
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: Captain George E. White
	From Name: John J. Kelly, Jr.
	Routing Code: DUS
	Address: 14th Street & Constitution Avenue, NW
HCHB Room 6811
Washington, D.C. 20230
	Telephone Number: 2024824569
	Telephone Extension: 
	Billet Title: Executive Director to the DUS
	Billet Number: 9310
	Rank Requested: O-6
	GS_GM Equivalent: SES
	New Billet_Yes: 
	Immediate Supervisor: John J. Kelly, Jr.
	Title: Deputy Under Secretary 
	Supervisor_Telephone Number: 2024824569
	Supervisor Telephone Extension: 
	Educational Requirements: Working knowledge of NOAA line and staff office responsibilities and capabilities.  Demonstrated effective leadership while carrying out NOAA's mission.  Demonstrated effective performance in positions requiring management (personnel and programmatic), budget, and operational execution.  Thorough knowledge of Department of Commerce and NOAA policy and strategic plans, including Diversity and EEO plans and activities.
	Other Qualifications: Top Secret security clearance
	Billet Description: The incumbent  serves as the Executive Director to the Deputy Under Secretary (DUS) in the Office of the Under Secretary, NOAA and  serves as key advisor to the DUS on program and policy issues with responsibility for ensuring that staff work and resources are properly marshaled to result in timely and effective implementation and execution of leadership management decisions, to most effectively meet NOAA's goals.  Assist the DUS, the Chief Operating Officer of NOAA, in the daily operation of NOAA's LIne and Corporate Offices, and act on his behalf with delegated decision making authority.  Direct management of 8 person/$1.2M DUS Office, oversight of 230 person/$25M Under Secretary and Associated Staff Offices, and Program Manager for 245 person/$49M NOAA Headquarters Program.  The incumbent executes management and policy coordination activities across NOAA's Line and Corporate Offices. 


	Supervisory Billet_Yes: X
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 8
	If Supervisory Billet_Grade: GS-9 to GS-15
	Duties and Responsibilities: • Manage budget and personnel in the Office of the Deputy Under Secretary. 
• Provide liaison between the offices of the Under Secretary and Deputy Under Secretary, and the Under Secretary and Associate Offices directors and deputy directors regarding budgetary, personnel, and policy matters. Resolve personnel and resource issues involving the staff offices.  Work closely with Chief of Staff and Staff Office Directors and Deputies to ensure office goals and objectives are met.  
•	Work with NOAA’s Line Office Assistant and Deputy Assistant Administrator’s, and Corporate Offices Directors and Deputies to address NOAA wide management, policy, and resource allocation issues.  Ensure execution across NOAA meets objectives and policies of the Office of the Under Secretary in an effective and timely manner.
• Program Manager for the NOAA Headquarters Program in the Leadership Subgoal of the Mission Support Goal.
• NOAA focal point with the Department for all administrative, logistics, facility, and security issues in HCHB.
• Alternate Continuity of Operations and Incident Coordination Emergency Coordinator.
• Officer Assignment Board liaison officer for Headquarters and Corporate Offices.

	Career Development Opportunities: The billet afford the opportunity to gain exposure to, work with, and alongside the top management of NOAA and the Department of Commerce thus allowing the incumbent the ability to influence NOAA's direction.

Incumbent will gain a broad based knowledge of all NOAA programs and be afforded the opportunity to foster relationships with NOAA leadership from the DAA's to the Under Secretary.

The incumbent will develop an understanding of the concerns and issues affecting both the Department and NOAA as well as other federal agencies.

The incumbent is exposed to political dynamics of the White House, Congress, the Department and other federal agencies, and their impact on NOAA.

The Incumbent will be provided the opportunity to develop the background, tools, and exposure necessary to join the Senior Leadership as a Flag Officer.
	Additional Comments: Requires working knowledge of the Executive Decision Process, and the Planning, Programming, Budgeting, and Execution System.


	Supervisor Signature Date: 02/10/2006
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