
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Agency Name
	Text1: Program Support Specialist
	Text2: CS 11
	Text3: 68,870-88,787
	Text4: This is a standard position description designed for use in any District of Columbia Government department, agency or office. 

 This position description depicts generalized duties and responsibilities required of a position with primary responsibility for performing the full range of programmatic and administrative work supportive of the day-to-day program operating activities and/or services. The work involves identifying and analyzing the needs of the program(s); evaluating current standard operating procedures (SOP); researching program issues, concerns and complaints; and recommending administrative strategies or changes. The assignments range from average to complex in nature, requiring analysis of the subject matter, interpretation of data, judgment and innovative thinking as it relates to each assignment. 
	Text5: Conducts analytical studies based on examination of management needs. Identifies researches and analyzes programs issue or problems; and presenting results. Performs special assignments to coordinate and resolve general management matters, and other appropriate issues and projects related to the functional responsibilities of the program(s). 

 Evaluates current procedures to improve operational efficiency, and makes recommendations to improve program(s) activities and services. Recommends administrative strategies or changes in internal operating procedures to incorporate new requirements, and to improve, expedite and eliminate management problems. 

 Develops procedures and guidelines, in order to satisfy the goals of the program. Devises means of improvement, and consolidates and/or standardizes administrative forms and procedures. Coordinates and monitors practices and procedures utilized by the program staff to ensure compliance with all applicable regulations and procedures. 

 Provides continuing support to supervisor in improving effectiveness in meeting schedules, deadlines, priorities and production goals. Provides immediate and continuing support by briefing the management on a variety of confidential matters pertaining to administrative operations, and recommending courses of action. Identifies and resolves discrepancies in program activities and services which deal with customers. 

 Handles complaints and problems of a complex nature that are referred, or as directed by the supervisor. Researches and gathers data; conducts fact-finding investigations; and develops results or recommendations. Exercises judgment and discretion in determining whether to personally handle situations for which no clearly defined authority or precedent exists, or to refer the appropriate staff personnel for resolution. 

 As requested, obtains, coordinates, and prepares or edits responses for administrative and programmatic information requests. Receives and reviews incoming correspondence, performs required research and prepares appropriate replies. Notifies the appropriate staff personnel of the need information.

Performs studies for evaluating the performance of program(s) operation, and prepares reports, as necessary, to ensure that the objectives of the program(s) are achieved. 

 Generates spreadsheets, charts, summary tables, and statistics used in various reports and presentations. Provides assistance in tracking data or documents in reference to agency or agency program(s). Generates internal and external documents or correspondence that assists in the workflow of the program operation. 

 Collects information and data involving documents dealing with program(s), project activities, services, policies and procedures. Prepares various reports, analyses, and documents in final form through the use of personal computer (PC). Makes effective use of computers and word processing equipment in writing and related work assignments. 

 Performs other related duties as assigned.  

 
	Text6: 
FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION 
Thorough knowledge of the mission, function and operational policies and procedures of the organizational program(s) to effectively, accurately and expeditiously complete work assignments in concert with established operational objectives. 

 Thorough knowledge of regulatory laws, regulations and practices of the program(s) to appropriately resolve problems/issues; and to provide information to support recommendations. Thorough knowledge of administrative concepts and practices to provide programmatic and administrative support to the program staff. 

Thorough knowledge of and skill in applying analytical, investigative and evaluative methods and techniques to resolve problems, conduct research, gather information, and make recommendations. 

 Ability to effectively communicate with others both orally and in writing to formulate and present report conclusions, explain and interpret factual information and ensure cohesive and cooperative efforts. Ability to exercise tact, discretion and skill in human relations in dealing with persons from all walks of life and varying socioeconomic levels. 

 Must be computer literate, and will be required to learn different software packages (e.g., Microsoft Word, Excel, Access and PowerPoint, etc.) to create and organize files in a logical system; to generate various reports; to modify and update database files; and to retrieve data from various software programs. 

 FACTOR 2 - SUPERVISORY CONTROL 
The supervisor establishes overall objectives, policy, procedures and general guidance criteria. The incumbent independently plans and carries out assignments, conferring with the supervisor on extremely controversial situations. Incumbent exercises considerable independent judgment in completing assignments, selecting approaches and methods to be used in solving problems and completing projects. Problems of an unusual nature or of major importance are discussed with the supervisor. Overall work is reviewed for technical soundness, conformance to established policies, and effectiveness in meeting the objectives, deadlines and expected results.

FACTOR 3 - GUIDELINES 

Guidelines include agency or department directives, instructions, policies and procedures, laws, regulations, codes, Mayor's orders, etc. Guidelines are substantially applicable to administrative tasks; however, considerable judgment and initiative is used in carrying out assignments, as well as interpreting and adapting guidelines to specific situations. 

 FACTOR 4 - COMPLEXITY 
The work involves a wide variety of different and unrelated processes and methods. Decisions regarding what needs to be done include the assessment of unusual circumstances, variation in approach, and incomplete or conflicting data. The work requires analysis of the subject matter, 

interpretation of data, judgment and innovative thinking as it relates to each assignment. Incumbent must use own capability in determining all possible strategies of effective control of the program functions; and uses initiative and resourcefulness on deviating from traditional methods and patterns to develop new methods. The incumbent must use ingenuity and initiative in determining all possible strategies for the effective control of administrative functions; and uses initiative and resourcefulness on deviating from traditional methods and patterns to develop new methods. 

 FACTOR 5 - SCOPE AND EFFECT 
The purpose of the work is to perform the full range of programmatic and administrative work supportive of the day-to-day program operating activities and/or services. The work involves identifying and analyzing the needs of the program(s); evaluating current standard operating procedures (SOP); researching program issues, concerns and complaints; and recommending administrative strategies or changes. The work affects a wide range of agency or departmental program activities, and the accuracy, reliability, or acceptability of further processes or services. 

 FACTOR 6 - PERSONAL CONTACT 
Personal contacts include the staff within the program, employees of the agency or department, employees in other District government agencies, and the general public. 

 FACTOR 7 -   PURPOSE OF CONTACTS 
The purpose of the contacts is to resolve problems, clarify or provide information, or answer questions pertaining to the agency or department program(s) and services. 
FACTOR 8 - PHYSICAL DEMANDS 
The work is sedentary in nature, however, some walking, standing, bending and carrying of light objects is required. 
 
FACTOR 9 - WORK ENVIRONMENT 
The work is performed in an office setting. 

  



 


