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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. 
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Introductory 
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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: Mission Business Manager   NCC 601 - 03
	OPMTitle: Mission Business Manager
	PlanGrade: GS - 0301 - 13
	FPL: GS - 13
	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: 10/20/2010 - HUMAN RESOURCES SPECIALIST
	Paragraph1: 
	Paragraph2: 
	Paragraph3: 
	IntroStatement: As a Mission Business Manager in the Flight Projects Directorate, the incumbent is responsible for providing budget and financial management expertise and developing long-range plans for new or complex programs and projects.
	MajorDuties: (40%) - Performs Work in One or More Administrative Program Areas 

Provides budgeting and financial management for the organization, including  budget formulation, justification, and execution; financial mgmt.; and financial reporting on internal and external Agency programs, advice to mgmt. and program personnel on budgetary and finance issues. As top advisor to mgmt., provides budget management for major, complex programs. Responsible for all aspects of estimating budget, accounting, manpower, and travel system operations relating to planning, analysis, formulation, justification, presentation, execution, and revier of the development, procurement, and modification of significant national and international missions. Exercises responsibility for budget formulation, presentation, and execution. Maintains awareness of the overall status of financial resources for the office in order to react to changing situations with timely recommendations. Participates with management in defending the budget before senior level management. Interacts and negotiates on adjustments or reprogramming in support of major program changes or requirements. Reviews for financial impact. Provides advice and guidance to mission and line managers on the formulation and interpretation of Research and development, manpower, travel, and other resource estimates and the development and execution of comprehensive mission budgets for the acquisition, development, and operation of major, multi-year space missions.

(15%) - Manages Administrative Requirements for Supplies, Property, and Office Moves 

Manages custom requirements for supplies, property, etc., for a large organization. Serves as the principal advisor to the organization on all custom administrative management matters related to supplies, property, and office moves. Actively participates in developing and implementing related administrative requirement policies. Advises on and recommends courses of action pertaining to custom administrative requirements.

(15%) - Performs Financial Control Activities 

Administers and performs difficult and complex fund control activities impacting substantive mission-oriented programs. Reviews, analyzes, and reports on various accounting functions. Identifies regulatory and accounting changes, resource control functions, and operating level problems to ensure funds are efficiently controlled and financial records accurately reflect the status of the organizations financial condition.

(15%) - Identifies and Executes Reprogramming Actions for Internal Agency Programs 
 
Identifies and initiates, reviews, and/or recommends approval or disapproval of requests to reprogram funds between major agency components or operating programs.

(5%) - Identifies and Executes Reprogramming Actions for Programs External to the Agency 

Identifies and initiates, reviews, and/or recommends approval or disapproval of requests to reprogram funds between major agency components or significant organizational segments of an agency, such as a regional office, Center, or major field installation.

(5%) - Enters and Adjusts Data for Internal Agency Programs 

Enters and adjusts data for the integrated internal operating program into a wide variety of reports, forms, schedules, and electronic systems, as well as on integrated agency administered programs. Consolidates data for viable overview of the financial status of operations.

(5%) - Office and Program Planning Work 

Develops long-range plans for new or complex programs. Works with top management to develop long-range management plans for the efficient and effective operation of the organization. Makes the best use of present resources, planning for future needs and implementation of new resources. Assists with the coordination of all requests for additional resources, working closely with others to pull together comprehensive short-range and long-range plans.


	OtherDuties: Performs other duties as assigned.

Responsible for carrying out assigned duties in a manner consistent with the safety policies defined by the supervisor.  Reports safety hazards, potentially hazardous situations, and close calls to the supervisor.  Assists the supervisor to identify and eliminate un-safe conditions.

Responsible for applying quality control systems and quality assurance methods to determine risks and compliance standards for work and implements associated risk mitigation actions. Ensures work meets Agency quality requirements defined in NPD 8730.5 and NPR 8735.2A and agency contracts, as modified.

Serves as technical liaison between the Contractor and the Contracting Officer by monitoring the Contractor's performance and delivery of the final products and/or services under the contract.

Assures technical proficiency and compliance with the technical provisions of the contract by reviewing and verifying the performance of work by the Contractor.

Ensures the Contractor complies with the defined Statement of Work or specifications included in the contract.  Assists the Contractor and the Contracting Officer in interpreting technical requirements of the contract scope of work or specifications.

Reviews and evaluates the Contractor's progress related to expenditures, and recommends approval/disapproval for payment as appropriate.

Recommends and justifies changes desired in scope and/or technical provisions of the contract.
	Requirements: This position requires occasional travel.


	PointRange: 3155 - 3600
	Grade: 13
	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: 



