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Position Description and Summary Evaluation Statement
Prepared for use by the Office of Personnel Management, Human Resources Solutions (HRS), Human Resources Strategy Branch, Federal Classification Center (FCC).
· Recommended Title/Series/Grade: Program Specialist, GS-0301-07
· Position ID Number: TBD
Table 1: Factor Evaluation Summary
	Factors
	FL
	Points
	Comments

	1. Knowledge Required 
	1-6
	950
	

	2. Supervisory Controls
	2-2
	125
	

	3. Guidelines
	3-2
	125
	

	4. Complexity
	4-3
	             150
	

	5. Scope and Effect
	5-2
	75
	

	6. Personal Contacts 
7. Purpose of Contacts
	2-B
	75
	

	8. Physical Demands
	8-1
	5
	

	9. Work Environment
	9-1
	5
	


Summary:
Total Points: 1510
Grade Conversion: GS-07 (Point Range: 1355-1600)
Remarks:
References:
A. U.S. Office Personnel Management (OPM), Administrative Analysis Grade Evaluation Guide TS-98 August 1990 
B. OPM Position Classification Flysheet for Miscellaneous Administration and Program Series, GS-0301, TS-34 January 1979 
C. OPM U.S. Office of Personnel Management Introduction to the Position Classification Standards, TS-0134 July 1995, TS-107 August 1991, Revised August 2009 

Evaluated by: Alvina Yan, OPM HR Consultant				Date: 04.23.2026
Reviewed by: Tamara McDaniel, OPM HR Consultant			Date: 04.23.2026


POSITION DESCRIPTION 
Program Specialist, GS-0301-07
An OPM Standardized Skills-Based Position Description Template
Terms of Use: 
This standardized position description (PD) template is intended to help agencies tailor PDs to their specific mission needs while maintaining consistency with Federal classification and hiring practices. While the templates include sample duties and factor levels associated with the described work, agencies are responsible for ensuring that the duties in their PDs accurately reflect the work performed within their organization. 
Important: Collaboration between hiring managers and HR classification specialists is essential. Any modifications to duties, competencies, or classification-related content should be made carefully and in consultation with your HR Office.
I. Introduction
This position serves as a Program Specialist, GS-0301-07, responsible for providing administrative and program support to ensure the effective operation of organizational programs and activities.  The position bridges administrative processes and program execution by assisting with planning and coordination of program functions. This position has no further promotion potential.
II. Major Duties
Duty 1: Program Support and Coordination, 40%
Provides administrative support to assigned programs or projects by assisting with data collection, tracking, and reporting activities. Maintains program files, databases, and tracking systems to monitor status of assignments, deadlines, and deliverables.
Coordinates with internal staff and external stakeholders to gather information, clarify requirements, and support program operations. Assists in preparing reports, briefings, and summaries by compiling data and ensuring accuracy and completeness. Monitors progress of routine assignments and follows up to ensure timely completion. Drafts emails, status updates, or standard notifications using established templates and guidance.
Checks program documentation, forms, or reports for required data elements and ensures that discrepancies or omissions are addressed using established procedures. Uses established data‑gathering methods to compile program metrics, verifies accuracy against source documents, and updates internal tracking logs to support scheduled reporting cycles.
Utilizes approved artificial intelligence (AI) and machine learning (ML)–enabled tools, platforms, and automation features to enhance efficiency in routine administrative and program support tasks. Applies these technologies to assist with organizing information, generating draft documents, summarizing materials, and improving workflow accuracy and timeliness, while ensuring all use complies with agency policies, data‑handling requirements, and ethical guidelines for responsible AI.
Duty 2: Administrative Support and Office Operations, 35%
Provides a wide range of administrative and operational support services to ensure the efficient functioning of the office. Performs administrative tasks such as managing correspondence, maintaining files and records, and preparing routine reports and documents. Reviews incoming correspondence and determines appropriate routing or action, ensuring timely handling of requests and inquiries.
Maintains office calendars, schedules meetings, and coordinates logistics including room reservations, materials preparation, and participant notifications. Ensures administrative processes are carried out in accordance with established policies, procedures, and guidelines. Identifies minor administrative issues and recommends improvements to enhance workflow and efficiency.
Duty 3: Financial and Procurement Support, 15%
Provides support for routine budget and procurement activities. Assists with preparing purchase requests, tracking expenditures, and maintaining records of financial transactions. Reviews documentation for completeness and compliance with established procedures before submission.
Tracks the status of requisitions and orders, and coordinates with appropriate offices to resolve routine issues. Maintains supporting documentation for audits and internal reviews.
Duty 4: Customer Service and Communication, 10%
Serves as a point of contact for internal and external customers by responding to routine inquiries and providing information regarding office procedures, programs, and services.
Communicates clearly and professionally with staff, customers, and stakeholders to resolve issues or direct inquiries to appropriate personnel. Maintains effective working relationships and ensures customer needs are addressed in a timely and courteous manner.
Performs other duties as assigned.
III. Factor Level Descriptions
Factor 1: Knowledge Required by the Position, Level 1-6 (950 Points)
Knowledge of management and administrative principles, practices and procedures sufficient to perform a wide range of administrative support and program coordination duties. 

Knowledge of office operations, records management, data collection techniques, correspondence procedures, automated and machine learning tools, and basic program requirements to support day-to-day activities and ensure efficient workflow.

Knowledge of established budget, procurement, and program support processes sufficient to assist with tracking expenditures, preparing routine documentation, and maintaining records.

Ability to apply established methods to collect, review, and organize data, identify discrepancies, and ensure completeness and accuracy of information.

Skill in oral and written communication sufficient to prepare routine reports, respond to inquiries, and coordinate with internal and external stakeholders.
Factor 2: Supervisory Controls, Level 2-2 (125 Points)
The incumbent receives assignments in terms of clear instructions, objectives, priorities, and deadlines. Deadlines are normally developed through consultation regarding projects and work to be done. The incumbent is responsible for planning, organizing, and carrying out assignments independently in conformance with the supervisor’s established framework, and in accordance with established policies and practices. The incumbent keeps the supervisor informed on the progress of work, of the problems encountered, and discusses alternative solutions for controversial or unprecedented issues. Work is reviewed and performance is evaluated closely to ensure conformance to policies, effectiveness in meeting requirements, technical soundness, adherence to deadlines, and overall quality.
Factor 3: Guidelines, Level 3-2 (125 Points)
Guidelines include established administrative procedures, agency policies, manuals, handbooks, and established standard operating procedures. The employee uses judgment in locating, selecting, and applying appropriate guidelines to specific situations. Guidelines are generally applicable but may require minor adaptation to fit specific circumstances. Situations requiring major deviations are referred to the supervisor.

Factor 4: Complexity, Level 4-3 (150 Points)

The work consists of a variety of administrative and program support tasks involving different processes and methods. Assignments require selecting and applying appropriate procedures to complete tasks such as coordinating activities, tracking program data, and preparing reports. The employee identifies and resolves routine issues, such as discrepancies in data or scheduling conflicts, using established methods. Some assignments require considering multiple factors and choosing among alternative approaches within established guidelines.

Factor 5: Scope and Effect, Level 5-2 (75 Points)
The purpose of the work is to provide administrative and program support services that facilitate the efficient operation of the office and assigned programs. The work affects the accuracy, timeliness, and efficiency of administrative processes and supports the work of higher-level staff and program operations.
Factors 6 & 7: Personal Contacts / Purpose of Contacts, Level 6/7-2B (75 Points)
Personal Contacts

Contacts are with employees within the agency, including staff, supervisors, and managers, and individuals outside the agency such as vendors or the general public. Contacts occur in structured settings. People contacted generally are engaged in different functions, missions, and kinds of work, e.g., representatives from various levels within the agency, such as headquarters, regional, district, or field offices, or other operating offices.

Purpose of Contacts
The purpose of contacts is to exchange information, coordinate work, resolve routine issues, and provide basic guidance regarding administrative procedures.
Factor 8: Physical Demands, Level 8-1 (5 Points)
The work is primarily sedentary, involving sitting, standing, and light lifting of files or materials. No special physical demands are required.
Factor 9: Work Environment, Level 9-1 (5 Points)
The work is performed in an office setting with adequate lighting, heating, and ventilation. The environment involves everyday risks requiring normal safety precautions.
IV. CLASSIFICATION SUMMARY: 
References:

A. U.S. Office Personnel Management (OPM), Administrative Analysis Grade Evaluation Guide TS-98 August 1990
B. OPM Position Classification Flysheet for Miscellaneous Administration and Program Series, GS-0301, TS-34 January 1979 
C. OPM U.S. Office of Personnel Management Introduction to the Position Classification Standards, TS-0134 July 1995, TS-107 August 1991, Revised August 2009 

Factor Levels and Points: 1-6/950, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6-2/7-B/75, 8-1/5, 9-1/5

Point Conversion: A total of 1,510 points falls within the range for GS-07 (1355-1600)
Classification Recommendation: Program Specialist, GS-0301-07

Note: Final classification decisions must be based on a thorough evaluation of actual duties and responsibilities and must comply with OPM’s classification standards. Justification and evaluation are required to confirm that the position aligns with agency-specific work and mission needs.

Competencies
The position description includes competencies/skills aligned with the major duties of this series and grade. Below are competencies and skills associated with this position to assist agencies with developing position descriptions aligned with skills-based hiring practices. 
Table 2: Competencies
	Competency
	Examples of Duties

	
	

	Attention to Detail 
	Thorough when performing work and conscientious about attending to detail.

	Customer Service
	Works with clients and customers (that is, any individuals who use or receive the services or products that your work unit produces, including the general public, individuals who work in the agency, other agencies, or organizations outside the Government) to assess their needs, provide information or assistance, resolve their problems, or satisfy their expectations; knows about available products and services; is committed to providing quality products and services.

	Problem Solving
	Identifies problems; determines accuracy and relevance of information; uses sound judgment to generate and evaluate alternatives, and to make recommendations.

	Computer Skills
	Uses computers, software applications, databases, and automated systems to accomplish work.

	Administration and Management
	Knowledge of planning, coordination, and execution of business functions, resource allocation, and production.

	Accountability
	
Holds self and others accountable for measurable high- quality, timely, equitable and cost-effective results. Determines objectives, sets priorities, and does and delegates work. Accepts responsibility for mistakes. Complies with established control systems and rules.

	Planning and Evaluating 
	Organizes work, sets priorities, and determines resource requirements; determines short- or long-term goals and strategies to achieve them; coordinates with other organizations or parts of the organization to accomplish goals; monitors progress and evaluates outcomes.

	Oral Communication 
	Expresses information (for example, ideas or facts) to individuals or groups effectively, considering the audience and nature of the information (for example, technical, sensitive, controversial); makes clear and convincing oral presentations; listens to others, attends to nonverbal cues, and responds appropriately.


	Interpersonal
	Shows understanding, friendliness, courtesy, tact, empathy, concern, and politeness to others; develops and maintains effective relationships with others; may include effectively dealing with individuals who are difficult, hostile, or distressed; relates well to people from varied backgrounds and different situations.







Summary Evaluation Statement
Program Specialist, GS-0301-07
Background:
In alignment with Executive Order 14170, Reforming the Federal Hiring Process and Restoring Merit to Government Service, the development of a standardized position description (PD) reflects the administration’s directive to enhance the efficiency, equity, and integrity of the federal hiring process. The Executive Order emphasizes the need for recruitment and hiring practices that are streamlined, merit-based, and grounded in practical skill and constitutional dedication. Consistent with Section I. D. of the Merit Hiring Plan, dated May 29, 2025, Expanding the Use of Standardized Position Descriptions, Candidate Inventories, Talent Pools, and Shared Certificates, this initiative supports the broader federal effort to modernize talent acquisition strategies, reduce redundancy, and ensure consistency in classification and hiring across agencies. 
References:
A. U.S. Office Personnel Management (OPM), Administrative Analysis Grade Evaluation Guide TS-98 August 1990 
B. OPM Position Classification Flysheet for Miscellaneous Administration and Program Series, GS-0301, TS-34 January 1979 
C. OPM U.S. Office of Personnel Management Introduction to the Position Classification Standards, TS-0134 July 1995, TS-107 August 1991, Revised August 2009 
Series and Title Determination:
Based on the major duties and knowledge requirements described in the PD is the 0301, Miscellaneous Administration and Program Series. According to reference (B), the 0301 series includes positions where the duties include performing or managing nonprofessional, two-grade interval work for which no other series is appropriate. The work requires analytical ability, judgment, discretion, and knowledge of a substantial body of administrative or program principles, concepts, policies, and objectives. 
 This position involves supporting program operations by performing various program administrative tasks, monitoring program activities, maintaining tracking systems, and assisting with reporting requirements. 
 OPM does not prescribe basic titles for positions assigned to the 0301 series.  
This position is properly allocated as a Program Specialist, GS-0301-07 for title and series determination.
Grade Determination:
References A and C were used to determine the grade for this position. The reference includes factor level descriptions where each factor should be evaluated separately and then assigned a point value consistent with the factor level definitions. The point values are then added together and converted to a grade level based on the grade conversion table provided in the reference.  The Primary Standard was used when a factor falls below the lowest level in the standard. 

Table 3: Position Evaluation Summary Table
	Factor
	Level
	Points

	1. Knowledge Required by the Position
	1-6
	950

	2. Supervisory Controls
	2-2
	125

	3. Guidelines
	3-2
	125

	4. Complexity Level
	4-3
	150

	5. Scope and Effect
	5-2
	75

	6. Personal Contacts
7. Purpose of Contacts
	2-B
	75

	8. Physical Demands
	8-1
	5

	9. Work Environment
	9-1
	5

	Total Points
	               1,510



Point Conversion: A total of 1,510 points falls within the range for GS-07 (1355-1600)

Classification Recommendation: Program Specialist, GS-0301-07
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