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U.S. Department of Commerce 
National Oceanic and Atmospheric Administration 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

SECTION 1 - GENERAL INFORMATION 

A. Billet Number 19316 I B. Billet Title Assistant Operations Coordinator, NOAA Homeland Security Program Office 

C. Grade Requestedlo2 - LT JG I D. Type of Submission !PROPOSED NEW BILLET 

E. Minimum amount of overlap between incumbent officer/reporting officer for continuity of duties l .... 2_w_e_e_k_s ______ __, 

F. Duty Type IFIXED SHORE I G. Estimated Length of Assignment l .... 2_y_e_a_rs _________ _ __, 

SECTION 2 - DUTY STATION ADDRESS AND CONTACT INFORMATION 

A. Street Address lssMC3, Suite 10509 B. Street Address 11315 East West Highway 

C. City !silver Spring I D. State !Maryland E. Country !united States F. Zip Code 120910 

G. Office ._I _____ __.I x D H. Mobile..__ _ ______ __, I. Fax +1 (301 ) 713-1641 

SECTION 3 -OFFICER EVALUATION REPORTING 

A. Supervisor 

1. NamelJohn McGowan I 2. Position lrnrector, NOAA Operations Center I 3. Grade IZA V I 
4. Email IJohn.mcgowan@noaa.gov I s. Office I +1 (301) 628-5654 1 x D 6. Mobile I +1 (240) 479-1469 I 

B. Reporting Officer (2nd Level Supervisor) 

1. NamelCAPT Anne Lynch I 2. Position !Director. Homeland Security Program Office l 3. Grade 106 I 
4. Email lanne.lynch@noaa.gov I 5. Office I +1 (301) 628-56531 x D 6. Mobile I +1 (202) 641-4871 I 
C. Reviewer (Normally the Reporting Officer's Supervisor) 

1. Name lzachary Goldstein I 2. Position !NOAA CIO, Directory HPCC I 3. Grade lsES-AII I 
4. Email lzachary.g,oldstein@noaa.gov I s. Office I +1 (301) 713-9600 Ix D 6. Mobile I +1 (240) 676-3986 I 

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· loc10 I 2. Office, Center, or Lab !Homeland Security Program Office. I 
I - I I I 5. Section or Team! I 3. Division 4. Branch 

, 

B. N'?M Goal/Subgoal I I C. Program I I ,, 
-{ ~ 

D.'NOAA'Org Code ,l I E. NFC Org Code I I F. Prpject-T~sk I I 



SECTION 5 • PROGRAM, PROJECT OR ACTIVITY OVERVIEW 
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 (OHS), and other interagency partners. 

HSPO is responsible for: 
1) Maintaining the NOAA Continuity of Operations (CONOPS) for All Hazards Incident Management and all supplemental 
guidance ensuring NOAA compliance with the National Response Framework; 2) Ensuring all NOAA programs adhere to the 
policies and protocols in the CONOPS; 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 issues relating to intelligence matters, terrorism, and homeland security 
related emergencies, and 5) HSPO looks at the how NOAA responds to an incident, looking for areas of improvement. 

!SECTION 6 • DUTIES AND RESPONSIBILITIES 

1 Property Accountabili ty Officer -Administer and maintain a system of contro l and accountability for personal p roperty as prescribed in OMAO's Personal Property 
Policy# 1502 

1 Property Custodians - Maintain all accountable personal property with in your designated area of responsibility as prescribed in OMAO's Personal Property Policy #1502 

6A. Description of Duties and Responsibilities 

1) Monitor information streams daily for impacts to NOAA personnel, mission , and infrastructure. During incidents, draft senior 
leadership situation reports (SITREPs) and stand-up slide decks, and maintain battle rhythm situational awareness. 

2) Organize and brief NOAA Daily IT Incident Operational Status Reports to OCIO leadership. 

3) Review NOAA All-Hazards Concept of Operations (CONOPS) and incident response policies for timeliness and accuracy. 
Revise existing policies based on after-action reports and newly developed procedures. Draft new policies to reflect newly 
developed methods. 

4) Contribute to team workgroups constructing tests, training, exercises, inventories, and resources for incident response 
preparedness. 

This position involves interaction and coordination across tine and staff offices, including the Deputy Under Secretary. 

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

Technical I 5 I+ Operational I 70 + Leading and Managing I 25 I + Executive Leadership j = 100% 



SECTION 6 - DUTIES AND RESPONSIBILITIES (continued) 
6C. Resources Managed 

1. Human 

Does the Officer supervise personnel? (' Yes (e No Number of personnel supervised I I 
Grades of supervised personnel I I 
Will the Officer lead people, but has no supervisory responsibilities? r Yes r. No Number of personnel led I I 
Grades of personnel led I I 
2. Fiscal 

Will the Officer have budget responsibility? INo I Dollar Amount (K) I I 
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 
LEADERSHIP 

LEADERSHIP COMPETENCIES NEEDED FOR THIS BILLET 
MATURITY LEVEL 

lg] Core Values & Conduct lg) Health & Well Being lg] Responsibility 
ENS (01) Leading Self lg] Followership lg) Adaptability 

lg] Interpersonal Skills [81 Continuous Learning D Technical Proficiency 
LTJG (02) 

[81 Listening lg] Speaking 

Leading Others 
lg] Writing lg] Team Building lg] Leveraging Diversity 

LT (03) 
D Influencing Others D Developing Others lg] Execution 

D Decisiveness lg] Problem Solving D Conflict Management 
LCDR (04) Leading Performance 

and Change D Customer Focus D Entrepreneurship 

lg] Creativity & Innovation D Human Capital Management 
CDR (05) 

D Financial Management D Technology Management 

CAPT (06) D External Awareness D Strategic Thinking D Political Savvy 
and Leading Organizations 

RADM (07/08) D Vision D Partnering 

Leadership Prerequisite Comments (Optional) 



\ 

SECTION 8 - OPERATIONAL PREREQUISITES 
A. Marine Prerequisites 

D Officer of the Deck D Senior Watch Officer 0 ECDIS D Dynamic Positioning D Boat Deployment 0 MedPIC 

D Coxswain/CIC 0 HAZWOPER D AUV Deployment 0 U/W UAS Deployment D Buoy/Mooring Qualified 

D Trawl Qualified D Longline Qualified 0 Hydro Launch PIG D Foreign Port Calls 

B. Aviation Prerequisites 

0 Co-Pilot • Pilot D Aircraft Commander D Mission Commander D Instructor Pilot D Hurricane Qualified 

D Alaska/Wilderness Qualified D Flight Meteorologist D International Flights 0 UAS Pilot 

C. Dive Prerequisites 

D Scientific Diver D Working Diver D Advanced Working Diver D Master Diver D Dive Master D Dive Medic 

D Unit Diving Supervisor 

D. Additional Operational Prerequisites (security clearances, special training) and Operational Prerequisite Comments (Optional) 

Secret security clearance 
' 

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 
LEADERSHIP 

LEADERSHIP COMPETENCIES DEVELOPED IN THIS BILLET 
MATURITY LEVEL 

[8] Core Values & Conduct (8] Health & Well Being [8] Responsibility 
ENS (01) Leading Self [8] Followership (81 Adaptability 

[8] Interpersonal Skills [81 Continuous Learning [8] Technical Proficiency 
LTJG (02) 

[8] Listening [8] Speaking 

Leading Others 
[8] Writing D Team Building [8] Leveraging Diversity 

LT (03) 
D Influencing Others D Developing Others [8] Execution 

[81 Decisiveness [81 Problem Solving D Conflict Management 
LCDR (04) Leading Performance 

and Change [81 Customer Focus D Entrepreneurship 

IE] Creativity & Innovation D Human Capital Management 
CDR (05) 

D Financial Management D Technology Management 
~-

CAPT (06) [8] External Awareness D Strategic Thinking D Political Savvy 
and Leading Organizations 

RADM (07/08) D Vision D Partnering 

Leadership Development Comments (Optional) 

SECTION 11 - OPERATIONAL DEVELOPMENT 
A. Marine Development 

D Officer of the Deck D Senior Watch Officer 0 ECDIS D Dynamic Positioning D Boat Deployment 0 MedPIC 

D Coxswain/CIC 0 HAZWOPER D AUV Deployment 0 U/W UAS Deployment D Buoy/Mooring Qualified 

D Trawl Qualified D Longline Qualified 0 Hydro Launch PIG D Foreign Port Calls 

B. Aviation Development 

0 Co-Pilot 0 Pilot D Aircraft Commander D Mission Commander D Instructor Pilot D Hurricane Qualified 

D Alaska/Wilderness Qualified D Flight Meteorologist D International Flights 0 UAS Pilot 

C. Dive Development 

D Scientific Diver D Working Diver D Advanced Working Diver D Master Diver D Dive Master D Dive Medic 

D Unit Diving Supervisor 

D. Additional Operational Development (security clearances, special training) or Operational Development Comments (Optional) 



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). 

Billet holders develop a wide-lens perspective of NOAA line and staff office operations. Brief NOAA Senior Leadership including 
Deputy Under Secretary. Understand Incident Command System structure and complete ICS certification through FEMA training. 
Have the opportunity to volunteer as a watch stander within the Department of Homeland Security National Operations Center. 

SECTION 13 - CRITICAL SUCCESS CRITERIA 
Provide brief measurable performance goals which would represent successful performance in this billet. 

1} Maintain NOAA-level Common Operating Picture by ensuring any threats to NOAA personnel, mission, or infrastructure is 
communicated to the NOAA Operations Center Director. 

2} Ensure reports, briefs, and workgroup project activities are completed by deadlines. 

3) Ensure policies including, but not limited to NAO 210-100 and NAO 209-126 reflect current practices. 



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." 

PERRY DIANE MARIE 146890 0,,Mt,'"9nodOyPERRY.OIANE .JMR1E1'oe\>02l64 
1 s·gnat fe • • · ON c• US, o •V S. Go,om,,,.n:.= •DoO, ou• PKI, 2. Date 12018-05-10 • I U 2164 ~:~~~;--~~:0°:'!~1t1~21&1 

3. Name IL T JG Diane Perry, NOAA j 4.Title/PositionlAsst. OPS, NOAA HSPO 

B. Supervisor's Statement 

"I have reviewed this billet description and certify that it is a true and correct representation of this billet " 

2. Date I :;pA/2-0tEJ 

~elJohn McGowan I4.Title/Position !Director, NOAA Operations Center 

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." 

2. Date I g/;/ z o/g 

3. Name Zachary Goldstein 4.Title/PositionlNOAA ~10, Directory HPCC 

D. Commissioned Personnel Center Endorsement 

"I am the OMAO/CPC Officer Career Management Division representative. I recornmend,_la_p_p_ro_v_a_l - - --'\ of this billet." 

1.Signature 

E. Director, NOAA Corps Endorsement 

"I am the j• irector, NOAA Corps 

1.SignaMe ~ 

3. NamelRA• M Michael J . Silah, NOAA 

Print Form 

_J-UJ~M 
2. Date I e/ Ii )w I~ 

I and I lapprove I this billet." 

2.D~e~I __ A_UG_2_,_,o_m __ ~ 

I4.Title/PositionlDirector, NOAA Corps 

Submit to CPC (Reviewer Use Only) 


