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“SERVING THOSE WHO SERVED”

Program Support Specialist
NN NI sc6.542.- $85,784.

JOB SUMMARY

The Program Support Specialist, responsible for providing program and administrative support for the assigned
program. Performs special projects and prepares comprehensive reports on studies and other special
assignments.

DUTIES AND RESPONSIBILITIES

The Program Support Specialist, Identifies the need for, plans, organizes, and conducts analytical studies based
on examination of management needs. These studies involve researching issues, analyzing and presenting
results, and recommending administrative strategies or changes in internal operating procedures to incorporate
new requirements. Evaluates procedures, improving operational efficiency, and makes authoritative
recommendations to improve program services. Reviews and analyzes existing rules and regulations relative to
assigned office, and recommends changes necessary for consistency and accuracy. Develops procedures and
guidelines for staff in order to satisfy the goals of the Department and the District of Columbia Government.

They will also assist the supervisor/ manager in improving effectiveness in meeting schedules, deadlines, priorities
and production goals. Participates in the continuing review of procedures, and devises means of improving,
consolidating and/or standardizing administrative forms and procedures. Assist in planning and reviewing the
day-to-day operation of the branch, and informs the supervisor of the branch's workload, special activities, and any
pending problems.

Coordinates and resolves general management matters and other appropriate issues and projects related to the
functional responsibilities of the program. Provides immediate and continuing support by briefing the supervisor on
a variety of confidential matters pertaining to administrative operations, recommending courses of action, and
keeping the supervisor informed of activities occurring in the absence of the supervisor from the office for
extended periods.

QUALIFICATIONS AND EDUCATION

Candidates must have at least one (1) year of specialized experience equivalent to at least the next lower grade
level in the normal line of progression for the occupation in the organization. Specialized Experience is experience
that equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of
the position, and that is typically in or related to the work of the position to be filled. Strong computer skills, and
demonstrated experience in an office setting provided multilevel support.
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