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(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM:
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE:
ADDRESS:

THRU (Liaison Officer):
Captain Rick Brown, NOAA

BILLET TITLE: BILLET #: 2000
Executive Officer NOAA Fisheries Service PHONE NUMBER:
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-6 (This block to be completed by liaison officer) ‘

IS THIS A NEW BILLET: [C_Jves X no

Band V

GSIGM EQUIVALENT: BILLET PRIORITY:  [X]A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
John Oliver Deputy Assistant Administrator NMFS (301) 713-2239

EDUCATIONAL REQUIREMENTS:

Must have Educational background or professional experience that facililitates comprehension of the complexities of the living
marine resource communities that NMFS must manage. Degree in Biology and advanced degrees in Fishery Biology, Public
Administration or Political Science are desired.

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

Experience and previous assignments with NOAA Fisheries Service Headquarters, Regional Office, Science Centers or
Laboratories. Previous Command of a Fisheries Research Vessel.

1. GENERAL DESCRIPTION OF BILLET:

Billet is located in the Office of the Assistant Administrator for NOAA Fisheries Service, reporting to the DAA for Operations.
Principle function of the billet is to provide daily support to the DAA with the management of the agency and its missions. The
incumbent will need a broad knowledge of NOAA Fisheries Service programs and NOAA Policies, as well as experience with
planning, budget execution, personnel actions, facilities, platform support, correspondence and other administrative functions.
The incumbent will interact with Senior level NOAA Fisheries Leaders, NOAA Executives, other Federal, State and Fisheries
Management Council leaders and other distinguished individuals to conduct the business of the agency. The incumbent must
be sensitive to the nature of the regulatory activities of NOAA Fisheries Service and the economic impact of management
decisions to the wide spectrum of constituents, including those from the commercial, recreational and environmental sectors.
The incumbent will be involved in offering alternatives and recommendations to solve complex management problems
supporting the agency and the management of living marine resources.

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):

1. Provide Advice to the DAA on issues requiring his attention which involve the timely and efficient operation and
management of the agency.

2. Work closely with the CFO and MB office to mange the planning and execution of the agency budget.

3. Provide senior level support for the AA and DAA on NOAA Councils and be prepared to represent agency when necessary.
4. Support the NOAA PPBES process and serve as the LO representative to the Ecosystem Goal.

5. Support the timely responses to controlled correspondence which may come from the Hill, constituents or other agencies.
Insure the agencies timely response to other LO taskings and required reports.

6. Maintain a liaison with senior NOAA Fisheries staff and key personnel at NOAA and other LO's.

7. Monitor the achievement of specified operating plan milestones and quarterly reporting of agency accomplishments.
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3. CAREER DEVELOPMENT OPPORTUNITIES:

The incumbent will develop leadership competencies by not only working directly for the DAA for Management, but also by
working for the Assistant Administrator, DAA for Regulatory Programs, the Director of Scientific programs and the Chief
Financial Officer for NOAA Fisheries Service.

In addition to providing senior level staff support to the NOAA Councils, the incumbent will on occasion represent the agency
at these senior level NOAA meetings.

The incumbent will gain an understanding of the PPBES process for planning, the development of Annual Operating Plans
and Budget Execution at the Line Office Level.

Incumbent will gain experience with regulatory development, implementation and enforcement of Fisheries Management
activities. The incumbent will gain an appreciation of how the legislative, executive and judiciary branches of government
interact and the importance of major legislation such as the Magnuson-Stevens Fishery Conservation and Management Act,
Marine Mammal Protection Act and Endangered Species Act to the stewardship of living marine resources.

4. ADDITIONAL COMMENTS:

Duties Cont.

8. Provide daily guidance and services to promote the efficient organization and operation of the Line Office.
9. Support special projects as assigned such as special committees involving multiple LO's

10. Provide clear concise oral and written reports and presentations.

SIGNATURE OF SUPERVISOR: DATE:
09/07/2006
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