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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

U.S. Department of Commerce 
National Oceanic and Atmospheric Administration

SECTION 1 - GENERAL INFORMATION

A. Billet Number B. Billet Title

C. Grade Requested D. Type of Submission

E. Minimum amount of overlap between incumbent officer/reporting officer for continuity of duties

F. Duty Type G. Estimated Length of Assignment

SECTION 2 - DUTY STATION ADDRESS AND CONTACT INFORMATION

A. Street Address B. Street Address

C. City D. State E. Country F. Zip Code

G. Office x H. Mobile I. Fax

SECTION 3 - OFFICER EVALUATION REPORTING
A. Supervisor

1. Name 2. Position 3. Grade

4. Email 5. Office x 6. Mobile

B. Reporting Officer (2nd Level Supervisor) 

1. Name 2. Position 3. Grade

4. Email 5. Office x 6. Mobile

C. Reviewer (Normally the Reporting Officer's Supervisor)

1. Name 2. Position 3. Grade

4. Email 5. Office x 6. Mobile

SECTION 4 - ACCOUNTING AND ORGANIZATION 
Complete as many of the following fields as possible.  If in doubt, leave the field blank

A. Organizational Hierarchy - Use common acronyms when possible. 

1. Staff or Line Office 2. Office, Center, or Lab

3. Division 4. Branch 5. Section or Team

B. NOAA Goal/Subgoal C. Program

D. NOAA Org Code E. NFC Org Code  F. Project-Task



SECTION 5 - PROGRAM, PROJECT OR ACTIVITY OVERVIEW

6A. Description of Duties and Responsibilities

6B. Division of Duties and Responsibilities, Total Must = 100%

Technical + Operational + Leading and Managing + Executive Leadership = 100%

Property Accountability Officer - Administer and maintain a system of control and accountability for personal property as prescribed in OMAO's Personal Property 
Policy #1502

Property Custodians - Maintain all accountable personal property within your designated area of responsibility as prescribed in OMAO's Personal Property Policy #1502

SECTION 6 - DUTIES AND RESPONSIBILITIES



SECTION 6 - DUTIES AND RESPONSIBILITIES (continued)
6C. Resources Managed

1. Human

Does the Officer supervise personnel? Yes No Number of personnel supervised

Grades of supervised personnel 

Will the Officer lead people, but has no supervisory responsibilities? Yes No Number of personnel led

Grades of personnel led

2. Fiscal

Will the Officer have budget responsibility? Dollar Amount (K)

3. Assets - Will the Officer be directly responsible for managing Government assets such as ships, aircraft, boats, etc?  If so,  list 
the asset(s) below in terms of physical description and when known, replacement value (indicate if estimated):

SECTION 7 - LEADERSHIP PREREQUISITES

GRADE

ENS (O1)

LTJG (O2)

LT (O3)

LCDR (O4)

CDR (O5)

CAPT (O6) 
and  

 RADM (O7/O8)

LEADERSHIP 
MATURITY LEVEL 

   
   

Leading Self 
   
  
  
  
  

Leading Others    
   
  
  
  
  

Leading Performance 
and Change  

  
  
  
  
  
  

Leading Organizations

LEADERSHIP COMPETENCIES NEEDED FOR THIS BILLET

Core Values & Conduct Health & Well Being Responsibility

Followership Adaptability

Interpersonal Skills Continuous Learning Technical Proficiency

Listening Speaking

Writing Team Building Leveraging Diversity

Influencing Others Developing Others Execution

Decisiveness Problem Solving Conflict Management

Customer Focus Entrepreneurship

Creativity & Innovation Human Capital Management

Financial Management Technology Management

External Awareness Strategic Thinking Political Savvy

Vision Partnering

Leadership Prerequisite Comments (Optional)



SECTION 8 - OPERATIONAL PREREQUISITES

D. Additional Operational Prerequisites (security clearances, special training) and Operational Prerequisite Comments (Optional)

A. Marine Prerequisites

Officer of the Deck Senior Watch Officer ECDIS Dynamic Positioning Boat Deployment MedPIC

Coxswain/OIC HAZWOPER AUV Deployment U/W UAS Deployment Buoy/Mooring Qualified

Trawl Qualified Longline Qualified Hydro Launch PIC Foreign Port Calls

B. Aviation Prerequisites

Co-Pilot Pilot Aircraft Commander Mission Commander Instructor Pilot Hurricane Qualified

Alaska/Wilderness Qualified Flight Meteorologist International Flights UAS Pilot

C. Dive Prerequisites

Scientific Diver Working Diver Advanced Working Diver Master Diver Dive Master Dive Medic

Unit Diving Supervisor

SECTION 9 - PROGRAM, PROJECT, OR ACTIVITY PREREQUISITES
List specific qualifications, knowledge, skills or abilities required prior to reporting to this billet.  For example: budget (MARS, 
CBS); personnel; contracting (COTR, Warrants); Scientific (IHO Cateogry A, scientific papers/publications, GIS); engineering 
(marine survey, ABYC, ABS, FAA); regulatory (US Code, CFR); information technology (databases, networks, programming).



SECTION 10 - LEADERSHIP DEVELOPMENT

GRADE

ENS (O1)

LTJG (O2)

LT (O3)

LCDR (O4)

CDR (O5)

CAPT (O6) 
and  

 RADM (O7/O8)

LEADERSHIP 
MATURITY LEVEL 

   
   

Leading Self 
   
  
  
  
  

Leading Others    
   
  
  
  
  

Leading Performance 
and Change  

  
  
  
  
  
  

Leading Organizations

LEADERSHIP COMPETENCIES DEVELOPED IN THIS BILLET

Core Values & Conduct Health & Well Being Responsibility

Followership Adaptability

Interpersonal Skills Continuous Learning Technical Proficiency

Listening Speaking

Writing Team Building Leveraging Diversity

Influencing Others Developing Others Execution

Decisiveness Problem Solving Conflict Management

Customer Focus Entrepreneurship

Creativity & Innovation Human Capital Management

Financial Management Technology Management

External Awareness Strategic Thinking Political Savvy

Vision Partnering

Leadership Development Comments (Optional)

SECTION 11 - OPERATIONAL DEVELOPMENT

D. Additional Operational Development (security clearances, special training) or Operational Development Comments (Optional)

A. Marine Development

Officer of the Deck Senior Watch Officer ECDIS Dynamic Positioning Boat Deployment MedPIC

Coxswain/OIC HAZWOPER AUV Deployment U/W UAS Deployment Buoy/Mooring Qualified

Trawl Qualified Longline Qualified Hydro Launch PIC Foreign Port Calls

B. Aviation Development

Co-Pilot Pilot Aircraft Commander Mission Commander Instructor Pilot Hurricane Qualified

Alaska/Wilderness Qualified Flight Meteorologist International Flights UAS Pilot

C. Dive Development

Scientific Diver Working Diver Advanced Working Diver Master Diver Dive Master Dive Medic

Unit Diving Supervisor



SECTION 12 - PROGRAM, PROJECT, OR ACTIVITY DEVELOPMENT
List specific qualifications, knowledge, skills or abilities to be developed in this billet.  For example: budget (MARS, CBS); 
personnel; contracting (COTR, Warrants); Scientific (IHO Cateogry A, scientific papers/publications, GIS); engineering (marine 
survey, ABYC, ABS, FAA); regulatory (US Code, CFR); information technology (databases, networks, programming).

SECTION 13 - CRITICAL SUCCESS CRITERIA
Provide brief measurable performance goals which would represent successful performance in this billet.



SECTION 14 - ROUTING, REVIEW, RECOMMENDATION AND APPROVAL

A. Developer's Statement

"I certify that I have written this billet description and certify that it is a true and correct representation of the billet."

1.Signature

3. Name 4.Title/Position

2. Date

B. Supervisor's Statement

"I have reviewed this billet description and certify that it is a true and correct representation of this billet "

1.Signature

3. Name 4.Title/Position

2. Date

C. Reviewing Officer's Statement

"I have reviewed this billet description and certify that this billet is a priority for my Line, Staff, or Headquarters Office."

1.Signature

3. Name 4.Title/Position

2. Date

D. Commissioned Personnel Center Endorsement

"I am the OMAO/CPC Officer Career Management Division representative.  I recommend of this billet."

1.Signature

3. Name 4.Title/Position

2. Date

E. Director, NOAA Corps Endorsement

"I am the and I this billet."

1.Signature

3. Name 4.Title/Position

2. Date
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	BilletNumber: 14
	BilletTitle: Staff Officer, Safety Management Branch
	BilletRankRequested: O5 - CDR
	TypeOfSubmission: ANNUAL RECERTIFICATION
	MinimumOverlap: 1 week
	DutyType: FIXED SHORE
	AssignmentDuration: 3 years
	Please enter the first line street address: 8403 Colesville Road, Ste 500
	Please enter the second line street address: 
	Please enter duty station city: Silver Spring
	State: MD
	Country: US
	Please enter 5 digit duty station zip code: 
	OfficePhone: 3017137633
	Extension: 
	MobilePhone: 
	FaxNumber: 
	SupervisorName: Julie N. Wagner
	SupervisorTitle-Position: Chief, Safety Management Branch
	SupervisorGrade: 
	SupervisorEmail: chief.smb@noaa.gov
	SupervisorOfficePhone: 
	Extension: 
	SupervisorMobileNumber: 
	ReportingOfficerName: 
	ReportingOfficerTitle-Position: Director, Marine Operations
	ReportingOfficerGrade: O6
	ReportingOfficerEmail: director.moc@noaa.gov
	ReportingOfficerOfficePhone: 5418678801
	Extension: 
	ReportingOfficerMobilelPhone: 
	ReviewerName: CAPT Jeffrey Shoup
	ReviewerTitle-Position: Director, Marine Operations
	ReviewerGrade: O6
	ReviewerEmail: director.moc@noaa.gov
	ReviewerOfficePhone: 5418678801
	Extension: 
	ReviewerMobilePhone: 
	Org1Name: OMAO
	Org2Name: Marine Operations
	Org3Name: 
	Org4Name: Safety Mgmt. Branch
	Org5Name: 
	i.e., Ecosystems/EOP: Mission Support / Fleet Services
	i.e., Aircraft Services: Marine Operations & Maintenance
	i.e., AN8000: AN2000
	i.e., 10-08-0004-00-00-00-00: 540802000000000000
	i.e., G8P2ACP-P00: *8P2ANM-PMA
	Section5-PPAOverview: The Safety Management Branch (SMB) is the coordinating body for the development of the infrastructure components required to build a safety/environmental management system for OMAO. SMB's primary functions include the execution of the OMAO Safety Management System which includes the maintenance of the Document Management System and management of OMAO's Internal Audit Program in accordance with the International Maritime Organization's International Safety Management Code. 
	DescriptionOfDuties: The Candidate will support the goals of continued implementation and execution of the OMAO Safety Management System through the implementation and monitoring of policies and procedures and to ensure standardized operating execution and compliance with domestic and international maritime regulations for safety across the fleet. This position will coordinate activities closely with MOC CO/XO's, division chiefs, ship commands, and Document Management System Steering Group. Specific duties and responsibilities as follows:- Develop and coordinate procedures to align with functional requirements outlined in the International Maritime Organization's International Safety Management Code, OMAO Safety Management System and STCW Requirements. - Maintain a working relationship via the Marine Operations Chain of Command with fleet and shore-side support components.- Lead the design and conduct of ship audits. - Work closely with Safety Management Branch Staff and Contractors to ensure the continued efficient operation of the Branch in support of the Fleet and OMAO as a whole. - Manage MO Fleet Casualty Report (CASREP) and Corrective Action Plan (CAP) database in Intelex; issue monthly report to affected Ship Commands and Marine Centers.-Promote effective communications to the fleet to better promote safety management and ensure compliance.  
	PercentageTechnicalDuty: 20.00000000
	PercentageOperationalDuty: 40.00000000
	PercentageLeadingAndManagingDuties: 40.00000000
	PercentageExecutiveLeadershipDuties: 0.00000000
	CheckBox1: 0
	: 
	NumberPersonnelSupervised: 
	GradesOfPersonnelSupervised: 
	NumberPersonnelLed: 2-3
	GradesOfPersonnelLed: Officer Grades O-3 - O-4; civilian personnel in grades equivalent to GS-12-14 (Audit teams)
	BudgetResponsiblity: No
	BudgetResponsibilityAmountInThousands: 
	DescriptionOfAssetsManaged: N/A
	CoreValuesAndConductPreReq: 1
	HealthAndWellBeingPreReq: 1
	ResponsibilityPreReq: 1
	FollowershipPreReq: 1
	AdaptabilityPreReq: 1
	InterpersonalSkillsPreReq: 1
	ContinuousLearningPreReq: 1
	TechnicalProficiencyPreReq: 1
	ListeningPreReq: 1
	SpeakingPreReq: 1
	WritingPreReq: 1
	TeamBuildingPreReq: 1
	LeveragingDiversityPreReq: 1
	InfluencingOthersPreReq: 1
	DevelopingOthersPreReq: 1
	ExecutionPreReq: 1
	DecisivenessPreReq: 1
	ProblemSolvingPreReq: 1
	ConflictManagementPreReq: 1
	CustomerFocusPreReq: 1
	EntrepreneurshipPreReq: 1
	CreativityAndInnovationPreReq: 1
	HumanCapitalManagementPreReq: 0
	FinancialManagementPreReq: 0
	TechnologyManagementPreReq: 1
	ExternalAwarenessPreReq: 0
	StrategicThinkingPreReq: 0
	PoliticalSavvyPreReq: 0
	VisionPreReq: 0
	PartneringPreReq: 0
	Comments-LeadershipPrerequisites: Must have completed a successful tour as a Ship's Executive Officer. 
	Comments-OperationalPrerequisites: No additional prerequisites other than the base requirements for a NOAA Corps Officer and successful completion of an Executive Officer (XO) Sea Assignment.
	OOD: 0
	SWO: 0
	ECDIS: 0
	DP: 0
	BoatDeployment: 0
	MedPIC: 0
	CoxswainOIC: 0
	HAZWOPER: 0
	AUVDeployment: 0
	UnderWayUASDeployment: 0
	BuoyMooringQualified: 0
	TrawlQualified: 0
	LonglineQualified: 0
	HydroLaunchPIC: 0
	ForeignPortCalls: 0
	Co-Pilot: 0
	Pilot: 0
	AircraftCommander: 0
	MissionCommander: 0
	InstructorPilot: 0
	HurricaneQualified: 0
	AlaskaQualified: 0
	FlightMeteorologist: 0
	InternationalFlight: 0
	UASPilot: 0
	ScientificDiver: 0
	WorkingDiver: 0
	AdvancedWorkingDiver: 0
	MasterDiver: 0
	DiveMaster: 0
	DiveMedic: 0
	UnitDivingSupervisor: 0
	PPAPrerequisites: Thorough understanding and knowledge of all of OMAO's vessel platforms and their operational requirements. Officer should have management and supervisory experience; experience in NOAA's maritime operations afloat and ashore; working knowledge of OMAO and MO existing policies, procedures and instructions governing fleet operations. Knowledge of NOAA Ship safety, emergency, bridge, deck and engineering systems as well as personnel management systems is strongly desired. The candidate shall also have a working knowledge of the OMAO Document Management System; USCG regulations, licensing requirements, applicable Collective Bargaining Agreements (CBAs) in force in the Fleet, NOAA Corps Directives, and CFR's as it pertains to maritime safety, ISM and STCW requirements. Knowledge of project planning to include personnel, budget, and project management.This position does not require a security clearance above the secret level already held by a NOAA Corps Officer. 
	CoreValuesAndConductDeveloped: 0
	HealthAndWellBeingDeveloped: 0
	ResponsibilityDeveloped: 0
	FollowershipDeveloped: 0
	AdaptabilityDeveloped: 0
	InterpersonalSkillsDeveloped: 0
	ContinuousLearningDeveloped: 0
	TechnicalProficiencyDeveloped: 0
	ListeningDeveloped: 0
	SpeakingDeveloped: 0
	WritingDeveloped: 0
	TeamBuildingDeveloped: 0
	LeveragingDiversityDeveloped: 0
	InfluencingOthersDeveloped: 0
	DevelopingOthersDeveloped: 0
	ExecutionDeveloped: 0
	DecisivenessDeveloped: 1
	ProblemSolvingDeveloped: 1
	ConflictManagementDeveloped: 1
	CustomerFocusDeveloped: 1
	EntrepreneurshipDeveloped: 1
	CreativityAndInnovationDeveloped: 1
	HumanCapitalManagementDeveloped: 0
	FinancialManagementDeveloped: 0
	TechnologyManagementDeveloped: 1
	ExternalAwarenessDeveloped: 1
	StrategicThinkingDeveloped: 1
	PoliticalSavvyDeveloped: 1
	VisionDeveloped: 1
	PartneringDeveloped: 1
	Comments-LeadershipDevelopment: This billet provides the incumbent officer with a thorough understanding of OMAO and MO Fleet-wide policies and procedures, as well as ISM Code requirements, and insight on ISM/SMS application through the audit process which will develop and prepare the officer to serve at the Commanding Officer level in the NOAA Fleet.While not a supervisor, the officer will be tasked as lead developer on new OMAO and MO policy and procedure initiatives, and will also serve as a Lead SMS Auditor during annual SMS audits aboard NOAA Ships.
	Comments-OperationalDevelopment: Upon reporting, the Officer will complete the following SMS Management Systems training courses:ISO 9000 & 9001 Quality Management Systems, ISM, International Safety Management, Designated Person Ashore, Subchapter M Auditing, ISM Auditor
	PPADevelopment: The officer will gain professional development in the following areas:- Auditing Skills- Regulatory Compliance: CFRs, OSHA, IMO, ISM Code- Information Technology: Document Management, Website Management, Database Management- Development and implementation of organizational policy and procedure documents in the Headquarters environment- Learn policies, procedures, and expectations to be an effective Commanding Officer.
	Section13-SuccessCriteria: The incumbent officer must be able to satisfy the following critical areas to succeed in this billet:- Establish effective working relationships with all OMAO SMS and DMS Stakeholders, including:        - Ship Commands and Crew        - Marine Center Commands        - Marine Operations Branches         - Fleet Inspection Team and OMAO Safety and Environmental Compliance Division (SECD)        - Chief of Staffs and Marine Operations Leadership- Research, develop and write policy and procedure documents that make lasting contributions to both MO and OMAO.- Plan, execute, and report on SMS Internal Audits as lead auditor.- Ensure corrective actions are completed.- Manage communications and coordination to effectively update and maintain the Corrective Action Plan (CAP) process. - Coordinate and lead working groups with multiple stakeholder groups across both Marine Operations Branches and OMAO Divisions in drafting, revising, and updating key DMS and SMS policy and procedure documents.
	DeveloperSignature: 
	DeveloperName: CDR Andrew J. Ostapenko
	DeveloperTitlePosition: Staff Officer, Safety Management Branch
	DeveloperDateSigned: 2022-02-10
	SupervisorSignature: 
	SupervisorTitlePosition: Acting Chief, Safety Management Branch
	SupervisorDateSigned: 2022-06-13
	ReviewerSignature: 
	ReviewerTitlePosition: Director, Marine Operations
	ReviewerDateSigned: 2022-02-12
	CPCreco: approval
	CPCrecoSignature: 
	CPCrecoName: CDR Ryan Wattam
	CPCrecoTitlePosition: Chief, Officer Career Management Division, CPC
	CPCrecoDateSigned: 2022-09-08
	DirectorNCidentity: Director, NOAA Corps
	DirectorNCdecision: approve
	DirectorNCsignature: 
	DirectorNCname: RADM Nancy Hann
	DirectorNCtitlePosition: Director, OMAO and NOAA Corps
	DirectorNCdateSigned: 2022-10-05
	EmailSubmitButton1: 
	PrintButton1: 



