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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: 9315
	BilletTitle: Director, Homeland Security Program Office
	BilletRankRequested: O6 - CAPT
	TypeOfSubmission: ANNUAL RECERTIFICATION
	MinimumOverlap: 2 weeks
	DutyType: FIXED SHORE
	AssignmentDuration: 2 years
	Please enter the first line street address: SSMC3, 9th Floor
	Please enter the second line street address: 1315 East West Highway
	Please enter duty station city: Silver Spring
	State: MD
	Country: US
	Please enter 5 digit duty station zip code: 
	OfficePhone: 3059182418
	Extension: 
	MobilePhone: 2025778492
	FaxNumber: 3017131641
	SupervisorName: Zachary Goldstein
	SupervisorTitle-Position: NOAA CIO, Director HPCC
	SupervisorGrade: SES-All
	SupervisorEmail: zachary.goldstein@noaa.gov
	SupervisorOfficePhone: 3017139600
	Extension: 
	SupervisorMobileNumber: 2406763986
	ReportingOfficerName: RADM Nancy Hann
	ReportingOfficerTitle-Position: Director, OMAO and NOAA Corps
	ReportingOfficerGrade: O8
	ReportingOfficerEmail: nancy.hann@noaa.gov
	ReportingOfficerOfficePhone: 3017137703
	Extension: 
	ReportingOfficerMobilelPhone: 3013570261
	ReviewerName: SAME AS ABOVE
	ReviewerTitle-Position: Director, OMAO and NOAA Corps
	ReviewerGrade: O8
	ReviewerEmail: nancy.hann@noaa.gov
	ReviewerOfficePhone: 3017137703
	Extension: 
	ReviewerMobilePhone: 3013570261
	Org1Name: OCIO
	Org2Name: Homeland Security Program Office
	Org3Name: 
	Org4Name: 
	Org5Name: 
	i.e., Ecosystems/EOP: 
	i.e., Aircraft Services: 
	i.e., AN8000: AJ1800
	i.e., 10-08-0004-00-00-00-00: 540601000800000000
	i.e., G8P2ACP-P00: W8A5AQH-PQH
	Section5-PPAOverview: The NOAA Homeland Security Program Office is assigned the responsibility for NOAA Headquarters’ plans, programs, and policies for homeland security and execution of incident management. This responsibility strengthens the agency's ability to prepare for, respond to, and recover from terrorist attacks, major disasters, and other emergencies by providing a unity of effort and the focal point of contact for NOAA leadership, Department of Commerce (DOC), the White House Homeland Security Council, Department of Homeland Security (DHS), and other inter-agency partners. HSPO is responsible for:1). Maintaining the NOAA continuity of operations (COOP) for All-Hazards Incident Management and all supplemental guidance ensuring NOAA compliance with the National Response Framework (NRF); 2). Ensuring all NOAA programs adhere to the policies and protocols in the COOP;3). Coordinating and, under certain circumstances, directs in the Under Secretary’s stead and through the proper chain of command, NOAA's efforts to prevent, prepare for, respond to, and recover from incidents of all hazards and all origins;4). Acting as NOAA liaison with the Department of Homeland Security, and other federal agencies, and serves as the Under Secretary’s principal advisor on any issues relating to intelligence matters, terrorism, and homeland security-related emergencies;5). HSPO reviews NOAA’s processes and procedures for responding to incidents, always looking for areas of improvement. 
	DescriptionOfDuties: 1). Directly supervises four GS-13/14/15 employees, and oversees a 16 member Senior Management Team (SMT) consisting of GS-12 to SES level civilians and commissioned officers in the NOAA Line and Staff offices via matrix management;2). Coordinates, develops and implements homeland security policies for NOAA Line and Staff Offices, while integrating NOAA capabilities into federal planning;3). Oversees the NOAA Operations Center (NOC), which is activated as needed to assist leadership in maintaining NOAA's Primary Mission Essential Functions (PMEF) and Mission Essential Functions (MEF) affected by natural or man-made disasters by providing information to leadership which is timely, accurate and actionable, ensuring that the NOAA Office of Under Secretary/Administrator are appropriately informed and engaged; 4). Develops and delivers federally required COOP training, drills and exercises for NOAA;5). Develops and maintains the NOAA Headquarters Continuity of Operations Plan (COOP) and supporting job aides (e.g., NOAA COOP and Incident Management Quick Reference Document (QRD));6). Develops and maintains NOAA-wide emergency communication infrastructures and mobile computing and communications capabilities to include: (1) Wireless Priority Service and Government Emergency Telecommunications Service; (2) Emergency Notification System; (3) Emergency Personnel Reporting System; (4) ICC GIS System (with NOS);7). Ensures continuous NOAA staffing at the Department of Homeland Security National Operations Center (NOC). The NOC provides the Secretary of Homeland Security and other principals with information necessary to make critical national-level incident management decisions; and8). Represents NOAA on inter-agency homeland security teams and working groups such as: DOC COOP Working Group and OHS lnter-agency Operations Centers Directors Working Group.This position is Senior Executive Service equivalent and Involves routine interaction and coordination with senior NOAA executives across line and staff offices, including the Deputy Under Secretary (DUS), Deputy Assistant Secretaries, Assistant Secretary, and the Under Secretary. The position also provides for interaction at senior levels of the Department of Commerce, Department of Homeland Security, and other executive branch departments, as well as the White House Homeland Security Council and the Congress. The incumbent develops strong skills and experience for opportunity to advance to NOAA Corps flag positions. 
	PercentageTechnicalDuty: 
	PercentageOperationalDuty: 
	PercentageLeadingAndManagingDuties: 75.00000000
	PercentageExecutiveLeadershipDuties: 25.00000000
	CheckBox1: 0
	: 
	NumberPersonnelSupervised: 5
	GradesOfPersonnelSupervised: GS-12 to GS-15
	NumberPersonnelLed: 16
	GradesOfPersonnelLed: GS-12 to SES, NOAA Corps Officers LCDR(O4) to CAPT(O6)
	BudgetResponsiblity: Yes - All
	BudgetResponsibilityAmountInThousands: 100
	DescriptionOfAssetsManaged: 
	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: 1
	FinancialManagementPreReq: 1
	TechnologyManagementPreReq: 1
	ExternalAwarenessPreReq: 1
	StrategicThinkingPreReq: 1
	PoliticalSavvyPreReq: 1
	VisionPreReq: 1
	PartneringPreReq: 1
	Comments-LeadershipPrerequisites: 
	Comments-OperationalPrerequisites: Top Secret (TS) security clearance with special compartmentalized information (SCI) required (TS-SCI).
	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: Prior senior management experience in DOC/NOAA Line/Staff/Program Office.
	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: 1
	ExternalAwarenessDeveloped: 1
	StrategicThinkingDeveloped: 1
	PoliticalSavvyDeveloped: 1
	VisionDeveloped: 1
	PartneringDeveloped: 1
	Comments-LeadershipDevelopment: 
	Comments-OperationalDevelopment: 
	PPADevelopment: Use senior management experience and skills to develop and build executive leadership competencies.
	Section13-SuccessCriteria: 1). Maintain the NOAA Headquarters' Continuity of Operations (COOP) plan - attaining an overall score of 90% or higher as assessed by the Department of Commerce evaluating the NOAA plan using the DOC Continuity Evaluation Tool.2). Facilitate NOAA's successful participation in the annual Eagle Horizon (EH) training exercise to include:     a). Meeting or exceeding 90% of NOAA's pre-determined training objectives.     b). Resolving 100% of the Corrective Actions/Areas for Improvement identified in the prior year Eagle Horizon exercise that are within the HSPO Director's authority and available resources to correct.3). Maintain NOAA-level Common Operational Picture (COP) through conduct of ICC coordination calls, analysis of incident intelligence and distribution of NOAA COOP reports to DOC Emergency Operations Center, ICC SITREPs and SPOTREPs, Senior Leadership briefings and utilizing other situational awareness tools for reporting impacts to personnel, PMEF mission continuity, IT systems, and facilities.
	DeveloperSignature: 
	DeveloperName: CAPT Christian J. Sloan
	DeveloperTitlePosition: Director, Homeland Security Program Office
	DeveloperDateSigned: 2022-01-10
	SupervisorSignature: 
	SupervisorTitlePosition: NOAA CIO, Director HPCC
	SupervisorDateSigned: 2022-01-14
	ReviewerSignature: 
	ReviewerTitlePosition: SAME AS ABOVE
	ReviewerDateSigned: 2022-01-14
	CPCreco: approval
	CPCrecoSignature: 
	CPCrecoName: CDR Ryan Wattam
	CPCrecoTitlePosition: Chief, CPC OCMD
	CPCrecoDateSigned: 2022-04-22
	DirectorNCidentity: authorized representative of the Director, NOAA Corps
	DirectorNCdecision: approve
	DirectorNCsignature: 
	DirectorNCname: CAPT Douglas MacIntyre
	DirectorNCtitlePosition: Director, CPC
	DirectorNCdateSigned: 2022-04-26
	EmailSubmitButton1: 
	PrintButton1: 



