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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. 
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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: Project Support Specialist   NCC 601 - 03
	OPMTitle: Project Support Specialist
	PlanGrade: GS - 0301 - 12
	FPL: GS - 12
	OrgStruct: 1000 - OFF OF THE DIRECTOR
4000 - FLIGHT PROJECTS DIRECTORATE
4500 - EXPLORATION and SPACE COMM PROJ DIV
4520 - SPACE NETWORK PROJECT
	DutyLocation: 
	ActLocation: GODDARD SPACE FLIGHT CENTER                  
	DutCert: Ted C Sobchak
	DutCertDate: 01/04/2011 - (GSFC-4520)
	ClassCert: Nelson S Rodriguez
	ClassCertDate: 01/10/2011 - HUMAN RESOURCES SPECIALIST
	Paragraph1: 
	Paragraph2: 
	Paragraph3: 
	IntroStatement: The incumbent serves as a Project Support Specialist (PSS) in the Flight Projects Directorate.
	MajorDuties: (40%) - Research and Analysis Work 

Researches and analyzes unstable or complex program issues. Reviews information, reconciles conflicting data, and devises new or modified methods to analyze findings. Develops recommendations and proposals. Develops major documents and reports such as the Monthly Status Review (MSR), and Management Program Review (MPR). Assignment includes gathering information to be used in these presentations. Coordinates with project elements to ensure timely submission of reports in accordance with stated schedules required by Directorate and GSFC management. The incumbent will work with on site contractors and other in-house sources to ensure completeness, accuracy, and timeliness in the preparation of these reports. Collects and compiles manpower data inputs for budgets and monthly management reports, and prepares variance analysis. Monitors application of in-house labor reported against the project's allocated manpower levels. Investigate and report variance to management. Serves as the project property administrator, maintains automated database for monitoring and controlling project property to ensure that inventory, protection, and disposition of all property is in accordance with prescribed regulations. Analyzes property database to advise management of projected needs to aid in future funding. Participates in project manpower activities, including the formulation of Statement of Work, Strawman models, planning
documentation, etc.

(40%) - Analyzes Data and Information for Work Assignments 

Analyzes reports, budgets, studies, operating procedures, manuals, and other data related to broadly supervised work assignments and developmental activities. Assist the supervisor in all configuration management control activities. This will include assistance with the documentation of the exact configuration of all interrelated hardware, software, and service requirements of a project. The incumbent will assist by collecting data and disseminating information of configuration management aspects of the project's activities. Coordinates budget activities for the project's travel funds. Monitors actual travel cost versus planned expenditures; investigates and reports variance to management.

(10%) - Performs Operational or Program Work Assignments ( 1 of 2)

Under the supervision of the designated supervisor, completes a work assignment in a specific series in an assigned service unit. Receives training and develops familiarity with the work processes of the occupational field and specific job. Plans and carries out the assignment and resolves most of the conflicts which arise. Coordinates work with others as necessary and interprets policy on own initiative in terms of established objectives. Informs supervisor of progress, potentially controversial matters, or far-reaching implications. 

Coordinates budget activities for the project's travel funds. Monitors actual travel cost versus planned expenditures; investigates and reports variance to management. 

Coordinates all project space activities with the appropriate organizations within the Management Operations Directorate, such as space utilization and surveys, space requirements, identification of general and special purpose space, etc. Coordinates facilities modifications with those organizations associated with personnel moves, repairs to existing facilities, etc.

(10%) - Performs Operational or Program Work Assignments ( 2 of 2)

Coordinates all project space activities with the appropriate organizations within the Management Operations Directorate, such as space utilization and surveys, space requirements, identification of general and special purpose space, etc. Coordinates facilities modifications with those organizations associated with personnel moves, repairs to existing facilities, etc.

Initiates requests for telephone changes in concert with physical moves of project personnel and establish move schedules with the GSFC transportation organization. Initiates requests for telephone changes in concert with physical moves of project personnel and establish move schedules with the GSFC transportation organization.


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


	PointRange: 2755 - 3150
	Grade: 12
	TotalPoints: 
	Lvl: 1
	Points: 5
	Desc: Work is typically performed in an adequately lighted and climate controlled office. May require occasional travel
	Factor: 
	Degree: 



