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Description # :
NASA Title 
& Class Code :
OPM Title :
Pay Plan, Series,
& Grade :
Certifications :
Full Performance Level :
Organization
 Structure :
Duty Location :
Activity Location :
Duties Certified :
I certify that this is an accurate statement of major duties and responsibilities of this position and its  organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purpose relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes of their implementing regulations.
 
Classified By :
I certify that this position has been classified/graded as required by Title 5, U.S. Code in conformance with  standards published by 
the U.S. Office of Personnel Management or, if no published standards apply directly, consistently with the most applicable 
published standards. 
 
Description # :
NASA Title 
& Class Code :
OPM Title :
Pay Plan, Series,
& Grade :
Certifications :
Full Performance Level :
Organization
 Structure :
Duty Location :
Activity Location :
Duties Certified :
I certify that this is an accurate statement of major duties and responsibilities of this position and its  organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purpose relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes of their implementing regulations.
 
Classified By :
I certify that this position has been classified/graded as required by Title 5, U.S. Code in conformance with  standards published by 
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published standards. 
 
Introductory 
 Statement :
Major Duties :
Other Duties :
Position Requirements :
Factor Evaluation System (FES)
1. Knowledge
AST Knowledge
Position Unique Knowledge
Position Unique Knowledge
Position Unique Knowledge
Position Unique Knowledge
2. Supervisory Controls
3. Guidelines
4. Complexity
5. Scope and Effects
6. Personal Contacts
7. Purpose of Contacts
8. Physical Demands
9. Work Environment
Supervisory Evaluation Guide (SPEG)
1. Program Scope and Effect
2. Supervisory & Managerial Authority Exercised
3. Coordination & Integration
4. Personal Contacts: 4A - Nature of Contacts
4. Personal Contacts: 4B - Purpose of Contacts
Special Situations
Research Grade Evaluation Guide (RGEG)
1. Research Assignment
2. Supervisory Controls
3. Guidelines & Originality
4. Contributions, Impacts, & Stature
Equipment Development Grade Evaluation Guide (EDGEG)
Part 1 - Product Development Engineering
1. Assignment Characteristics
2. Level of Responsibility
Equipment Development Grade Evaluation Guide (EDGEG)
Part 2 - Project Management Engineering
1. Scope of Assignment
2. Technical Complexity of Assignment
3. Authority & Responsibility
4. Technical & Managerial Demands
Part 3 - Experimental Development
Equipment Development Grade Evaluation Guide (EDGEG)
1. Nature of Assignment
2. Supervision Received
3. Guidelines & Originality
4. Qualifications & Contributions
General Schedule Supervisory Guide (GSSG)
1. Program Scope and Effect
2. Organizational Settings
3. Supervisory and Managerial Authority Exercised
4A. Personal Contacts - Nature of Contacts
4B. Personal Contacts - Purpose of Contacts
5. Difficulty of Typical Work Directed
6. Other Conditions
Narrative Evaluation System
1. Introduction
2. Major Duties & Responsibilities
3. Controls Over the Position
4. Special Qualification Requirements
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	NASATitle: Administrative Officer   NCC 601 - 02
	OPMTitle: Administrative Officer
	PlanGrade: GS - 0341 - 09
	FPL: GS - 11
	OrgStruct: 1000 - OFF OF THE DIRECTOR
4000 - FLIGHT PROJECTS DIRECTORATE
	DutyLocation: 
	ActLocation: GODDARD SPACE FLIGHT CENTER                  
	DutCert: George Barth
	DutCertDate: 10/19/2010 - DEPUTY DIRECTOR FLIGHT PROJECTS FOR
	ClassCert: Nelson S Rodriguez
	ClassCertDate: 10/25/2010 - HUMAN RESOURCES SPECIALIST
	Paragraph1: 
	Paragraph2: 
	Paragraph3: 
	IntroStatement: The incumbent of this position is an Administrative Officer within the Flight Projects Directorate (FPD). The incumbent provides management and administrative support in the areas of human resources management, on-boarding of new employees, the creation of electronic Position Descriptions, and other administrative areas. This administrative support is required for the smooth and effective operation of the organization and to meet a variety of GSFC and FPD administrative requirements.
	MajorDuties: (40%) - Human Resources Administration and Management Work (1 of 2)

Addresses routine day-to-day operating problems or issues within the human resources management and administration advisory functions for the Division. Evaluates and assists in addressing routine human resources operating problems or issues, such as tracking the resolution of a specific classification, leave administration, promotion, training, or staff recognition issue, or administering organization's leave program.

Provides assistance to managers in human resources administrative activities such as coordinating personnel actions and track status to ensure that suspense dates are met. Provides guidance in establishing positions and developing position descriptions, and performs support duties to assist in resolving employee relations issues.

Provides guidance to managers and supervisors in human resources matters such as classification, leave administration, removal and conduct issues, adverse actions, promotions, training, and staff recognition. Serves as primary liaison to the human resources office.

Assists the AO and staff in writing position descriptions, preparing performance plans and appraisals.

Serves as an organization on-boarding representative to ensure timely and smooth hiring for employees which includes civil servants, contractors, foreign nationals and summer interns.

Manages the emeritus program for the Flight Projects Directorate.

(40%) - Human Resources Administration and Management Work (2 of 2)

Identifies and assists in performing liaison tasks to support human resources administrative activities of a routine nature, such answering routine questions affiliated with a particular staffing, classification, leave administration, employee relations, or training issue Requests typically are for an immediate problem for which one or more solutions are readily apparent. Provides guidance to mangers and supervisors in human resources matters.

Provides assistance to managers in human resources administration activities such as coordinating personnel actions and track status to ensure that suspense dates are met. Provides guidance on matters of accepted practice such as guidance on establishing  positions and developing position descriptions, or providing information on the procedures to follow to resolve an employee relations issue.

Assists the AO in managing and coordinating the organization's awards program, which include:

A. Preparation of incentive award nominations, monitoring the preparation and submission of nominations to ensure that the type and number of awards are well within the organization's allocation. 
B. Provides recommendations to management concerning the disbursement of funds for the incentive awards program.

(20%) - Administrative Management 

Assists the AO to monitors administrative management requirements for the Flight Projects Directorate. Applies administrative policies, maintains various systems, and handles travel or other staff requirements.

Drafts correspondence, recommendations, reports, and memoranda related to management and administrative programs and issues.  Provides advice and guidance to managers and employees on questions and situations related to the administrative services provided.

Determines pertinent issues and collects relevant information from a variety of sources. Reviews information and applies standard analytical techniques.


	OtherDuties: Performs other duties as assigned.
	Requirements: This position requires occasional travel.


	PointRange: 1855 - 2100
	Grade: 09
	TotalPoints: 
	Lvl: 1
	Points: 5
	Desc: The environment involves everyday risks or discomforts that require normal safety precautions typical of such places as offices, meeting and training rooms, libraries, residences, or commercial vehicles, e.g., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic signals. The work area is adequately lighted, heated, and ventilated.
	Factor: 
	Degree: 



