trai ni ng and Devel opnent. Training requirenments for
mgration to a team based organi zati on shoul d be
established by the m ssion as specific conpetencies to be
denonstrated by team nenbers. Conparing the requirenents
of the position with its incunbent’s current know edge,
skills, and abilities typically identifies training needs.
Text books call this a “gap” analysis. It is recommended

t hat individual devel opnent plans (IDPs) be established for
each team nenber. At a mninmum they should address the
fol | ow ng:

B Additional technical know edge required to assist the
teamin acconplishing its objectives.

B Skills required to successfully work wth custoners and
function effectively as a team nenber. Team | eaders w ||
have additional requirenents in this area.

B Analytical tools needed to eval uate team perfornmance and
make reconmendations for inproving its operations.

The HR Learning Support Division (MHRLS) has devel oped
conpr ehensi ve conpetency profiles for FSOs, by backstop and
tied to the existing FSO pronotion precepts. Mssions are
encouraged to work with the MHR/LS staff in identifying
how t hese conpetency profiles can be adapted to m ssion
needs and formthe basis for relevant |DPs.

Per f ormance Managenent. Establishnment of team supportive
performance criteria will vary by personnel program

B Performance criteria for FSOs. FSO performance
obj ectives for leading or participating in team based
organi zati ons shoul d be devel oped with pronotion precepts
clearly in mnd. The performance objectives should
reflect the organi zational design and duties assigned in
the position description. It is especially inmportant for
team | eaders to have PDs and performance objectives that
successful |l y address goal acconplishnent, |eadership,
i nterpersonal, and comunications skills. It is
recommended that m ssions devel opi ng team based
per f ormance objectives submt the proposed standards to
M HR/ LERPM for comment prior to establishment.

B Performance criteria for FSNs. It is recormended t hat
FSN performance criteria be established to nmeasure both




behavi ors and acconplishnment of specific finite goals.

The followng criteria are recormmended (and specifically

address the sane elenments used to select and train team

menber s) :

¢ Effectiveness in contributing to the acconplishnment of
t eam goal s.

¢ Technical know edge of assigned area.

Ability to work effectively as a nenber of a team

¢ Success in conpleting training and devel opnent
activities.

¢ Conmmuni cations skills.

<

QUESTI ONS AND ANSVEERS

Q "Isn't it nore difficult to work in teanms as USAI D
shrinks in staff?"

A "In fact, the smaller the posts, the nore teamwork
beconmes the only way to get work done, and a nore

hi erarchi cal structure becones harder to inplenent..."

Q "It seens to take a lot of tine to get teans organized,
isn't this a waste of tinme?"

A. "Yes, that's right; it doesn't happen overni ght.
Changi ng structures on paper is the easy part. But it's
worth the cost in ternms of overall enpowernent...."

Q "Howdo I get really good people interested in ny snal
program which has few people to supervise?"

A. "By ensuring that they understand how the organi zation
of the position and its duties relate to the Foreign
Service Oficer pronotion precepts. |In particular,
enphasi ze their opportunity to manage entire projects
through nultiple disciplines requiring the active
cooperation of nmultiple direct-hire, indirect-hire, NG and
host-country staff and officials.

Q "What's the difference between a supervisor and a

| eader ?"

A.  "Supervisors plan, allocate, and nonitor the work of
subordinates. Typically this is done on an on-goi ng
program or project basis and nmay involve acconplishnent of
the Agency's strategic goals. |In addition supervisors
exerci se personnel managenent responsibilities over

subordi nates, including the witing of position
descriptions, selecting candidates to fill positions,

aut hori zing and scheduling training, initiating performance



and conduct related actions, and nom nating for awards.
Leaders al so plan and allocate work, but usually on a
short-termdaily or weekly basis. Leaders typically do not
exerci se personnel managenent responsibilities over
subor di nat es beyond approvi ng enmergency | eave and pl anni ng
360 input to the perfornmance managenent program

PRI MARY PO NTS OF CONTACT AS OF June 15, 2000

Organi zation Nanme Phone
PPC/ PC Aivier Carduner (202) 712-4976
PPC/ PC Tony Pryor (202) 712-4197
HR/ PPI M Deborah Lew s (202) 712-0936
HR/ POD Ti m W nchel | (202) 712-5343
HR/ LS Jinny Sewel | (202) 712-0219

HR/ LERPM Steve CGonez (202) 712-5192



