


SECTION 5 - PROGRAM, PROJECT OR ACTIVITY OVERVIEW

Incumbent officer will serve as Aide-de-Camp or "Flag Lieutenant” to the Director, Office of Marine and Aviation Operations and
the NOAA Corps. The position requires an officer who is proactive, adaptable, and comfortable working in a fast-paced
environment. The incumbent will be expected to manage requests with varying priorities and short deadlines. As the Admiral's
Aide, the incumbent will be responsible for communicating with Intra-and Interagency Aide's to ensure all pertinent meeting
particulars are coordinated in advance. All materials, schedules, presentations. background information, and other useful data
must be complete, accurate, and provided to the Director in a timely manner for review and update before meetings. As on-scene
manager of the Director's travel and meeting agenda, the Flag Lieutenant must be cognizant of the Admiral's schedule and
whereabouts at all times. Due to the position's high public visibility, the Flag Lieutenant must possess impeccable bearing and
appearance and be thoroughly familiar with the NOAA organization and Uniformed Service customs and courtesies.

SECTION 6 - DUTIES AND RESPONSIBILITIES

r 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 OMAO's Personal Property Policy #1502

6A. Description of Duties and Responsibilities

Flag Lieutenant duties include:
Assisting with TDY travel administration for the Director; including review and preparation of travel orders, vouchers, air and
jround transportation, lodging, and dining reservations.
Assisting with management of the Director's official calendar; to include the scheduling of meetings IAW existing protocols,
proper staffing and meeting location determinations, presentation material and IT requirements, and attendee notifications.
- On-scene management of the Director's schedule, meeting agenda, facilities, transportation, and reservations.
- Preparing talking points, speeches, presentations. and correspondence for the Director that are clear, concise, and reflect
officially approved NOAA and OMAO communications.
Serving as a point of contact and filter for individuals or groups requesting the Director's time and attention for an issue.
Coordination on meeting particulars with Intra-and Interagency organizations for upcoming events that require the Director's
ittendance.
Monitoring incoming internal and external correspondence for prioritization and routing determinations.
Maintaining a list of meeting hot topics and points of contact for the Director's review and follow-up action decisions.
Assisting the Director with individualized tasks which facilitate productive time and resource management.
Conducting directed research and data collection for use in the Director's decision~making process.

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

Technical + Operational 0 * Leading and Managing + Executive Leadership 0 =100%













SECTION 12 - PROGRAM, PROJECT, OR ACTIVITY DEVELOPMENT

" ist specific qu. ications, knowledge, skills or abilities to be dev. ped in this billet. For example: budget (MARS, CBS);
cersonnel; 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 ¢ which would represent successful performance in this billet.

- Upholds the integrity of both OMAQO and NOAA at all times as you are representing the Director, NOAA Corps in words and
actions.

- Exhibits an understanding and awareness of the mission and vision of the Director, NOAA Corps and accurately conveys that
message in all correspondences both in-house and externally.

- Exhibits excellent time management skills and an ability to prioritize tasks given short notice.

- Works well in a team environment.

- Perceptive to professional development coaching.

- Meets all deadlines.

- Director's travel planned, arranged, and briefed on time as required by Director.

- Director is kept informed of, prepared for, and on time for¢ meetings.

- Director's talking points, speeches, and presentations written and edited in proper voice and free of mistakes.

- Director's calendar maintained to include all desired meetings and events and briefed weekly to Director.

- Director's official communication routed and cleared without loss ord 1y.







