
NOAA Form 56-28A 
(revised 9/25/2009) 

i U.S. Department of Commerce 
National Oc~anlc and Atmospheric Administration 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

SECTION 1 -GENERAL INFORMATION 

A. Billet Number I'/ 3/C/ I B. Billet Title jDirector NOAA Office of Legislative and lntergove~mental Affairs 

C. Grade Requestedloa - CAPT j D. Type of Submission ,_IP_R_O_P_O_S_E_D_N_E_W_B_IL_L_ET __ I _________ __, 

E. Minimum amount of overlap between incumbent officer/reporting officer for continuity of dutiJs 11 Month I ,_ ________ ___. 

F. Duty Type !FIXED SHORE I G. Estimated Length of Assignment! 1...3...:.y_ea_r_s ________ ---J 

SECTION 2 - DUTY STATION ADDRESS AND CONTACT INFORMATION 

A. Street Address '1401 Constitution Ave NW I B. Street Address ._ ___ .;._ ________ ---1 

C. City lwashington I D. State lrnstrict of Colu~ E. Country !united States F. Zip Code 120230 
I 

I 

G. Office I +1 (202) 482-5448 j x D H. Mobile I +1 (202) 744-0689 
i 

I. Fax 
I 

SECTION 3 - OFFICER EVALUATION REPORTING 

A. Supervisor 

1. Namelstuart Levenbach 

4. Email lstuart.levenbach@noaa.gov 

B. Reporting Officer (2nd Level Supervisor) 

1. Namelstuart Levenbach 

4. Email lstuart.levenbach@noaa.gov 

I 2. Position !NOAA Chief of Staff i I 3. Grade lsES-AII I 
i 1 s. Office I +1 (202) 482-4398 I x D 6. M?bile I +1 (202) 306-1618 I 

I 2. Position !NOAA Chief of Staff i I 3. Grade lsES-AII . ) 

1 s. Office I +1 (202) 482-4398 I x D 6. Mhbile I +1 (202) 306-1618 I 

C. Reviewer (Normally the Reporting Officer's Supervisor) 

1. Name !Timothy Gallaudet I 2. Position !NOAA Administrator I I 3. Grade lsES-AII I 
4. Email ltimothy.gallaudet@noaa.gov 

I 
I 5. Office ._I ____ ___,I x D 6. ~obile ._I ________ I 

SECTION 4 -ACCOUNTING AND ORGANIZATION 
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4. Email lstuart.levenbach@noaa.gov I s. Office I +1 (202) 482-43981 x D 6. M~bile I 
B. Reporting Officer (2nd Level Supervisor) I 
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4. Email lstuart.levenbach@noaa.gov I 5. Office I +1 (202) 482-4398 I x D 6. M<:>bile I 
1 

C. Reviewer (Normally the Reporting Officer's Supervisor) I 

i 
1. Name lrimothy GaUaudet I 2. Position INOAA Administrator : 

! 

F. Zip Code 120230 

I 3. GradelsES-AII 
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SECTION 5 - PROGRAM, PROJECT OR ACTIVITY OVERVIEW 
Represents the Under Secretary of Commerce for Oceans and Atmosphere with Members of Congress and their staff by 
facilitating relationships, advising the Under Secretary on legislative strategy, and ensuring timely and clear communication. 
Manages staff who liaise between legislative staff and NOAA. Monitors legislative activities including both authorizing and 
appropriations functions. Analyzes proposed legislative actions and detennines the potential impact on the organization. 

! 

!SECTION 6 - DUTIES AND RESPONSIBILITIES 

r Property Accountablllty Officer• Administer and maintain a system of control and accountabUity for personal property as prescribed In OMAO's Personal Property 
Policy #1502 : 

i r Property Custodians - Maintain all accountable personal property within your designated area of responslbll!ty as prescribed In OMAO's Personal Property Polley #1502 
i 

6A. Description of Duties and Responsibilities 

-Works closely with NOAA political leadership to set NOAA's short and long-term policy agenda and legislative goals. 
-Educate and provide technical assistance to Members of Congress about NOAA programs and initiatives. 
-Collaborate with the Director of Communications and staff on external affairs with potential participation from Members of 
Congress and staff. 1 

-Review and keep updated guidelines for NOAA staff related to interaction with Members of Congress and staff. 
-On occasion, write legislative updates or summaries of previous legislative session for distribution by NOAA. 
-Participate in organizational strategic planning activities. 
-Assists Presidential nominees for positions of high responsibility within the Department in the Senate confirmation process. 
-Provides reports on significant legislative and congressional activities for weekly submissions to Jhe While House report. 
-Help identify and develop the NOAA's state legislative agenda and priorities, and formulate strategies that create opportunities 
for the NOAA to advance these priorities. 
-Develop relationships with key authorizing and appropriating congressional staff, and facilitate technical drafting assistance, 
briefings, or hearings for legislation and appropriations. 1 

-Monitor, understand, analyze and track federal and state legislation and budget initiatives that Impact or could impact the NOAA; 
keep appropriate internal stakeholders apprised of any related bill activity, movement or amendments. 
-Exercises significant responsibility for the development and accomplishment of legislative and congressional support to satisfy 
NOAA needs and interests. , 
- Keeps informed on all matters affecting NOAA programs, analyze new developments for congressional and legislative 
implications, and share this information with leadership. : 
- Works with NOAA staff across the line offices to develop and transmit needed information to Congress and articulates the 
Department's and NOAA's positions on legislation when indicated. i 
- Coordinates congressional responses to oral and written inquiries regarding program and policy issues. 

Prepares for and attends congressional committee hearings. i 

• Maintain records on the status of pending legislation. ! 
- Reviews proposed legislation, prepare and clear witness statements and testimony for congressional hearings. 
- Lead discussions with relevant committees and staff on matters pertaining to NOAA's budget. i 
- Other duties as assigned. 

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

Technical I 25 I + Operational I O · + Leading and Managing I 35 I + ExecutiJe Leadership I 40 =100% 



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

1. Human 

Does the Officer supervise personnel? (i' Yes (' No Number of personnel supervised 11 

Grades of supervised personnel I ZA Band 5 

Will the Officer lead people, but has no supervisory responsibilities? (i' Yes r No Number of personnel led 112 

Grades of personnel led IZA Band 3, 4, and 5 

2. Fiscal 

Will the Officer have budget responsibility? !No 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): 

None 

SECTION 7 - LEADERSHIP PREREQUISITES 

GRADE 
LEADERSHIP 

LEADERSHIP COMPETENCIES NEEDED FOR THIS BILLET MATURrrY LEVEL 

1B] Core Values & Conduct 1B) Health & Well Being igJ Responsibility 
ENS (01) Leading Self 1B] Followership 1B] Adaptability 

1B] Interpersonal Skills 1B] Continuous Leaming IE] Technical Proficiency 
LTJG (02) 

igJ Listening igJ Speaking 

Leading Others 
1B] Writing IE] Team Building IE] Leveraging Diversity 

LT (03) 
1B] Influencing Others igJ Developing Others igJ Execution 

1B] Decisiveness 1B] Problem Solving IE] Conflict Management 
LCDR (04) Leading Performance 

and Change IE] Customer Focus 1B] Entrepreneurship 

IE] Creativity & Innovation 
CDR (05) 

1B] Human Capital Management 

igJ Financial Management igJ Technology Management 

CAPT(06) IE] External Awareness IE] Strategic Thinking igJ Political Sawy 
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 Deproyment 0 MedPIC 

D Coxswarn/OIC 0 HAZWOPER D AUV Deployment 0 U/W UAS Deployment D Buoy/Mooring Qualified 

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

B. Aviation Prerequisites 

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

D Alaska/Wilderness Qualified D Flight Meteorologist 0 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) 

This is a non-operational position. A Top Secret security clearance is required. Broad operational knowledge and experience 
throughout NOAA is desirable. 

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). 

4+ years of experience working within the legislative process, preferably within the Legislative and/or Executive branch offices or 
leading a legislative agenda. 

Experience in policy formulation and analysis as well as comprehensive knowledge In the substantive policy areas within NOAA's 
programs and related activities. 

Thorough understanding of Federal regulatory processes. 

Vision - Through previous NOAA Corps assignments, an articulated and clear vision achieved through purposeful management of 
change, effective collaboration, and decisiveness. 

Leadership - Achievement in executing NOAA missions through previous organizational leadership roles. These leadership 
achievements should be the result of sound people skills, excellent communication, solid technical understandings, and a 
demonstrated dedication to NOAA's missions. 

Partnering - Accomplishments through tactical, operational. and strategic partnerships within NOAA, and in the joint and 
interagency arenas, with state and local government, the private sector, or the International community. 

Public Presence - Knowledge and confidence in representing the federal government In situations of national Interest. 

Preferred Master's Degree in public affairs, public policy, public management, or related field. 



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 (8] Adaptability 

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

[8] Listening [8] Speaking 

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

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

[8] Decisiveness [8] Problem Solving [8] Conflict Management 
LCDR (04) Leading Performance 

and Change [8] Customer Focus [8] Entrepreneurship 

[8] Creativity & Innovation [8] Human Capital Management 
CDR (05) 

[8] Financial Management [8] Technology Management 

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

RADM (07/08) [8] Vision [8] Partnering 

Leadership Development Comments (Optional) ) 

This billet provides the incumbent with the opportunity to work directly with the NOAA Administrator and senior management in 
both the legislative and executive branch. The experience gained in this position allows the incumbent to be qualified for 
numerous executive leadership positions throughout the department. 

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 D urw UAS Deployment D Buoy/Mooring Qualified 

D Trawl Qualified D Longline Qualified D Hydro Launch PIC D Foreign Port Calls 

8. Aviation Development 

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

D Alaska/Wildemess 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) 
N/A 



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). 

This billet involves the executive leadership competencies of vision, strategic thinking, partnering, and political savvy along with 
day-to-day management of a staff office. 

The officer serves in NOAA's senior leadership team, addressing issues of the day with fellow Line and Staff office directors, 
gaining unique exposure to the full range of NOAA's internal and external management issues, including high-level personnel and 
policy decision making initiatives. 

Additionally, the officer will have the opportunity to influence and lead the agency forward using numerous communication 
channels; direct contact with employees, constituents, congress, the media, national and international partners, and the general 
public; public speaking engagements; and site visits thereby gaining and maintaining a broad understanding of NOAA issues and 
opportunities. 

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

-Proven success in building and maintaining relationships with elected officials, congressional staff, and policymakers. This can 
be measured by the agency's situational awareness and ability to quickly and effectively weigh in on congressional legislation, 
hearings, and oversight. Keen awareness of congressional activities, in particular appropriations activities, are paramount to the 
agency's advancements. 
-Proficient knowledge of legislative process and awareness of when, how, and to what extent the agency can and should engage. 
•Ability to make quick decisions, work independently, and clearty communicate complex information effectively to senior 
leadership, congressional staff, and legislative staff. Manage Information both up and down. 
•Knowledge of congressional budget and policy processes relative to NOAA issues, and successfully prepare the Under 
Secretary and Secretary of Commerce for all NOAA budget related questions in response to Congressional hearings. 
-Skilled in speaking in public forums and chairing meetings. 
-Must be able to handle delicate and sensitive situations with professionalism. 
-Able to coordinate multiple requests and meet multiple deadlines. 



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. N~mel ~U.ine\1£{-e Lew,~ 

, 2. Date I QL.\ /c9. 7 /J ~ 
I 

I4.Title/Positionl Di (ee,,h;c 
I 

OL\ A 

8. Supervisor's Statement 

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

1.Signature 2. Date I Li / Z ""l I I i' 

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 /f/M'.'ilH-v_ 2. Date I (J 4 /:i. 7 / / B 
j 

3. Name~m Gallaudet, Ph.D, Rear Admiral, USN (Ret.) I4.Title/PositionlActing NOAA Administrator 

D. Commissioned Personnel Center Endorsement 

"I am the OMAO/CPC Officer Ca-reer Management Division representative. I recommendl'7/Pf?1,-a/ E:)j of this billet." . 

1.Signature ~ /4~£- G4f1/,.v-c1Ay-\, 2.Datel 5/1/:2018 
3. Namel CIJPr DeVtn R. 8~/Co!:,

1 
t,lo,4-/J I4.litle/Positionj /J, ~tfo,:,. 

1 
CPC 

E. Director, NOAA Corps Endorsement 

"[ am the .... I _______________ ___.,El!!!!O!II and I I Qftpmve Bl this billet II 

1.Slgnature lo/ 0~~ ..---cS :__cL 2. Date t <J-if1A'"t '8 
V I ~ '----=-----~ 

3. Namel/Zw11 AJ1.,ci,~/ <J. )i lab, A/o/1,f- I4.Title/Positionl o~,.lru!.. l'f ,/1-A Co4".S 
7 

I ' Print Fornf . I I 

I 


