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Position

Requirements Document Cover Sheet Position Numbe
r: 13085

Classification: Management Analyst (Manpower), NH-0343-11

Local Title:
Employing Office L ocation: Orlando, FL
Duty Station: Orlando, FL

OrglInfo: Agency: Assistant Secretary of the Army (Acquisition, Logisticsand Technology) ASA (ALT)
1t Div:  Program Executive Office, Simulation, Training and I nstrumentation (PEO STRI)
2nd Djv:  Business Operations Office
3rd Div:
4th Div:

Supervisor’s Certification: | certify that thisisan accurate statement of the major duties and responsibilities
of this position and its or ganizational relationships, and that the position is necessary to carry out

gover nment functionsfor which | am responsible. This certification is made with the knowledge that this
information isto be used for statutory purposesrelating to appointment and payment of public funds, and
that false or misleading statements may constitute violations of such statutes or their implementing
regulations.

Immediate Supervisor: Mack R. Perry

Title: Business Operations Officer (Acting)
Signature:
sl Date: 1Mar 04

Higher Supervisor or Manager:

Title:
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Signature:
Date:

Classification/Job Grading Certification: | certify that thisposition has been classified AW Acquisition
Workfor ce Personnel Demonstration Project broadbanding criteria.

Classification Official:
Mike L ozano for Sally Wagner

Title: Director, Human Resour ces Office

Signature:

sl Date:  15Mar 04

FLSA: Exempt BUS Code: aaes
Drug Test: No Emergency Ess:

Key Position: OPM Functions Code:
Sensitivity: NCS Status. Competitive
Reason for Submission: new Subject tolA: Yes
Previous PD Number: none Mobilization:

Envir. Diff: Career PrgiID: 11
Acq Posn Category: CAPL Number:

Acqg Career Levd: Acq Posn Type:

Acqg Special Asgmt: Acq Prog Ind:

Career Spec—Primary: Career Spec — Sec:
Cont Job Site: Mobility:

Financial Disclosure: [ ] Public Financial [ ] Confidential Financial

[ ] Supervisor [ ] Manager [ X ] Neither

Citation 1: USOPM PCSfor Management and Program Analysis Series, GS-0343 TS-98 August 1990
Citation 2. AWF, PDP, BLD, Federal Register, Volume 64, Jan 99

Acqui sition Wrkforce Denpb Project
Position Requirenents Docunent

| . Organi zation informati on:

Position is located in the Business Operations Ofice, Program
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Executive Ofice, Sinulation, Training and Instrunentation (PEO
STRI)

1. Position infornmation:
Managenent Anal yst (Manpower), NH 343-11
[11. Duties:

| ncunbent is responsible for application of policies,

nmet hodol ogi es, procedures and staff gui dance for nmnanagenent on
manpower planni ng and executi on concepts; application of
accepted practices; and the identification, analysis, and

devel opnment of recommended sol uti ons on manpower nanagenment

probl ens associated wth planning, execution, and funding.

Anal yzes manpower requirenents, funding requirenents, Program
Budget Qui dance (PBG, and Work Year/End Strength authorizations
and execution. Miintains Table of Distribution and Al |l owances
(TDA) .

Eval uates civilian and mlitary strength | evels. Reviews
proposed recruit actions with a focus on organi zation structure,
aut hori zations, and fundi ng sources. Maintains and anal yzes the
PEO STRI staffing plan. Anal yzes Status of Approved Resources
(“218 reports”) relating to work years, end-strength, and
fundi ng (PBG and actual) execution. Prepares and establishes the
TDA to include identification of authorized/required positions
wi th associated funding. Prepares reports. Participates in
manpower studi es and surveys conducted by hi gher headquarters
and PEO STRI. (Obtains necessary reprogranm ng authority from

hi gher headquarters. Briefs study results to the Program
Executive Oficer (PEO, Deputy PEO, and PEO STRI managers and
executi ves.

Bui | ds a general understandi ng of PEO STRI prograns and

rel ationshi ps of the acquisition phases and fundi ng source

requi renments and supports the manpower requests for additional
aut hori zati ons and manpower realignnment requirenents during the
Program Qbj ecti ve Menorandum (POM) cycle. Provides guidance to
manager s regardi ng nmanpower requirenents and execution. Provides
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staff advisory service to nanagers in the determ nation of
manpower requirenents, allocation and control of nmanpower spaces
to ensure authorizations and fundi ng executions are
synchroni zed. Recommends devel opnent and/or interpretation of

rul es, regulations, and procedures affecting manpower. Revi ews,

i nterprets and i npl enents manpower gui dance from hi gher

headquart ers.

Meets wth appropriate PEO STRI representatives to resolve
probl ens peculiar to PEO STRI goals and interests related to
manpower functions. Perfornms continuous appraisal of the
utilization of PEO STRI manpower resources in acconplishing
program obj ectives. Prepares nmanpower projections and/or other
reports reflecting authorization and fundi ng execution for all
civilian and mlitary personnel. Mnitors actual utilization
agai nst planned utilization. Makes recommendati ons regardi ng the
need for additional or turn back of allocations. Assists in
preparing responses to reports of the Inspector General (1GQG),
Arny Audit Agency (AAA), General Accounting Ofice (GAO, other
agenci es or Congress. Recommends action as needed to assure all
manpower targets/ceilings are nmet. Assists in preparing
justification to any higher authority for use during the

al l ocation process. Recommends manpower allocation distribution
to offices in accordance wth workl oad, budget, PEO STRI
priorities and constraints. Analyzes requests for manpower

requi renent changes and nmakes recommendati ons. Interprets
regul ati ons, directives and/or policy statenents. Expl ains
effect and inpact on the PEO STRI of nanagenent action required
to achieve conformty or advises on the condition under which
exceptions can be nade.

Perforns other duties as assigned.

V. Factors:

Factor: 1. - Probl em Sol ving Level 11.

Wrk is tinely, efficient, and of acceptable quality. Conpleted

wor k nmeets project/programobjectives. Flexibility,
adaptabi lity, and deci siveness are exercised appropriately.
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Pl ans and conducts functional technical activities for
projects/prograns. ldentifies, analyzes, and resolves
conplex/difficult problens. |ndependently identifies and
resol ves conventional problens which may require deviations from
accepted policies or instructions. Adapts existing plans and
techni ques to acconplish conpl ex projects/prograns. Recomends
| nprovenents to the design or operation of systens, equipnent,
or processes.

Factor: 2. - Teamwor k/ Cooperation Level I1.

Wrk is tinely, efficient, and of acceptable quality. Personal
and organi zational interactions exhibit and foster cooperation
and teammork. Flexibility, adaptability, and deci siveness are
exerci sed appropriately.

Wrks with others to acconplish projects/prograns. Uses varied
approaches to resol ve or collaborate on project/programissues.
Facilitates cooperative interactions with others.

Qui des/ supports others in executing team assi gnnments.
Proactively functions as an integral part of the team

Factor: 3. - Custonmer Rel ations Level I1.

Wrk is tinely, efficient, and of acceptable quality. Personal
and organi zational interactions enhance custoner relations and
actively pronote rapport with custoners. Flexibility,
adaptability, and decisiveness are exercised appropriately.

Gui des the technical/functional efforts of individuals or team
menbers as they interact with custoners. Initiates neetings and
| nteractions wth custoners to understand custoner

needs/ expect ati ons.

Factor: 4. - Leadershi p/ Supervi sion Level 11.

Wrk is tinely, efficient, and of acceptable quality.
Leader shi p and/or supervision effectively pronotes commtnent to
m ssi on acconplishnment. Flexibility, adaptability, and
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deci si veness are exerci sed appropriately.

Actively contributes as a team nenber/| eader; provides insight
and recommends changes or solutions to problens. Proactively
gui des, coordi nates, and consults with others to acconplish
projects. ldentifies and pursues individual/team devel opnent
opportunities.

Factor: 5. — Conmuni cati on Level |I1.

Wrk is tinely, efficient, and of acceptable quality.
Communi cations are clear, concise, and at appropriate |evel.
Flexibility, adaptability, and deci siveness are exercised
appropriately.

Communi cates team or group tasking results, internally and
externally, at peer levels. Wites, or is a nmajor contributor
to, managenent/technical reports or contractual docunents.
Presents informational briefings.

Factor: 6. - Resource Managenent Level 11.

Wrk is tinely, efficient, and of acceptable quality. Resources
are utilized effectively to acconplish mssion. Flexibility,
adaptability, and deci siveness are exercised appropriately.
Plans and utilizes appropriate resources to acconplish project
goals. Optim zes resources to acconplish projects/prograns

wi thin established schedules. Effectively acconplishes

proj ect/programgoals within established resource guidelines.

Security Clearance and Travel Requirenents

| ncunbent nust be able to obtain and maintain a Secret security
cl ear ance.

May be required to travel wwthin the U S./overseas by comrerci al
aircraft.
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Know edge, Skills, and Abilities (KSAs) For Qualification
Pur poses.

Knowl edge of manpower and financi al nanagenent principles,
concepts, procedures and operations

Ability to analyze and conpare fundi ng sources and specific
program acqui sition phases to terns of planning and execution of
associ ated manpower

Knowl edge of the rel ati onshi ps between program pl ans and
budget ary data

Knowl edge of policies and regul ati ons governi ng nanpower
managenent, organi zation and m ssion, and manpower/funds
managenent

Know edge of nmnagenent anal ysis principles

Ability to apply analytical tools and/or statistical nethods

Ability to analyze resource needs, organi zational structuring
and interfaces

Ability to work cooperatively as a nenber of a team
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