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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                                CONTINUE IN ITEM 4



3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: Commanding Officer, MOC-Atlantic
	From Name: Commissioned Personnel Center
	Routing Code: CPC2
	Address: 8403 Colesville Road
Suite 500
Silver Spring, MD  20910

	Telephone Number: 3017133444
	Telephone Extension: 
	Billet Title: Executive Officer, NANCY FOSTER
	Billet Number: 0781
	Rank Requested: O-3 
	GS_GM Equivalent: Mate
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: Commanding Officer, NANCY FOSTER
	Supervisor_Telephone Number: 8439916326
	Supervisor Telephone Extension: 
	Educational Requirements: Per NOAA Corps entry standards.
	Other Qualifications: Successful completion of previous Operations Officer tour aboard any NOAA vessel, 36 months sea duty and qualification as a SWO.  Successful completion of all REFTRA modules within previous 12 months of reporting date, or having met recency requirements as set forth in "Refresher Training" found in Chapter 4 of NOAA Corps Regulations.  (Cont. in SECTION 4)
	Billet Description: NANCY FOSTER's mission is to conduct coastal oceanographic and ecosystem research, primarily in support of NOAA's Office of Ocean and Coastal Resources Management and the National Sea Grant program.  NANCY FOSTER also has the capability to rapidly respond to natural disasters in support of commerce and transportation. 

The Executive Officer is the direct representative of the Commanding Officer. All orders issued by him/her as such representative shall have the same force and effect as though issued by the Commanding Officer and shall be obeyed accordingly by all persons within the command.  In the performance of his/her duties, he/she shall conform to and effectuate the policies and orders of the Commanding Officer and shall keep the Commanding Officer informed of all significant matters pertaining to the command.  The Executive Officer shall be primarily responsible, under the Commanding Officer, for the organization, performance of duty, and good order and discipline of the entire command.  In the absence or incapacitation of the Commanding Officer, the Executive Officer assumes full command of the vessel with all attendant responsibilities.

The incumbent should have extensive experience with ship handling and small boat operations as the ship often maneuvers in confined and congested waters, routinely deploying multiple small boats both inshore and offshore in unprotected waters.

Administration 50%      Management 25%     Technical 0%     Operational 25%
	Supervisory Billet_Yes: x
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 18
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: a. Prepares the watch and emergency station bills to ensure safe navigation and operation of the vessel by adequately trained personnel.
b. Formulates and executes the ship's budget in coordination with department heads and MOC-A.  Tracks and approves ship-related expenditures.
c. Initiates personnel actions, including hiring, promotion, disciplinary action, termination, augmentation, and awards.  Oversees T&A reporting and maintains personnel records.
d. Supervises and coordinates the duties, training, leave, and travel of ship's personnel. Acts as direct supervisor of all departments (except engineering) and officers.
e. In conjunction with the Commanding Officer and the Operations Officer, coordinates the operational plans and schedules of the command.  Interfaces with the scientific complement as needed.
  
	Reset Page 1: 
	Continue in Item 4: 
	Career Development Opportunities: 
The billet provides the incumbent with daily supervisory and oversight responsibilities which prepare the incumbent for a wide variety of positions throughout NOAA programs.  In addition, the position prepares the officer for a subsequent sea tour as Commanding Officer.




	Additional Comments: 
QUALIFICATIONS (Cont.) An officer who holds a valid USCG license may be required to complete some training prior to reporting.  This will be addressed on a case by case basis.  Completion of GMDSS and all other STCW95' requirements as required by a vessel of this particular tonnage is required.  Completion of Executive Officer Workshop Training.




DUTIES AND RESPONSIBILITIES (Cont.)

f.  Makes frequent inspections and takes remedial action to correct defects, as needed.  Plans and executes drills and other realistic emergency scenarios to ensure an adequate readiness condition is maintained.
g. Ensures that all prescribed or necessary security measures and safety precautions are understood and strictly observed.
h. Conducts monthly meetings with ship's complement to discuss safety concerns, employee/management issues, and Equal Employment Opportunity issues.
i.  In conjunction with the CB, certifies crew members as competent to operate deck machinery and equipment, as well as small boats.
j.  Performs other duties as may be assigned, such as management of accountable property, ship's vehicles, and inport logistics.
	Supervisor Signature Date: 
	Reset Page 2: 
	New Billet_No: X
	Billet Priority_A: X
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 


