
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: 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): 



3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: Commanding Officer, MOC-Atlantic
	From Name: Commissioned Personnel Center
	Routing Code: CPC3
	Address: NOAA Commissioned Personnel Center
8403 Colesville Road, Suite 500
Silver Spring, Maryland 20910-3282

	Telephone Number: 3017133443
	Telephone Extension: 
	Billet Title: Class II - Executive Officer,HENRY B. BIGELOW
	Billet Number: 0791
	Rank Requested: Min. O-3
	GS_GM Equivalent: 
	New Billet_Yes: 
	Immediate Supervisor:  
	Title: Commanding Officer
	Supervisor_Telephone Number: 
	Supervisor Telephone Extension: 
	Educational Requirements: Per NOAA Corps entry standards.
	Other Qualifications: Successful completion of previous Operations Officer tour aboard any NOAA fisheries vessel equivalent and the completion of the first sea tour as Junior Officer. Successful completion of REFTRA within 12 months of the reporting date, or having met recency requirements as set forth in "Refresher Training" found in Chapter 4 of NOAA Corps Directives. An officer who holds a valid USCG license may be required to complete some training prior to reporting. (Cont. in Section 4)
	Billet Description: 
The Executive Officer is responsible for the organization, coordination of activities, performance of duty, and good order and discipline of the entire command.  He/she will provide administrative support on personnel matters and will oversee the daily operations of the vessel for the Commanding Officer.

The Executive Officer will assist the Commanding Officer when called upon. He/she shall conform to and execute the policies and orders of the Commanding Officer, and shall keep the Commanding Officer informed of all significant matters pertaining to command.

The Executive Officer will have watchstanding duties and will conduct the administrative duties required of this position.


	Supervisory Billet_Yes: x
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 20
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: The Executive Officer reports directly to the Commanding Officer and is the first line supervisor to all other members of the wardroom and crew.  The Executive Officer exercises direct control over all ships departments except the engine department, which is under the direct control of the Chief Marine Engineer.  He/she is responsible to the Commanding Officer for the discipline, organization, and efficiency of the crew.  The Executive Officer is also responsible for the maintenance of decorum and good order throughout the ship.

The Executive Officer shall be prepared to assume command at any time should the need arise.  In the absence or incapacitation of the Commanding Officer, the Executive Officer assumes full command of the vessel with all attendant responsibilities.
Duties also include;
-Oversight of all safety and damage control procedures, will be on scene leader at DC emergencies.
-Oversight and control of personnel issues, standing orders,  union regulations, EEO regulations and MOC-A policies and procedures.
-Oversight and administration of discipline and commendations.
-The Executive Officer must be familiar with all aspects of the ship and her equipment and make daily inspections of both.

	Career Development Opportunities: 

The billet provides the incumbent with daily supervisory and oversight responsibilities which will prepare him/her for a Commanding Officer billet in the fleet.  Receiving Command is not a guarantee for any officer, however, a successful completion of an Executive Officer tour and temporary command at sea during the XO tour is looked highly upon by the OAB.

With the day to day management of the vessel's budget, personnel management and property management, this billet will prepare the officer for a wide variety of positions throughout NOAA's line offices.

  
	Additional Comments: Qualifications (cont.): Completion of GMDSS and all other STCW95' requirements for a vessel of this particular tonnage.

Completion of PCO/PXO Training Workshop.


Desirable Qualifications: 

Recommendation for a XO sea tour on a recent OER or other documents in Service Record.

Qualification as a Senior Watch Officer.

Must be familiar with general personnel practices, labor management procedures, policies and union agreements.

Tour of duty at a shore facility under the purview of a line office to which the majority of the ship's sea day are allocated.

Appropriate USCG License 

	Supervisor Signature Date: 
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 


