Department of Regulatory Affairs

JOB TITLE

Program Analyst

GRADE

13

SALARY RANGE

$85,149.00- $109,710.00

JOB SUMMARY

This position is assigned to the Director/Deputy Directors/Assistant Directors and high-level managers. The
position description depicts generalized duties and responsibilities required of a position with primary responsibility
for analyzing and advising management of current and proposed operating programs to evaluate their actual or
potential effectiveness in achieving objectives.
The work requires expert knowledge of the substantive nature of DCRA programs and activities; agency missions,
policy, and objectives; management principles and processes; and expert knowledge of analytical and evaluative
methods and techniques for assessing program development or execution and improving organizational
effectiveness
and efficiency.
DUTIES AND RESPONSIBILITIES
This position supports the Office of the Director. The incumbent in this position provides analysis around business,
program, project, and/or performance information from both internal and external customers and identifies
problems and proposes solutions. Incumbent works closely with program staff and management to collect,
organize, and analyze data, prepare reports showing qualitative and quantitative trends and projections, and
generate practical programs and recommendations to improve overall organizational performance. Manages
multiple issues/projects simultaneously using a wide range of statistical and analytical methods for assessing and
analyzing business processes; consolidates and organizes data appropriate for the task, accomplishes analysis of
data and prepares reports, presentations and issue papers to assist the program and/or management with
strategic planning and decision making. Handles complaints, identifies and/or resolves difficult problems of a
complex nature. Performs research independently, develops and implements work methods based on analysis of
goals, objectives, special instructions and priorities of the program.
Initiates, develops, and executes complex projects that support and utilize the agency’s systems, collaborating
effectively in a lead role to accomplish goals/objectives. Synthesizes information gathered from various sources
simultaneously to support actions to address an issue(s) to be responsive to customer needs. Coordinates,
collaborates, and integrates program objectives based on information received from other agency counterparts
and partners to support requirements, objectives and goal attainment. Develops recommendations for activities,
operating policies and/or procedures, recommending appropriate resources to facilitate accomplishment of
objectives. Establishes tracking systems and metrics to monitor and review program performance, execution
progress, costs, and strategy effectiveness and efficiency. Monitors, tracks, completes, and/or evaluates assigned
issues, programs and initiatives. Analyzes and evaluates (on a quantitative or qualitative basis) the effectiveness
of program operations in meeting established goals and objectives. Identifies trend, outliers and/or deficiencies in
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and Regulatory Affairs regulations, policies and procedures or similar work; expert knowledge of appropriate laws,
technical requirements, and guidelines necessary for the implementation of agency programs.
Expert knowledge of management and organizational principles and practices along with a comprehensive
knowledge of planning, programming, and budgeting regulations, guidelines and process to prepare long-range
and short-range planning guidance in accordance with broad agency program policies and objectives; expert
knowledge of analytical, statistical and evaluative methods and techniques to select and apply appropriate
program evaluation and measurement techniques in measuring and1015
evaluating
accomplishments.
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(202) 442-9700

Four (4) years of specialized experience performing duties related to the position preferred.

