DC Department of Health

Job Title: Administrative Officer

Grade: CS-13 Salary Range: $89,457 - $115,262
Job Summary:

This position is located in the DC Department of Health (DC Health). This position description depicts generalized duties and
responsibilities required of a position with primary responsible for providing or obtaining a variety of management services essential
to the direction and operation of the organization. The assignments include most of these functions: budget and financial
management, human resources (HR) management, contract administration, procurement, data management, security administration,
management and program analysis, grants management, space management, property management, reports management, and
similar or related activities. Incumbent also promulgates policies and procedures in areas of responsibility, which seek to safeguard
assets and maximize the utilization of available resources.

The incumbent is frequently confronted with complex, unique situations regarding the availability, collection, use, and presentation of
statistical data. Innovative and imaginative solutions are often required. Must be able to explain complex statistical theories and
techniques to persons without statistical backgrounds. The needs of managers and administrators are often expressed in broad,
general terms; the incumbent, therefore, must be able to translate them into specific, quantifiable terms. Must be able to define
measurements useful for specific purposes and for determining the best and most efficient types of approach to the collection of
guantitative information most useful in the solution of the problem under study. Furthermore, the incumbent is expected to identify
self-study and independent learning resources to enhance skills necessary to complete tasks.

Duties and Responsibilities:

Serves as principal advisor on the administrative management and use of financial, physical resources, contract, procurement,
human resources, security, reporting, and other related functions. Provides leadership in the development of goals and priorities by
analyzing resource requirements and recommending approaches that will best support the goals. Typically, the duties and
responsibilities include:

Budget and Financial Management

Responsible for organizational budget preparation, justification and administration. Analyzes budgetary, personnel and organizational
impacts, operating plans, and FTE allocations; and provides data and analyses for multi-year budget formulation and justification.
Provides critical support in budget preparation and justification. Compiles and analyzes budget data, along with adapting appropriate
guidelines vital to the overall formulation of annual line item and performance-based budgets. Manages control of expenditures and
accountability of funds through obligations, apportionment and reapportionment of the object and the sub-object modification
requests to the Office of the Chief Financial Officer. Maintains appropriate financial records and supporting documentation to reflect
receipt and expenditure of organization funds.

Human Resources Management

Coordinates with the Agency's Office of Human Resources staff to acquire necessary guidance, advice, and services in various areas
of human resources, such as: classification, recruitment and staffing, compensation, employee relations, policy, workforce
development, etc.

Qualifications and Education

Bachelor's Degree in public health or related field preferred.
Must possess one (1) year of specialized experience equivalent to at least the grade 12 level. Specialized experience is experience
which is directly related to position which has equipped the individual with the knowledge, skill and abilities to successfully perform

the duties of the position to include conducting studies and performing other analytical work related to the planning, development,
organization, administration, evaluation, and delivery of public health programs; or similar work experience in the public health field.
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	Text4: This position is located in the DC Department of Health (DC Health).  This position description depicts generalized duties and responsibilities required of a position with primary responsible for providing or obtaining a variety of management services essential to the direction and operation of the organization. The assignments include most of these functions: budget and financial management, human resources (HR) management, contract administration, procurement, data management, security administration, management and program analysis, grants management, space management, property management, reports management, and similar or related activities. Incumbent also promulgates policies and procedures in areas of responsibility, which seek to safeguard assets and maximize the utilization of available resources. 

The incumbent is frequently confronted with complex, unique situations regarding the availability, collection, use, and presentation of statistical data. Innovative and imaginative solutions are often required. Must be able to explain complex statistical theories and techniques to persons without statistical backgrounds. The needs of managers and administrators are often expressed in broad, general terms; the incumbent, therefore, must be able to translate them into specific, quantifiable terms. Must be able to define measurements useful for specific purposes and for determining the best and most efficient types of approach to the collection of quantitative information most useful in the solution of the problem under study. Furthermore, the incumbent is expected to identify self-study and independent learning resources to enhance skills necessary to complete tasks.  



	Text5: Serves as principal advisor on the administrative management and use of financial, physical resources, contract, procurement, human resources, security, reporting, and other related functions. Provides leadership in the development of goals and priorities by analyzing resource requirements and recommending approaches that will best support the goals. Typically, the duties and responsibilities include: 

Budget and Financial Management 
Responsible for organizational budget preparation, justification and administration. Analyzes budgetary, personnel and organizational impacts, operating plans, and FTE allocations; and provides data and analyses for multi-year budget formulation and justification. Provides critical support in budget preparation and justification. Compiles and analyzes budget data, along with adapting appropriate guidelines vital to the overall formulation of annual line item and performance-based budgets. Manages control of expenditures and accountability of funds through obligations, apportionment and reapportionment of the object and the sub-object modification requests to the Office of the Chief Financial Officer. Maintains appropriate financial records and supporting documentation to reflect receipt and expenditure of organization funds. 

Human Resources Management 
Coordinates with the Agency's Office of Human Resources staff to acquire necessary guidance, advice, and services in various areas of human resources, such as: classification, recruitment and staffing, compensation, employee relations, policy, workforce development, etc.

Management and Program Analysis 
Conducts a variety of studies/projects related to administrative management and initiatives. Establishes priorities and follows through on major projects to ensure that deadlines are met. Conducts research and fact-finding investigations, and analyzes, interprets and documents projects. 

Property/Space Management 
Coordinates with Agency facilities management to repair, alter or move facilities though D.C. Government services or with outside vendors, coordinate office moves, equipment deliveries and retrieval, and furniture acquisitions. 

Contract Administration/Procurement 
Responsible for obtaining program supplies, procurements, and services in the most cost­efficient manner. Monitors program procurements, blanket purchase orders, credit card funds, employee number, and other obligating and funding documents. Monitors the procurement of equipment, supplies, and incidental labor tasks, ensuring compliance with applicable regulations. Reviews and approves purchase order to effect the acquisition of supplies and services required for operation. 

Perform other duties as assigned. 
	Text6: Bachelor's Degree in public health or related field preferred.

Must possess one (1) year of specialized experience equivalent to at least the grade 12 level. Specialized experience is experience which is directly related to position which has equipped the individual with the knowledge, skill and abilities to successfully perform the duties of the position to include conducting studies and performing other analytical work related to the planning, development, organization, administration, evaluation, and delivery of public health programs; or similar work experience in the public health field. 

Comprehensive knowledge and understanding of a wide range of management principles, practices, methods, and techniques, and skill in integrating management services with the general management the organization, and skill in applying this knowledge to very complex and difficult work situations. Comprehensive knowledge of established principles, practices and procedures of business administration, as well as standards used by the organization. 

Excellent analytical skills in evaluating the effectiveness of administrative services, and in recommending the development and/or revision of policies, practices and procedures. Comprehensive knowledge of and demonstrated skills in analysis of data in the management processes to assure smooth administrative and programmatic operations throughout the organization. 

Knowledge of and comprehensive understanding of Federal and District contracting procedures, and the District procurement policies and procedures. Knowledge of and comprehensive


