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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: 522
	BilletTitle: Chief, Officer Recruiting Branch
	BilletRankRequested: O4 - LCDR
	TypeOfSubmission: ANNUAL RECERTIFICATION
	MinimumOverlap: 1 week
	DutyType: FIXED SHORE
	AssignmentDuration: 2 years
	Please enter the first line street address: 1315 East West Highway
	Please enter the second line street address: 10th Floor
	Please enter duty station city: Silver Spring
	State: MD
	Country: US
	Please enter 5 digit duty station zip code: 
	OfficePhone: 3017137727
	Extension: 
	MobilePhone: 
	FaxNumber: 
	SupervisorName: For: CDR Ryan Wattam, NOAA
	SupervisorTitle-Position: 
	SupervisorGrade: 
	SupervisorEmail: Chief.careermgmt.cpc@noaa.gov
	SupervisorOfficePhone: 
	Extension: 
	SupervisorMobileNumber: 
	ReportingOfficerName: Jason Merriweather
	ReportingOfficerTitle-Position: Deputy Director, Commissioned Pers Ctr
	ReportingOfficerGrade: ZP V
	ReportingOfficerEmail: jason.merriweather@noaa.gov
	ReportingOfficerOfficePhone: 3017137715
	Extension: 
	ReportingOfficerMobilelPhone: 
	ReviewerName: For: CDR Ryan Wattam, NOAA
	ReviewerTitle-Position: Director, Commissioned Personnel Center
	ReviewerGrade: O6
	ReviewerEmail: Director.cpc@noaa.gov
	ReviewerOfficePhone: 3017137711
	Extension: 
	ReviewerMobilePhone: 
	Org1Name: OMAO
	Org2Name: CPC
	Org3Name: OCMD
	Org4Name: Officer Recruiting Branch
	Org5Name: 
	i.e., Ecosystems/EOP: 
	i.e., Aircraft Services: 
	i.e., AN8000: AN1200
	i.e., 10-08-0004-00-00-00-00: 540801000200000000
	i.e., G8P2ACP-P00: X8A5ANM-PCP
	Section5-PPAOverview: The Officer Career Management Division (OCMD) is one of the two primary execution divisions within CPC. OCMD is comprised of the Recruiting Branch, Assignment Coordinator, and NOAA Corps Officer Training Center. The division has major roles with leadership development programs / training, career counseling, human capital strategic planning, and the officer evaluation system. The division recruits, trains, assigns, and develops officers to ensure NOAA and the NOAA Corps is staffed with highly diverse, skilled, and motivated officers.Chief, NOAA Corps Officer Recruiting Branch is responsible for everything recruiting. It is imperative that they ensuring a diverse pool of qualified NOAA Corps applicants are available to facilitate no less than two NOAA Corps Basic Officer Training Classes (BOTC)  per year. They support NOAA Corps applications from the point of initial contact through in-processing of appointed officer candidates: to include processing all application materials, arranging ~250+ interviewers per year, facilitating all travel, scheduling / attending military entrance physicals (MEPS), and processing drug tests & security clearances for selected officers. The Chief also manages all Inter-service transfers from the point of initial contact through in-processing, arranges IST / BOTC boards, and serves as the primary POC between departing service and the NOAA Corps. They establish & maintain relationships with academic institutions, arrange no less than 60+ recruiting events per year and ensures the NOAA Corps OPB has a highly qualified, diverse, applicant pool to select the future of the NOAA Corps. 
	DescriptionOfDuties: The incumbent officer will be responsible for:1. Indirectly supervising Recruiting Officer. Includes monitoring performance, skill development, and offering comments for annual personnel reporting requirements.2. Managing Officer Recruiting Branch budget to ensure all critical needs are met and flexible needs are periodically evaluated and adjusted to best meet the current recruiting needs.3. Tracking and monitoring recruiting/appointment statistics, current and projected personnel needs, success of recruiting plan developed by Recruiting Officer, and success of recruiting EEO/diversity initiatives.4. Liaison with Chief, OCMD and Chief, OPMD to improve recruiting processes and entry level officer qualifications.5. Solicitation and procurement of recruiting contracts to include social media advertising.6. Design, production, procurement, and inventory of NOAA Corps recruiting material and paraphernalia.7. Review and evaluation of application materials to determine eligibility. Providing timely responses, detailed instructions, and guidance to applicants as they complete the application process.8. Tracking progress of each application and maintaining files for each applicant.9. Performing applicant interviews or arranging for applicants to interview with an appropriately ranked and experienced officer in their geographic location.  Includes preparing interviewing officer with application materials, interview paperwork, and any concerns identified by the Recruiting Branch that should be investigated during the interview.10. Preparation for and attendance at BOTC selection boards. Includes scheduling Officer Personnel Board (OPB) meeting with Chief, OPMD, validation of applicant files, creation of BOTC matrix, dissemination of files to OPB members, drafting the Official Precept and providing information requested by the OPB if deemed appropriate.11. Arranging travel authorizations and vouchers for invitational travel required for officer candidate in-processing.12. Performing final in-processing, as well as assisting the Commanding Officer, NOAA Corps Officer Training Center as needed.13. Ensuring information on the NOAA Corps recruiting website is accurate and professionally presented.14. Seeking new opportunities for outreach and recruiting that will promote the NOAA Corps and generate interest among potential applicants.15. Compile Recruiting Annual Report and revise applicable directives, forms, and policy documents.16. Indirectly supervise OCMD's Administrative Assistant when they are performing Recruiting Branch tasks.17. Assist the Recruiting Officer and Field Recruiters with providing information to prospective candidates.18. Assist in the Inter-Service Transfers process.19. Train Recruiting Officer to take over as Chief Recruiter. 20. Manage all aspects of Inter-service transfers in coordination with AOC. 
	PercentageTechnicalDuty: 10.00000000
	PercentageOperationalDuty: 20.00000000
	PercentageLeadingAndManagingDuties: 65.00000000
	PercentageExecutiveLeadershipDuties: 5.00000000
	CheckBox1: 0
	: 
	NumberPersonnelSupervised: 2
	GradesOfPersonnelSupervised: O2-O3
	NumberPersonnelLed: ~40
	GradesOfPersonnelLed: O1 to O5,  Administrative Assistant (ZS-04)
	BudgetResponsiblity: Yes - All
	BudgetResponsibilityAmountInThousands: 200+
	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: 0
	CreativityAndInnovationPreReq: 1
	HumanCapitalManagementPreReq: 0
	FinancialManagementPreReq: 0
	TechnologyManagementPreReq: 0
	ExternalAwarenessPreReq: 0
	StrategicThinkingPreReq: 1
	PoliticalSavvyPreReq: 0
	VisionPreReq: 0
	PartneringPreReq: 0
	Comments-LeadershipPrerequisites: Officer must be professional in appearance, actions, and communications. Solid interpersonal skills are imperative for building relationships with potential applicants, academic institutions, vendors, and other NOAA offices. 
	Comments-OperationalPrerequisites: Officer must be familiar with all components of DOC, NOAA, and the NOAA Corps. As the supervisory level contact for officer recruiting, they must be able to answer the multitude of questions that will be presented by prospective candidates and college/ university staff.  Diverse operational experience is highly recommend.  A minimum of Officer of the Deck and Senior Watch Officer qualifications are highly desirable. A thorough understanding of requirements for obtaining these qualifications is essential when providing guidance to applicants or newly appointed officers.
	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: Experience with budgeting, travel regulations, and customer service is required. Strong management, interpersonal and administrative skills are critical to success.Ability to manage multiple projects, attention to detail, and strong computer skills are highly recommended. Excellent officer bearing is necessary.
	CoreValuesAndConductDeveloped: 1
	HealthAndWellBeingDeveloped: 1
	ResponsibilityDeveloped: 1
	FollowershipDeveloped: 1
	AdaptabilityDeveloped: 1
	InterpersonalSkillsDeveloped: 1
	ContinuousLearningDeveloped: 1
	TechnicalProficiencyDeveloped: 1
	ListeningDeveloped: 1
	SpeakingDeveloped: 1
	WritingDeveloped: 1
	TeamBuildingDeveloped: 1
	LeveragingDiversityDeveloped: 1
	InfluencingOthersDeveloped: 1
	DevelopingOthersDeveloped: 1
	ExecutionDeveloped: 1
	DecisivenessDeveloped: 1
	ProblemSolvingDeveloped: 1
	ConflictManagementDeveloped: 1
	CustomerFocusDeveloped: 1
	EntrepreneurshipDeveloped: 1
	CreativityAndInnovationDeveloped: 1
	HumanCapitalManagementDeveloped: 1
	FinancialManagementDeveloped: 1
	TechnologyManagementDeveloped: 0
	ExternalAwarenessDeveloped: 0
	StrategicThinkingDeveloped: 1
	PoliticalSavvyDeveloped: 0
	VisionDeveloped: 0
	PartneringDeveloped: 1
	Comments-LeadershipDevelopment: Human capital management includes strategic planning to ensure a large pool of diverse & highly qualified applicants, tracking and evaluation of recruiting/appointment statistics, and projecting numbers of new recruits needed. Creativity and innovation to ensure recruiting is modern and will successfully reach qualified members of the emerging workforce. Financial management skills will be required to successfully plan and execute the Officer Recruiting Branch budget such that all critical activities are funded and more flexible activities are periodically evaluated and adjusted to best meet current recruiting needs
	Comments-OperationalDevelopment: N/A - Augmenting operational billets is encouraged, when schedule permits. 
	PPADevelopment: The officer will develop expertise in NOAA's human resources policies and on-boarding requirements, regulations governing the NOAA Corps appointment process, budget planning and execution, management of multiple projects, written and verbal communication, behavioral-based interviewing, public outreach, and property management. The officer will develop knowledge of student opportunities and other employment opportunities throughout NOAA. Relationships will be established with multiple NOAA offices through outreach and partnering for various recruiting events.
	Section13-SuccessCriteria: 1. Recruiting Officer demonstrates professional growth and overall development.2. The number of qualified applicants for each BOTC will be at least 80 persons of various scientific or technical backgrounds applicable to NOAA's missions.3. Quantifiable recruiting efforts will be made to reach qualified potential applicants to increase NOAA Corps diversity.4. Annual Officer Recruiting Branch expenses will be tracked and within the allotted budget +/- 10%.5. Inventory of standard recruiting props and materials will be sufficient to supply all career fairs arranged by the Recruiting Officer.6. All initial application paperwork submissions (e.g., Personal Data Resume) will be reviewed and a response provided within one week of receipt.7. All email or telephone contacts either directed specifically to Chief, Officer Recruiting Branch or from persons with an application package in progress will receive a response within one week of contact.8. Officer Personnel Board will receive applicant files NLT one month prior to the board for review. These files will be complete and free of error.9. Newly appointed officers will complete all required in-processing paperwork and training requirements prior to being turned over to the NCOTC staff.10. Will ensure no less than 2 BOTC and 1 IST boards occur each year.
	DeveloperSignature: 
	DeveloperName: LT Dustin Picard
	DeveloperTitlePosition: Chief, Officer Recruiting Branch
	DeveloperDateSigned: 2023-01-30
	SupervisorSignature: 
	SupervisorTitlePosition: Chief, Officer Career and Management Division
	SupervisorDateSigned: 2023-02-27
	ReviewerSignature: 
	ReviewerTitlePosition: Chief, Officer Career and Management Division
	ReviewerDateSigned: 2023-02-27
	CPCreco: approval
	CPCrecoSignature: 
	CPCrecoName: LCDR Joseph Carrier
	CPCrecoTitlePosition: Chief, Officer Officer Assignment Branch
	CPCrecoDateSigned: 2023-02-27
	DirectorNCidentity: authorized representative of the Director, NOAA Corps
	DirectorNCdecision: approve
	DirectorNCsignature: 
	DirectorNCname: RDML Chad M. Cary, NOAA
	DirectorNCtitlePosition: Acting Director, CPC
	DirectorNCdateSigned: 2023-03-01
	EmailSubmitButton1: 
	PrintButton1: 



