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WORK ROLE: 24BL
WORKRCLE TI TLE: Drug Program Coordi nat or

WORKROLE DESCRI PTI ON:
Drug Program Coordi nators performa w de range of duties associated wth the Federal Drug-Free Wrkplace Program
(Executive Order 12564). They schedul e and conduct in-house urine specinen collections for NGA enpl oyees, schedul e
applicant and renpote site collections, and performrel evant database and adm nistrative activities in support of the
program Drug Program Coordinators track all drug testing results, deferrals, and followup testing as required by the
Medi cal Review O ficer (MRO).

ODNI__ CORE COVPETENCI ES FOR ALL EMPLOYEES OF THE | NTELLI GENCE COVMUNI TY:
Adaptability Bui | di ng Prof essi onal / Techni ca Cont i nual Lear ni ng
Creative Thinking Enterpri se Perspective Exploring Alternatives
| nf | uenci ng/ Negoti ati ng | nf ormati on Shari ng | nt erpersonal Skills
Mul ti-medi a Comuni cati on Oral Conmuni cati on Policy and Directives
Resour ce Managenent Respect for Diversity Si tuati onal Awareness

Synt hesi s Witten Comrunication
WORKROLE FUNCTI ONAL COVPETENCI ES:
Skills
Advi si ng/ Consul ti ng Coor di nati on Cust oner Service
Data Entry Organi zati onal Representation Process Anal ysis and | nprovene
Recor ds Managenent Speci men Col | ection
Know edges

Et hi cal conduct Gvt enpl oyees
HHS mandatory gui delines for F
NGA org, mi ssions, & vision
Oversi ght procedures

FO A and privacy acts

Medi cal docunentation

NGA products and services
Peopl eSoft adm & maint & rept

Fed Executive Order 12564
NGA instruct for drug abuse te
NGA security plcy & prcds

EDUCATI ON/ LI CENSES/ CERTI FI CATI ONS:

ENVI RONVENTAL/ PHYSI CAL  REQUI REMENTS:

UNCLASSI FI ED/ / NONE/ / NONE



