
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): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: Fisheries Liaison Officer
	From Name: National Marine Fisheries Service
	Routing Code: F/HC
	Address: Office of Habitat ConservationSSMC3, Room 15147Silver Spring, MD 20910
	Telephone Number: 3017130174
	Telephone Extension: 
	Billet Title: Office of Habitat Conservation (F/HC)
	Billet Number: 2045
	Rank Requested: O-5/O-6
	GS_GM Equivalent: GS 14/15
	New Billet_Yes: 
	Immediate Supervisor: Rolland Schmitten
	Title: Director, Office of Habitat Cons.
	Supervisor_Telephone Number: 3017132325
	Supervisor Telephone Extension: 
	Educational Requirements: Education or background in Fisheries Biology, Marine Ecology, Biological, Chemical, Geological, or Physical Oceanography, or Marine Policy.  Advanced degree in Marine or environmental science preferred;  Marine Policy, Business Management, or Public Administration acceptable.
	Other Qualifications: 1.  Officer should have a strong familiarity with functions of each of NOAA's line organizations;  2.  The Officer should have a good knowledge of NOAA's personnel system including, writing position descriptions and performance plans;  3.  The officer should have a good understanding of NOAA's budget process and the ability to track office spending;  ... CONT'd
	Billet Description: This position is located in NMFS HQ in the Office of Habitat Conservation.  The office, with an annual operating budget of over $5M, has approximately 45 FTE's in four divisions: Habitat Protection, Watershed, Habitat Restoration, and the NOAA Chesapeake Bay office.  The incumbent serves as a senior staff member for the Office directorate.  The office provides national program oversight for, and serves as the principal source of advice on fisheries habitat to the AA, his Deputy, and the Senior Scientist for Fisheries on all scientific and technical aspects of NOAA's marine fisheries resources and oceanographic environmental programs.The office is responsible for developing the national expertise and institutional focus to address research and development priorities for restoring, enhancing, replacing or acquiring the equivalent of living marine resource habitats; maintaining and enhancing habitat required for achieving sustainable fisheries; sustaining healthy coasts; providing advice and developing national policy regarding the NMFS role in reviewing applications for permits to modify coastal and near shore habitats; providing assistance to other NOAA Line Offices such as the NOS in identifying and evaluating restoration mehodologies for specific cases during the damage assessment and restoration process; and planning and executing operational programs to restore NOAA trust resources using funds from a variety of sources.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: x
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: 1.  As XO, the incumbent is responsible for overall coordination of day-to-day administrative activities of the Office and for ensuring adherence to policy guidelines developed jointly with and approved by the Office Director, his Deputy, or higher NOAA management.2.  The incumbent is responsible for fiscal oversight of Office activities.  This includes having direct responsibility over the management support activities of the Office, including the Restoration Center.  Responsibility extends across the Office's internal accounting activities, ensuring the Office budget is maintained within allocated resources and monitoring the accounting activities of the Restoration Center under the DARP and the CWPPRA.3.  The incumbent will oversee personnel management in close liaison with the Office Director, the Deputy Office Director, Division Chiefs, and the NOAA Human Resources Office, including: ensuring an awareness of and adherence to the NOAA/NMFS EEO Program and Action Plan, developing and revising position descriptions, tracking performance plans, awards, and bonuses under the NOAA DEMO Project, identifying training opportunities, participating in position...
	Career Development Opportunities: This billet provides both personnel and fiscal responsibilities.  The incumbent will possess skills in office as program management.  The incumbent will also have an opportunity to work directly with all major line organizations, other Federal agencies, state and local governments, Congress, as well as the academic and private sector.  The incumbent will either possess or will develop skills of tact, diplomacy, patience, forthrightness, communication, planning and organization.
	Additional Comments: From "OTHER QUALIFICATIONS"4.  The officer should have familiarity with NOAA process for developing budget initiatives and for tracking accomplishments linked to annual operational plans;  5.  The Officer must have excellent writing/oral skills, in addition to possessing a strong administrative ability;  6.  The incumbent should have experience in research support activities and in dealing with HQ and field operations.From "DUTIES and RESPONSIBILITIES"... management and classification, initiating requests for personnel action, and other directed personnel-related functions.  The incumbent is responsible for insuring that requisite paperwork is completed correctly and on schedule for all NOAA Corps Officers assigned to the Office of Habitat Conservation.4.  The incumbent will review and assess the effectiveness of Office organization and personnel structures and make recommendations for improvements, if needed.  The incumbent will also make recommendations regarding major changes involving manpower, facilities, or equipment.5.  The incumbent will also be responsible for carrying out any other duties as designated by the Office Director or Deputy Director.
	Supervisor Signature Date: 6/10/2001
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


