


SECTION 5 - PROGRAM, PROJECT OR ACTIVITY OVERVIEW

The Deputy Chief of Staff supports the Chief of Staff (CoS) in the management and delivery of the Director’s vision for OMAQ, )
ensuring that the Director, Deputy Director, and the Deputy Assistant Administrator are enabled in both logistical and substantive
terms to carry out their work in an efficient and effective manner. In this capacity, the incumbent is a key advisor to the CoS, and
OMAO leadership on all program and policy issues with responsibility for insuring that the staff work and resources are properly
executed to insure the timely and effective implementation of the Director's objectives and policies. Assists the CoS, Director,
Deputy Director for Operations, and Deputy Assistant Administrator in management responsibility for the day-to-day operation of
the offices and centers. The Deputy Chief of Staff officiates in place of the Chief of Staff in his/her absence, overseeing the
smooth running of the office. Ensures that all pertinent data is coordinated in advance of meetings between OMAO leadership.
The incumbent will be cognizant of the OMAO senior leader’s schedules and their whereabouts at all times. The incumbent will
ensure that all materials, including up-to-date schedules, presentations, background material, and other information is provided in
a timely manner, and in sufficient time for review and updates before meetings. Facilitates the clear and effective coordination
and communication with the centers (MO, AOC, CPC) and the divisions of OMAQ. Leads the Executive Affairs Division and
maintains direct communication with the NOAA Program Coordination Office, the NOAA Office of Legislative Intergovernmental
Affairs, and the NOAA Communications office to maintain awareness of issues affecting OMAO.

LSECTION 6 - DUTIES AND RESPONSIBILITIES

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

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

6A. Description of Duties and Responsibilities

rResponsible for responding to congressional inquiries and managing congressional activities including formal letters, questions 1
.or the record, and briefing papers. The incumbent will work closely with NOAA Office of Legislative and Intergovernmental Affairs
(OLIA) to coordinate responses and monitor the clearance process. Familiarization with OMAOQ related congressional interests,
“elationships, and committees is required.

Responsible for cultivating relationships with bureau/agency representatives, Congressional Affairs officers, and external
partners.
-Build relationships with DOC/NOAA Public Affairs, Policy and Strategic Planning, General Council, and other related offices and
aersonnel.

Responsible for monitoring and evaluating program/project plans to ensure compliance with OMAO strategic goals.

Assist in management of Executive Affairs Division budget.
-The incumbent will provide direct support for OMAO Operations initiatives and broader OMAQ support, as needed. This Includes
representing the Director, OMAO, as needed both internally and with external partners.

Responsible for ensuring OMAO senior leadership are prepared for internal/external events and functions -including assisting
vith speech writing, briefing material preparation, and gathering background material.
-Provide direct support to the CoS in order to respond to written inquiries from NOAA and Department of Commerce leadership in
a timely manner. This includes crafting talking points, conveying hot topics, presentations, and written memos.
-Provide direct support as assigned to Director, Deputy Director, and Deputy Assistant Administrator.

3B. Division of Duties and Responsibilities, Total Must = 100%

Technical | 35 |+ Operational + Leading and Managing + Executive Leadership | 10  =100%





















