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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                                CONTINUE IN ITEM 4



3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: 
	From Name: 
	Routing Code: 
	Address: 
	Telephone Number: 
	Telephone Extension: 
	Billet Title: Flag Lieutenant (Special Assistant)
	Billet Number: 0036
	Rank Requested: 0-2
	GS_GM Equivalent: GS-8/9
	New Billet_Yes: 
	Immediate Supervisor: CAPT Michele Bullock
	Title: Executive Director, NMAO
	Supervisor_Telephone Number: 3017131045
	Supervisor Telephone Extension: 
	Educational Requirements: Course work in Public Administration, Public Affairs, and/or Education and Outreach are desired, but not required.  Additionally, course work in writing/editing and basic office computer applications are highly desired.
	Other Qualifications: A High degree of officer bearing and strong inter-personal skills including written and verbal communication are required.  Proficiency in software programs associated with presentations, spreadsheets, and word processing are also required.  Proficiency with computer hardware components and peripherals, including troubleshooting skills are desirable.  
	Billet Description: Incumbent will serve as Special Assistant or "Flag Lieutenant" to the Director, NOAA Corps.  Primary duties will include, but not be limited to serving as Admiral's Aide on all meetings and visits associated with DoD, USCG, Homeland Security, Maritime Academies, and other institutions or Federal agencies where a uniformed presence and protocol is expected.  The incumbent will work with other Special Assistants to make sure all pertinent data is coordinated in advance of meetings between flag-rank officers and/or other senior officials.  The incumbent will be cognizant of the Director's schedule and his/her whereabouts at all times.  The incumbent will ensure that all materials, including up-to-date schedules, presentations, background material, and other information is complete and provided to the Director in a timely manner, and in sufficient time for review and updates before meetings.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: x
	If Supervisory Billet_Number: n/a 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: Primary duties will include, but not be limited to: 
a) Planning and arranging TDY travel for the Director, in conjunction with the Director's administrative assistant;
b) Traveling with the Director when deemed necessary by the Director.  In these cases, all matters related to the Director's travel will be the responsibility of the Special Assistant, e.g., hotel, rental car, airline reservations, points of contact, etc.;
c) Writing/editing speeches and presentations for the Director, including preparation of Power Point slides and multimedia;
d) Maintaining and coordinating the Director's calendar/agenda, in conjunction with the Director's administrative assistant;
e) Drafting correspondence and participating in the clearance process for official communications; 
	Reset Page 1: 
	Continue in Item 4: 
	Career Development Opportunities: An assignment at the Headquarters level as a Special Assistant to the Director, NOAA Corps should be viewed as an excellent entry-level assignment into administrative-type positions.  This billet would lend itself to possible follow-on assignments as a NOAA Corps Recruiter or other staff type positions within NMAO or other NOAA Line Offices.  Additionally, experience gained as a Special Assistant would be very applicable to liaison-type assignments with the other Uniformed Services, other Federal agencies, or working in a Fellowship on Capitol Hill.  

The Special Assistant assignment should be considered a leadership development opportunity due to the amount of exposure to senior officers in various uniformed services and high ranking government officials.  First hand observation of the high-level decision making and legislative processes will help a junior officer prepare for and successfully negotiate the challenges he/she will face in a career of public service.     
	Additional Comments: The incumbent can expect to work a varied schedule that will include travel on weekends and holidays (on average 60 - 100 days/year in travel status), often with very little preparation time.  Flexibility will be the key to making the Special Assistant billet a success - both for the Director and for the Junior Officer.  The incumbent will get a tremendous amount of exposure to high-level discussions and decisions very early in his/her career; therefore, discretion and maturity are of the utmost importance when being considered for this position.  The incumbent should be a motivated self starter capable of taking on tasks/projects and completing them with little need for direction or supervision.  The incumbent shall always wear the uniform smartly and display the highest degree of officer bearing.
	Supervisor Signature Date: 
	Reset Page 2: 
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 


