


SECTION 5 - PROGRAM, PROJECT OR ACTIVITY OVERVIEW

The Program Coordination Office (PCO) provides staff support to NOAA Leadership and represents NOAA leadership in their
liaison with NOAA Assistant Administrators and their staff. PCO supports leadership by producing the highest quality products
and preparing them for issues that may arise during various events regardless of subject matter. PCO staff develops concise and
informative speeches, talking points, visual presentation and one page memos for use by NOAA Leadership on a variety of
subjects incorporating the "Big NOAA" view. This entails coordinating with other line offices, doing extensive subject matter
research, tasking other PCO staff and maintaining awareness of the significant public affairs issues in the event areas.

A thorough understanding of OMAO organization and personnel is vital to facilitate coordination. A strong technical knowledge of
the various operations OMAO performs is also very important. Basic knowledge of the budget structure, various processes and
OMAQO's relationship with the Hill is beneficial.

This assignment requires travel and the ability to coordinate travel so resourcefulness, attention to detail and the ability of an
Hfficer to educate him or herself on unfamiliar areas is very important. A PCO assignment is an opportunity to educate and
levelop the future leaders in NOAA so officers are selected carefully. This assignment requires the trust of/by leadership,
ledication, loyalty, and hard work.

|SECTION 6 - DUTIES AND RESPONSIBILITIES

r~ 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

BA. Description of Duties and Responsibilities

- Provide senior staft support to the Office of the Under Secretary. |
- Develop presentations, statements and remarks for the Office of the Under Secretary.
- Provide expert staffing support at events by: including comprehensive background material; understanding local issues working
with Legislative Affairs; working with Public Affairs, Line Office Headquarters and others to ensure leadership is fully prepared for |
various interactions.
Represent the Line and Program Offices within the Office of the Under Secretary and bring issues of concern to the attention of
ne Office of the Under Secretary. Represent the Office of the Under Secretary in inter-agency meetings and coordinate action
vith NOAA and the Department of Commerce as required
- Review proposals and controlled correspondence coming to the Office of the Under Secretary for information, and/or action and
make recommendations and edits as required.
- Work with NOAA Line and Program Offices to ensure adequate coordination and attempt to resolve differences dealing with
programmatic, scientific and management issues with the agency.
Advise the Office of the Under Secretary on broad initiatives and high priority issues requiring immediate attention. Provide
riefings, as requested, on a broad range of issues which may affect program operations or have nationwide impacts.
Provide comprehensive analyses relating to proposed initiatives; conduct background research and short-term feasibility studies
and develop general plans to define objectives and coordinate work to be undertaken.
- Develop recommendations or conclusions for the Office of the Under Secretary based on careful study/analysis of the materiai
presented, requiring full understanding and consideration of NOAA policies, project management commitments and other relevant
“actors.
Verify the proper formats and monitor the status of officer appointment and promotion packages as they progress through the
{OAA and DOC clearance processes, White House approval and Senate confirmation.

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

. Technical 50 |+ Operational| 0 * Leading and Managing + Executive Leadership =100% '



















