Department of Human Services

Special Assistant

Job Title:
Grade: cS14 Salary Range: $105,730'$136,208

Job Summary:

This is a standardized position description that is 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
providing high quality work to high-ranking, high-profile Executive Official, such as: Agency Director, Executive Director, Senior
Associate Director, Deputy Mayor, or an executive official within the Executive Office of the Mayor, and the Office of the City
Administrator on strategic planning, operations, policy, and programmatic issues.

As a member of the executive team, the Special Assistant serves as advisor to the Executive Official, having both internal and
external responsibilities ranging from implementing the organization's strategic priorities to advising the Executive Official on
controversial issues and matters having policy and programmatic impacts. The Special Assistant exercises a high degree of
judgment in making major decisions regarding project priorities, and the order in which to accomplish them; and assuring that the
organizational needs are met, and objectives and overall goals are achieved.

Duties and Responsibilities:

Plans, develops and coordinates special assignments and projects. Studies, coordinates and recommends resolution of major short-
and long-term management and operational problems, which have surfaced that are not systematic in nature.

Oversees and coordinates management projects, ensuring that projects are carried out in a timely manner, and in accordance with
established policies and procedures. Develops and/or facilitates improvement projects with objectives and tasks, establishes
completion timelines, and monitors implementation.

Troubleshoots, investigates and provides recommendations on complex and politically sensitive issues and problems relative to
organization services, activities, and initiatives. Advises the Executive Official on current activities and information that may affect the
organization's functions. Actively, participates in decision-making meetings concerning organization operations, goals and objectives
to successfully accomplish its mission.

Develops sources of information; identifies policy matters; coordinates and/or performs in-depth analyses of critical issues; analyzes
the consequences of adopting various proposals and policies; and forecasts developments potentially affecting administrative services
and activities. Develops options and alternatives; coordinates findings and recommendations with other interested/affected parties;
and, as necessary, prepares and delivers written and oral presentations.

Qualifications and Education
FACTOR 1 -KNOWLEDGE REQUIRED BY THE POSITION

Mastery knowledge of the mission, functional requirements, goals and objectives of the organization, and the nature of the operating
entities and interrelationships. Mastery knowledge of the policies and procedures of the organization.

Mastery knowledge of and skill in problem solving, negotiation strategies and project management to conduct in-depth research and
analysis. Mastery knowledge of management principles, procedures and techniques of analysis and evaluation. Skill in applying
sound judgment in the analysis of allegations, and in deriving logical conclusions.
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 As a member of the executive team, the Special Assistant serves as advisor to the Executive Official, having both internal and external responsibilities ranging from implementing the organization's strategic priorities to advising the Executive Official on controversial issues and matters having policy and programmatic impacts. The Special Assistant exercises a high degree of judgment in making major decisions regarding project priorities, and the order in which to accomplish them; and assuring that the organizational needs are met, and objectives and overall goals are achieved. 
	Text5: 
Plans, develops and coordinates special assignments and projects. Studies, coordinates and recommends resolution of major short- and long-term management and operational problems, which have surfaced that are not systematic in nature. 

 Oversees and coordinates management projects, ensuring that projects are carried out in a timely manner, and in accordance with established policies and procedures. Develops and/or facilitates improvement projects with objectives and tasks, establishes completion timelines, and monitors implementation. 

 Troubleshoots, investigates and provides recommendations on complex and politically sensitive issues and problems relative to organization services, activities, and initiatives. Advises the Executive Official on current activities and information that may affect the organization's functions. Actively, participates in decision-making meetings concerning organization operations, goals and objectives to successfully accomplish its mission. 

 Develops sources of information; identifies policy matters; coordinates and/or performs in-depth analyses of critical issues; analyzes the consequences of adopting various proposals and policies; and forecasts developments potentially affecting administrative services and activities. Develops options and alternatives; coordinates findings and recommendations with other interested/affected parties; and, as necessary, prepares and delivers written and oral presentations. 

 Conducts extensive research on best practices, policy issues, and resources to guide and inform on the development of major projects. Conducts research and fact-finding investigations; and analyzes, interprets and documents projects. 

Personally, handles complex management, administrative and operational problems that are presented to the Executive Official on a day-to-day basis, some of a sensitive and confidential nature. Supports the Executive Official in the assessment of management and administrative problem matter issues that surface. 

 Assesses management and administrative problems and issues that surface, and based upon the assessments made identifies actual or potential problem areas. Develops, recommends and implements policies for corrective actions necessary to remedy deficiencies. 

 Independently, collects, interprets and analyzes data from management studies which are specific and unique to directives, and for which no precedent studies/analyses have been conducted. Designs, formats and evaluates organization strategies to accomplish an integrated, comprehensive review and analysis. 

 Develops analytical and special reports to forward to other officials containing the Executive Official's personal views, plans, or commitments. Develops a mechanism to product fact sheets, and other statistical data on organization's operations in response to requests from outside organizations. 

 Authoritatively, responds to a variety of inquiries received from other D.C. government officials, the general public and numerous outside representatives of both the governmental and private sector regarding the purpose and intent of the organization, and its various functional components. 

 Conducts a variety of statistical studies with regard to assigned research projects. Discusses pertinent issues with key government officials, representatives of outside interests, and various groups and individuals as required to obtain desired information. Correlates and analyzes facts to draw conclusions and to provide meaningful recommendations to supervisor. 

 May, accompany the Executive Official, or attend as the designated official at public sessions, meetings, conferences, and other special activities. Attends strategic planning meetings to discuss the services and activities that impact the overall successful operation of the organization. Attends executive staff and operational meetings to keep abreast of plans, projects, decisions, problems, etc., pertaining to the various functions of the organization. 

Performs other related duties as assigned. 





	Text6: FACTOR 1 -KNOWLEDGE REQUIRED BY THE POSITION 

Mastery knowledge of the mission, functional requirements, goals and objectives of the organization, and the nature of the operating entities and interrelationships. Mastery knowledge of the policies and procedures of the organization. 

 Mastery knowledge of and skill in problem solving, negotiation strategies and project management to conduct in-depth research and analysis. Mastery knowledge of management principles, procedures and techniques of analysis and evaluation. Skill in applying sound judgment in the analysis of allegations, and in deriving logical conclusions. 

Mastery knowledge of a wide range of qualitative and/or quantitative methods for the assessment and improvement of complex management processes and systems. Mastery knowledge of customer services theory and practices, business processes redesign practices, management, and project management evaluation. 

Mastery knowledge of management skills and experience in planning, organizing, and directing team study work, and negotiating effectively with management to accept and implement recommendations. Demonstrated ability to plan and coordinate multiple projects simultaneously. 

 Outstanding communication skills in written and oral presentations, and in developing and adapting materials for specific and diverse audiences. Ability to write extensive memoranda, position papers, and reports in a clear, concise, and timely fashion, with minimal editing required. Skill in establishing and maintaining effective working relationships with organizational staff, individuals, and interest groups. 

 Knowledge of, and proficient in the use of Microsoft Word, Excel, Access, PowerPoint and Outlook, and a willingness to learn new technology associated with assigned work tasks. 
 






FACTOR 2 - SUPERVISORY CONTROLS 

 

Work is performed under the supervision of the Executive Official, who provides policy direction in broad general terms of broadly defined objectives. Within the framework of priorities, funding and overall objectives, the incumbent and Executive Official develop a mutually acceptable project plan, which typically includes the identification of the work to be done, the scope of the project and deadlines for its completion. The incumbent exercises considerable independent judgment in planning, organizing and executing assignment, which entails determining the approach, methods and procedures that will most effectively and expeditiously accomplish the work. Results of the work are considered as technically authoritative and are normally accepted without significant change. Completed projects, evaluations, reports, or recommendations are reviewed by the Executive Official for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives. 
\
FACTOR 3 - GUIDELINES 
 Guidelines include Mayor's Memoranda and Directives; Federal and District Laws, regulations, policies and directives; court decisions and orders; as well as organization regulations, numerous programmatic and administrative guidelines, and management theories. The incumbent uses seasoned judgment in interpreting the intent of existing guidelines and uses initiative and resourcefulness in deviating from traditional methods and trends to develop new methods, criteria or proposed new policies. Frequently, the incumbent is recognized as a technical authority in the development and interpretation of guidelines. 

 FACTOR 4 - COMPLEXITY 
The work includes varied duties requiring many different and unrelated processes and methods that are applied to a broad range of activities or substantial depth of analysis. The work consists of problems and issues of exceptional complexity, usually undefined requiring innovative thinking, novel solutions, extensive analysis, seasoned judgment and substantive understanding of the functions, processes, and principles of management theories, and continuing changes. Decisions regarding what needs to be done include largely undefined issues and elements; major areas of uncertainty in approach, methodology, or interpretation and evaluation process; and require extensive probing and analysis to determine the nature and scope of the problems. The work requires originating new techniques, establishing criteria, or developing new information. 

FACTOR 5 - SCOPE AND EFFECT 
The purpose of the work is to plan, develop, initiate, coordinate and conduct a variety of special studies and projects; to analyze and evaluate major aspects of service, activity, and business processes; and to provide authoritative information and analyses to decision makers. Many of these assignments are confidential nature for the executive official, requiring the application of analytical techniques, and an extensive knowledge of the overall goals and objectives of the organization. The work improves the responsiveness of service and activity requirements; and insures the organization's adequate performance. The work also impacts the ability of the organization to carry out its mission in an effective and efficient manner. 

 FACTOR 6 - PERSONAL CONTACTS 
Personal contacts include the senior and mid-level managers, staff and officials within the organization, other District and Federal government agencies, the Executive Office of the Mayor, the Office of the City Administrator, City Council members, representatives of professional and judicial organizations, members of Congress, and the public, as necessary. 

 FACTOR 7- PURPOSE OF CONTACTS 
The purpose of contacts is to justify, defend, negotiate, or settle matters involving significant or controversial issues. The work usually involves active participation in conferences, meetings, hearings, or presentations involving problems or issues of considerable consequence or importance. The persons contacted typically have diverse viewpoints, goals, or objectives requiring the incumbent to achieve a common understanding of the problem and a satisfactory solution by convincing them, arriving at a compromise, or developing suitable alternatives. 

 FACTOR 8 - PHYSICAL DEMANDS 
The work is sedentary. However, there may be some walking, stooping, bending, and carrying of light items, such as papers, books, etc. No special physical demands are required to perform the work. 

 FACTOR 9 - WORK ENVIRONMENT 
The work is performed in a normal office setting. The work area is adequately lighted, heated, and ventilated. 


 

 



