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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: 9313
	BilletTitle: Flag Lieutenant to the Under Secretary of Commerce and NOAA Administrator 
	BilletRankRequested: O3 - LT
	TypeOfSubmission: ANNUAL RECERTIFICATION
	MinimumOverlap: 2 weeks
	DutyType: FIXED SHORE
	AssignmentDuration: 1 year
	Please enter the first line street address: 1401 Constitution Ave NW
	Please enter the second line street address: Suite 51030
	Please enter duty station city: Washington
	State: DC
	Country: US
	Please enter 5 digit duty station zip code: 
	OfficePhone: 2024823436
	Extension: 
	MobilePhone: 2026316319
	FaxNumber: 
	SupervisorName: Dr. Karen Hyun
	SupervisorName: Karen Hyun
	SupervisorTitle-Position: Chief of Staff, NOAA
	SupervisorGrade: SES-All
	SupervisorEmail: karen.hyun@noaa.gov
	SupervisorOfficePhone: 2024507964
	Extension: 
	SupervisorMobileNumber: 
	ReportingOfficerName: Dr. Richard Spinrad
	ReportingOfficerTitle-Position: Under Secretary of Commerce, NOAA Administrator 
	ReportingOfficerGrade: SES-All
	ReportingOfficerEmail: rick.spinrad@noaa.gov
	ReportingOfficerOfficePhone: 2024823436
	Extension: 
	ReportingOfficerMobilelPhone: 
	ReviewerName: CAPT Rebecca Waddington
	ReviewerName: CAPT Rebecca Waddington
	ReviewerTitle-Position: Executive Director, DUSO
	ReviewerGrade: O6
	ReviewerEmail: rebecca.waddington@noaa.gov
	ReviewerOfficePhone: 3016281984
	Extension: 
	ReviewerMobilePhone: 
	Org1Name: NOAA HQ
	Org2Name: UNSEC
	Org3Name: 
	Org4Name: 
	Org5Name: 
	i.e., Ecosystems/EOP: Mission Support 
	i.e., Aircraft Services: 
	i.e., AN8000: 
	i.e., 10-08-0004-00-00-00-00: 
	i.e., G8P2ACP-P00: 
	Section5-PPAOverview: DOC Strategic Goal: Promote trade and investment, foster innovation, build a 21st century workforce, ensure organizational excellenceNOAA Mission: Promote a sustainable and resilient future for our planet and its inhabitants.The Under Secretary of Commerce for Oceans and Atmosphere (UNSEC) and NOAA Administrator serves both the Department of Commerce and NOAA. They provide direction to the line and executive offices, in step with administration priorities. The UNSEC provides strategic leadership and guidance to the agency's various program offices, coordinating inter-agency and international partnerships, and ensuring effective communication with stakeholders and the public. The NOAA Front Office works to foster a culture of excellence and innovation within the agency, promoting collaboration and teamwork, and providing opportunities for professional development and growth. Overall, the mission of the NOAA Front Office is to provide the strategic direction and leadership necessary to advance NOAA's mission and promote a sustainable and resilient future for our planet and its inhabitants.
	DescriptionOfDuties: Officer serves as the Flag Lieutenant, or Aide-de-Camp, to the Under Secretary of Commerce for Oceans and Atmosphere (UNSEC) and NOAA Administrator. The Flag Lieutenant, serves as a support system for the UNSEC to ensure that they are able to fulfill their duties and responsibilities effectively and efficiently. This position requires an officer who is proactive, adaptable, and excels in working in a fast-paced environment. The incumbent must excel in time management skills and manage competing priorities. As the on-scene manager of the Administrator's travel and meeting agenda, the Flag Lieutenant must be cognizant of the Administrator's schedule and whereabouts at all times. Due to the position's public visibility, the Flag Lieutenant must possess impeccable bearing, appearance, and be familiar with the NOAA organizational and military customs and courtesies. Duties of the Flag Lieutenant: -Assist the UNSEC during meetings and events, ensuring they are prepared and have the necessary information and materials; ensuring they are fully informed on all relevant matters -Coordinate logistics for UNSEC; ensuring travel arrangements, accommodations and transportation is proper and complies with NOAA and Federal travel regulations/policies. Ensure the UNSEC gets from place to place safely and effectively.-Manage communication ensuring critical messages and are delivered in a timely and appropriate manner -Assist with scheduling, correspondence, and other administrative tasks-Anticipate and address potential issues or challenges that may arise -Foster relationships with stakeholders and partners on behalf of the agency, promoting collaboration and communication-Facilitate productive time and resource management; identify critical needs and issues requiring immediate attention -Capture follow up and action items on behalf of the UNSEC-Work to optimize the effectiveness of the UNSEC 
	PercentageTechnicalDuty: 20.00000000
	PercentageOperationalDuty: 55.00000000
	PercentageLeadingAndManagingDuties: 15.00000000
	PercentageExecutiveLeadershipDuties: 10.00000000
	CheckBox1: 0
	CheckBox1: 1
	: 
	NumberPersonnelSupervised: 
	GradesOfPersonnelSupervised: 
	NumberPersonnelLed: ~10
	GradesOfPersonnelLed: Variable; Program Coordination Officers and political appointees; high performing career personnel 
	BudgetResponsiblity: No
	BudgetResponsibilityAmountInThousands: 
	DescriptionOfAssetsManaged: UNSEC GOV- $21,600; 2016 Hyundai Sonata Misc. Government Property- $2,500; Laptop, iPad, GOV Cell phone 
	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: 0
	CustomerFocusPreReq: 1
	EntrepreneurshipPreReq: 0
	CreativityAndInnovationPreReq: 0
	HumanCapitalManagementPreReq: 0
	FinancialManagementPreReq: 0
	TechnologyManagementPreReq: 0
	ExternalAwarenessPreReq: 0
	StrategicThinkingPreReq: 0
	PoliticalSavvyPreReq: 0
	VisionPreReq: 0
	PartneringPreReq: 0
	Comments-LeadershipPrerequisites: -Strong Communication Skills: must be able to communicate clearly and effectively with the UNSEC, as well as other organizations internal or external to NOAA-Decision Making: must have skills & the ability to analyze complex information and logistics to determine the feasibility of events -Strategic thinking: have the abilities to strategically anticipate potential challenges that may arise, work proactively to address them
	Comments-OperationalPrerequisites: Required:Meet physical standards for officers on sea or aviation duty as required by OMAO Medical Services Division, secret security clearance, current U.S. Official Passport, and valid U.S. drivers license. Understanding and experience of NOAA's program and executive offices, and travel policies. Able to obtain and maintain a government travel card. Preferred:Medical Person in Charge. Familiarity with Public Administration  
	OOD: 0
	OOD: 0
	SWO: 0
	SWO: 0
	ECDIS: 0
	ECDIS: 0
	DP: 0
	DP: 0
	BoatDeployment: 0
	BoatDeployment: 0
	MedPIC: 0
	MedPIC: 0
	CoxswainOIC: 0
	CoxswainOIC: 0
	HAZWOPER: 0
	HAZWOPER: 0
	AUVDeployment: 0
	AUVDeployment: 0
	UnderWayUASDeployment: 0
	UnderWayUASDeployment: 0
	BuoyMooringQualified: 0
	BuoyMooringQualified: 0
	TrawlQualified: 0
	TrawlQualified: 0
	LonglineQualified: 0
	LonglineQualified: 0
	HydroLaunchPIC: 0
	HydroLaunchPIC: 0
	ForeignPortCalls: 0
	ForeignPortCalls: 0
	Co-Pilot: 0
	Co-Pilot: 0
	Pilot: 0
	Pilot: 0
	AircraftCommander: 0
	AircraftCommander: 0
	MissionCommander: 0
	MissionCommander: 0
	InstructorPilot: 0
	InstructorPilot: 0
	HurricaneQualified: 0
	HurricaneQualified: 0
	AlaskaQualified: 0
	AlaskaQualified: 0
	FlightMeteorologist: 0
	FlightMeteorologist: 0
	InternationalFlight: 0
	InternationalFlight: 0
	UASPilot: 0
	UASPilot: 0
	ScientificDiver: 0
	ScientificDiver: 0
	WorkingDiver: 0
	WorkingDiver: 0
	AdvancedWorkingDiver: 0
	AdvancedWorkingDiver: 0
	MasterDiver: 0
	MasterDiver: 0
	DiveMaster: 0
	DiveMaster: 0
	DiveMedic: 0
	DiveMedic: 0
	UnitDivingSupervisor: 0
	UnitDivingSupervisor: 0
	PPAPrerequisites: Education requirements for entry into the NOAA Corps Completion of training requirements for promotion to LT. An understanding of NOAA's mission, policies, ethics and communication guidelines, as well as above average communication skills are required. The incumbent will have routine contact with senior leadership, and both internal and external government, public, and private partners. Familiar with the current political landscape. Ability to discreetly operate in a political environment. Ability to accept political, budgetary, or administrative set backs while keeping the administration's goals in the forefront. Familiar with practical aspects of the Officer Personnel System: OERs, OPF, payroll, leave, awards, training, promotion, etc. Familiar with the NOAA Line & Executive offices, DOC, and general US government structure.Working knowledge of Google suite and applications, and other telecommunication programs. In addition to software suites relevant to presentations and documents (IE: Google meets, webex, zoom for government) Ability to learn ethical standards for political appointees and career employees. Ability to travel unrestricted nationally and internationally.
	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: 0
	FinancialManagementDeveloped: 0
	TechnologyManagementDeveloped: 1
	ExternalAwarenessDeveloped: 1
	StrategicThinkingDeveloped: 0
	PoliticalSavvyDeveloped: 1
	VisionDeveloped: 1
	PartneringDeveloped: 1
	Comments-LeadershipDevelopment: Incumbent must be a high potential officer with strong background in executing operations and carrying out agency objectives. Leadership development identified above due to the amount of exposure to senior leadership throughout NOAA, other agencies, and both public/private institutions. Officer must routinely find creative solutions to a wide variety of political and logistical challenges. Experience would leave officer well suited for formal executive education opportunities, and liaison assignments with Capitol Hill, as well as other uniformed services and federal agencies. 
	Comments-OperationalDevelopment: Incumbent will be exposed informally and formally to national and international government and military policy regulations. Successful completion of this assignment will leave officer well qualified to serve in liaison assignments with Capitol Hill, as well as other uniformed services and federal agencies. 
	PPADevelopment: Technical expertise and troubleshooting skills gained will prepare the incumbent for a variety of technical challenges that may be encountered in future assignments.Participation in the highest levels of government, professional conferences, outreach events, and constituent relations will hone communication skills and encourage diverse professional network building.  Due to the high tempo nature of this assignment it is recommended the incumbent seeks a follow up land assignment. 
	Section13-SuccessCriteria: -Upholds the integrity of NOAA at all time; represents the UNSEC in words and actions-Exhibits an understanding and awareness of the mission of NOAA and the vision of the UNSEC; accurately conveys that message in all correspondence -Exhibits excellent time management skills and ability to prioritize tasks given short notice and deadlines -Works well in a team environment-Meets all deadlines. Prioritizes tasks given on short notice and with deadlines; demonstrates excellent time management skills. Is able to adapt to changing circumstances and be willing to take on new responsibilities as needed.  -UNSEC is consistently well prepared for interactions with Administration and political leaders, as well as external constituents. -UNSEC is well briefed on both strategic and critically developing issues.-UNSEC is keep informed of, prepared for, and on time to all meetings, engagements, and events. Talking points, speeches, and presentations are edited, prepared and ready for delivery to the UNSEC-UNSEC operations are conducted safely and professionally. Safety, environmental, and government regulations are followed and risk is smartly managed. All incidents are promptly reported through the chain of command. -Flag Aide exhibits a high level of professionalism in all aspects of the job; including demeanor, communication skills, and attention to detail. Individuals reflects the NOAA Corps positively. -Flag Aide documentation and operating procedures are developed, documented, and maintained to enable to productive pass down of assignments. Work to identify and develop improvements to the UNSEC office in both documentation and procedures.Integrity of the Uniformed Service and NOAA Corps is upheld at all times. -Travel is well executed while maintaining appropriate contact with HQ. -Works with Chief of Staff to arrange at least one professional development opportunity while in the Flag Aide assignment. 
	DeveloperSignature: 
	DeveloperName: LT Michelle Levano, NOAA
	DeveloperTitlePosition: Flage Aid to the UNSEC & NOAA Administrator 
	DeveloperDateSigned: 2023-12-19
	SupervisorSignature: 
	SupervisorTitlePosition: Chief of Staff, NOAA 
	SupervisorDateSigned: 
	ReviewerSignature: 
	ReviewerTitlePosition: Executive Director to the Deputy Under Secretary
	ReviewerDateSigned: 2024-01-17
	CPCreco: approval
	CPCrecoSignature: 
	CPCrecoName: CDR Andrew Colegrove
	CPCrecoTitlePosition: Chief, Officer Career Management Division
	CPCrecoDateSigned: 2024-02-07
	DirectorNCidentity: authorized representative of the Director, NOAA Corps
	DirectorNCdecision: approve
	DirectorNCsignature: 
	DirectorNCname: CAPT Christiaan Van Westendorp
	DirectorNCtitlePosition: Director, Commissioned Personnel Center
	DirectorNCdateSigned: 2024-04-26
	EmailSubmitButton1: 
	PrintButton1: 



