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Position Description and Comprehensive Evaluation Statement
Prepared for use by the Office of Personnel Management, Human Resources Solutions (HRS), Federal Talent Management Center (FTMC), Classification Strategy and Operations (CSO).
· Recommended Title/Series/Grade: Program Analyst, GS-0343-11
· Position ID Number: TBD
Table 1: Factor Evaluation Summary
	Factors
	FL
	Points
	Comments

	1. Knowledge Required 
	1-7
	1250
	

	2. Supervisory Controls
	2-4
	450
	

	3. Guidelines
	3-3
	275
	

	4. Complexity
	4-4
	           225
	

	5. Scope and Effect
	5-3
	150
	

	6. Personal Contacts 
7. Purpose of Contacts
	6-3
7-c
	180
	

	8. Physical Demands
	8-1
	5
	

	9. Work Environment
	9-1
	5
	


Summary:

Total Points: 2,540
Grade Conversion: GS-11 (Point Range: 2355-2750)

Remarks:

References:
A. U.S. Office of Personnel Management (OPM) Position Classification Flysheet for Management and Program Analysis Series, 0343 May 2024
B. U.S. OPM Administrative Analysis Grade Evaluation Guide TS 98 August 1990

Evaluated by: Brian Wolfe, OPM HR Consultant				Date: 05.27.2026
Reviewed by: Kate Nicholson, Lead OPM HR Consultant			Date: 05.29.2026


STANDARDIZED POSITION DESCRIPTION TEMPLATE
Program Analyst, GS-0343-11
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 Analyst, GS-0343-11, responsible for conducting assigned program analysis and evaluative studies to support management review, decision-making, and improvement of program operations. The work involves collecting and validating program data, applying qualitative and quantitative analytical methods, assessing performance against established goals and requirements, developing findings and recommendations, preparing reports and briefings, and supporting implementation of approved improvements to program processes, reporting practices, performance measures, and management controls.
This position has no further promotion potential.
II. Major Duties
Duty 1: Program Analysis and Evaluation Studies, 35%
Plans and conducts assigned program analysis projects and substantive segments of broader studies to evaluate the effectiveness, efficiency, productivity, and compliance of program operations. Works within approved project objectives, scope, milestones, and priorities to identify information requirements, determine data sources, select appropriate analytical methods, and organize the sequence of fact-finding and analysis.
Collects, reviews, validates, and analyzes quantitative and qualitative data from multiple programs, administrative, and operational sources. Reviews data for completeness, accuracy, consistency, and relevance; identifies gaps, anomalies, and discrepancies; and coordinates with program officials, data owners, and other staff to resolve data-quality issues or clarify reporting requirements.
Applies established and adapted analytical methods such as trend analysis, comparative analysis, workload analysis, ratio analysis, variance analysis, process review, and performance-measure analysis to identify program issues, operational inefficiencies, compliance concerns, workload trends, resource-use patterns, and opportunities for improvement.
Develops findings, options, and recommendations to improve assigned program processes, reporting practices, controls, workflows, or operational outcomes. Prepares written analyses that explain methodology, assumptions, source data, findings, limitations, and recommended corrective or improvement actions for management review and decision-making.
Duty 2: Performance Measurement and Program Reporting, 25%
Develops, maintains, and evaluates performance measures, metrics, key performance indicators, and reporting tools used to assess program progress against established goals, benchmarks, standards, or operational requirements. Reviews existing measures for usefulness, accuracy, consistency, and alignment with program objectives.
Designs and maintains recurring and ad hoc reports, dashboards, charts, tables, and briefing products that translate program data into usable management information. Uses tools such as Microsoft Excel, Power BI, database queries, or similar systems to organize data, develop visualizations, identify trends, and present analytical results.
Analyzes performance and workload data to identify changes in program activity, output, timeliness, quality, customer service, resource use, or compliance. Compares actual results against planned targets, historical performance, benchmarks, or established criteria and identifies possible causes of variance.
Recommends improvements to reporting formats, data definitions, collection methods, validation procedures, and performance tracking processes to improve the accuracy, timeliness, and usefulness of program information. Coordinates with program staff and stakeholders to implement approved reporting changes and monitor results.
Duty 3: Program Improvement and Advisory Support, 20%
Evaluates administrative and program processes, procedures, workflows, and internal controls to identify inefficiencies, duplication, gaps, bottlenecks, or compliance vulnerabilities. Reviews policies, procedures, guidance, standard operating practices, and management controls to assess alignment with organizational goals, program requirements, and established standards.
Conducts interviews, facilitates information-gathering sessions, reviews records, and analyzes program documentation to understand current operations and identify causes of problems. Synthesizes information from multiple sources to develop objective findings and practical recommendations for management consideration.
Advises managers and program officials on noncontroversial program and operational improvement issues, including alternatives for improving workflow, reporting, data quality, performance tracking, internal coordination, and implementation of approved process changes. Presents findings and recommendations in meetings, briefings, and written products.
Tracks implementation of approved recommendations, corrective actions, process improvements, and management initiatives. Monitors milestones, follows up with responsible parties, evaluates implementation progress, and reports status, barriers, and results to management.
Duty 4: Project Coordination, Stakeholder Communication, and Briefings, 10%
Coordinates assigned analytical projects, program reviews, working groups, and improvement initiatives by developing project schedules, tracking milestones, organizing information requests, maintaining issue logs, and documenting decisions, action items, and follow-up requirements.
Communicates with internal and external stakeholders to obtain information, clarify data requirements, explain analytical methods, resolve discrepancies, and support implementation of approved program improvements. Coordinates across organizational lines when assignments require information from multiple offices, programs, or functional areas.
Prepares and delivers briefings, presentations, written summaries, and other communication products to explain findings, trends, issues, recommendations, and implementation status. Presents information in a clear, organized, and objective manner tailored to the audience and purpose.
Supports management acceptance and use of analytical findings by explaining the basis for recommendations, responding to factual questions, and identifying practical implementation considerations.
Duty 5: Research, Policy Review, and Special Projects, 10%
Conducts research on program-related policies, regulations, guidance, management practices, benchmarks, and emerging issues to support assigned studies, evaluations, improvement initiatives, and management decisions. Reviews changes in requirements, procedures, or program direction and assesses their potential effect on assigned program operations, reporting practices, or performance measures.
Participates in special projects, pilot initiatives, and short-term studies involving program operations, performance management, reporting improvements, data quality, internal controls, or process improvement. Develops background papers, issue summaries, data summaries, and recommendation packages for management review.
Identifies trends, risks, best practices, and improvement opportunities relevant to assigned program areas. Recommends revisions to procedures, tracking tools, reporting practices, or internal guidance when analysis shows a need for improved consistency, efficiency, accountability, or compliance.
Performs other duties as assigned. 
III. Factor Level Descriptions
Factor 1: Knowledge Required, Level 1-7, 1250 Points
Advanced skill in program evaluation is applied as the incumbent plans and conducts analysis projects to assess the effectiveness, efficiency, and compliance of program operations using both quantitative and qualitative data. The incumbent utilizes this skill to develop findings and recommendations for improving program processes, reporting practices, and operational outcomes, and communicates these results to management for decision-making.
Advanced skill in data analysis is demonstrated as the incumbent collects, reviews, validates, and analyzes data from multiple sources to identify trends, anomalies, and areas for improvement in program operations. The incumbent applies analytical methods such as trend analysis, variance analysis, and comparative analysis to support program evaluations, performance measurement, and reporting.
Advanced skill in performance measurement is used by the incumbent to develop, maintain, and evaluate metrics, key performance indicators, and reporting tools that assess program progress against established goals and benchmarks. The incumbent reviews and refines performance measures to ensure alignment with program objectives and provides actionable insights to improve program effectiveness and reporting accuracy.
Advanced skill in process improvement enables the incumbent to evaluate workflows, procedures, and internal controls to identify inefficiencies, gaps, and compliance vulnerabilities within program operations. The incumbent synthesizes findings from process reviews to recommend and track the implementation of corrective actions and operational enhancements.
Advanced skill in report development is applied as the incumbent designs and maintains recurring and ad hoc reports, dashboards, and briefing materials that translate complex program data into clear, actionable management information. The incumbent prepares written analyses and visualizations that communicate findings, trends, and recommendations to support decision-making and program oversight.
Advanced skill in stakeholder communication is demonstrated as the incumbent coordinates with internal and external stakeholders to gather information, clarify data requirements, and explain analytical methods and findings. The incumbent prepares and delivers briefings, presentations, and written summaries tailored to diverse audiences to facilitate understanding and acceptance of program recommendations and improvements.
Advanced skill in project coordination is used by the incumbent to organize and track analytical projects, program reviews, and improvement initiatives by developing schedules, monitoring milestones, and documenting decisions and follow-up actions. The incumbent ensures effective collaboration across organizational lines and maintains clear communication to support the successful completion of assigned projects.
Comprehensive knowledge of policy research is applied as the incumbent conducts research on relevant policies, regulations, and management practices to inform program evaluations, improvement initiatives, and management decisions. The incumbent uses this knowledge to assess the impact of policy changes on program operations and to develop background papers, issue summaries, and recommendations for procedural or reporting revisions.
Factor 2: Supervisory Controls, Level 2-4, 450 Points
The incumbent collaborates with the supervisor to develop project plans that outline the specific program analysis, performance measurement, and improvement initiatives to be undertaken, including defining objectives, deliverables, and deadlines. Within these mutually agreed parameters, the incumbent determines the methods, data sources, and analytical approaches for conducting studies, preparing reports, and coordinating stakeholder communications. The supervisor provides guidance on priorities and overall goals, while the incumbent exercises discretion in organizing and executing assigned tasks to meet established milestones.
The incumbent independently plans and organizes program analysis studies, performance measurement projects, and process improvement initiatives within the framework of approved project objectives, scope, and milestones. The incumbent determines information requirements, selects analytical methods, develops project schedules, and coordinates with stakeholders to execute all phases of assigned projects, while keeping the supervisor informed of significant or potentially controversial findings. This responsibility includes interpreting regulations and study procedures, adapting methods as needed, and ensuring that all work aligns with established priorities and reporting requirements.
The incumbent's completed analyses, reports, and recommendations are reviewed by the supervisor to ensure alignment with organizational goals, adherence to established guidelines, and effectiveness in addressing program objectives. Work products, including program evaluations, performance metrics, and improvement proposals, are also subject to critical review by staff and management officials outside the immediate office whose operations may be impacted by the recommended changes. Reviewers assess the accuracy of data analysis, clarity of findings, and practicality of proposed actions in relation to program requirements and organizational priorities.
Factor 3: Guidelines, Level 3-3, 275 Points
The incumbent has access to a broad range of administrative regulations, procedural guidelines, and precedent studies, but these resources often require interpretation or adaptation to fit the specific program analysis, performance measurement, and improvement assignments. While general policies and analytical methods are available, the incumbent must exercise judgment in selecting, modifying, or reconciling guidelines to address unique program issues, data discrepancies, or operational challenges encountered during studies and reporting. The incumbent frequently researches, compares, and synthesizes existing guidance and regulations to develop recommendations for process improvements, enhanced reporting practices, or compliance solutions tailored to the needs of the assigned program area.
The incumbent exercises judgment in selecting and applying established analytical methods and techniques as outlined in standard reference materials, manuals, and organizational policies to conduct program analysis, develop performance measures, and evaluate program effectiveness. When encountering data anomalies, gaps, or process inefficiencies, the incumbent interprets guidelines to determine the most appropriate approach for data validation, reporting improvements, or recommending process changes, while ensuring alignment with approved project objectives and regulatory requirements. The incumbent adapts existing procedures and instructions as necessary to address unique program issues but relies on prescribed sources and established practices to guide decision-making and ensure consistency in analytical and reporting activities.
Factor 4: Complexity, Level 4-4, 225 Points
The incumbent performs a wide range of analytical tasks requiring the selection, adaptation, and integration of both qualitative and quantitative methods to address complex program issues, operational inefficiencies, and compliance concerns. Assignments involve gathering and validating data from multiple sources, identifying and reconciling discrepancies, and modifying established analytical techniques to fit varying program contexts and data limitations. The work requires coordinating with diverse stakeholders, developing and refining performance measures, and synthesizing information from policy reviews, interviews, and process evaluations to develop actionable recommendations. The incumbent must organize and sequence multifaceted analyses, prepare clear and detailed reports, and adjust approaches as needed to accommodate evolving program requirements and operational variables.
The incumbent must frequently identify what needs to be done in situations where program data is incomplete, inconsistent, or reported in varying formats across multiple sources, making direct analysis and observation challenging. Assignments often require the incumbent to reconcile and interpret large volumes of administrative and performance data, clarify ambiguous reporting requirements with stakeholders, and synthesize information from disparate systems to uncover operational issues or improvement opportunities. Determining the appropriate analytical approach and information requirements is complicated by evolving program objectives, changing benchmarks, and the need to cross-check findings for accuracy and relevance. The incumbent must exercise judgment in resolving data-quality issues, aligning performance measures with program goals, and developing actionable recommendations despite gaps or conflicts in available information.
The incumbent demonstrates originality by refining and adapting established analytical methods and reporting tools to address specific program evaluation challenges, such as revising data collection procedures or developing new performance metrics tailored to operational needs. When analyzing program effectiveness or recommending process improvements, the incumbent modifies existing techniques to resolve data-quality issues, clarify reporting requirements, or enhance the usefulness of management information. The work requires the incumbent to devise new approaches for relating performance measurements to program outcomes and to recommend changes to workflows, reporting formats, or internal controls based on identified inefficiencies or compliance concerns. These efforts involve applying creative solutions within defined project objectives and established standards to improve program operations and support management decision-making.
Factor 5: Scope & Effect, Level 5-3, 150 Points
The incumbent plans and executes program analysis projects and segments of broader studies to enhance the efficiency and productivity of administrative and program operations. Work involves identifying and resolving conventional workflow, reporting, and organizational issues by collecting and analyzing data, developing performance measures, and recommending improvements to processes and procedures. The incumbent participates in the evaluation of program effectiveness at the operating level, develops supplemental guidelines, and coordinates with stakeholders to implement and monitor approved changes. Assignments require applying established analytical methods, preparing management reports, and supporting the adoption of recommended actions within defined project objectives and established program guidance.
The incumbent's completes analyses, reports, and recommendations directly inform management decisions regarding the effectiveness, efficiency, and compliance of program operations. By identifying operational issues, evaluating performance metrics, and recommending improvements to processes and reporting practices, the incumbent's work shapes internal administrative procedures and supports the implementation of corrective actions. The quality and clarity of findings and recommendations facilitate management's ability to address program inefficiencies, monitor progress, and enhance organizational productivity. The incumbent's output ensures that decision-makers have reliable, actionable information for improving program outcomes and internal controls.
Factors 6/7: Personal Contacts & Purpose of Contacts, Level 6-3/7-c, 180 Points 
Personal Contacts
The incumbent regularly communicates with individuals outside the agency, such as consultants, contractors, and business executives, to gather data, clarify program requirements, resolve discrepancies, and discuss analytical findings related to program analysis, performance measurement, and improvement initiatives. These contacts typically occur in moderately unstructured settings, including face-to-face meetings, telephone calls, and virtual briefings, and may also involve ad-hoc interactions with agency heads or senior program officials several managerial levels removed from the incumbent. Communication often requires the incumbent to explain complex analytical methods, present recommendations, and negotiate data or reporting needs in situations where participants may have differing priorities or limited familiarity with the program's technical details.
Purpose of Contacts
The incumbent communicates with managers, program officials, and stakeholders to provide objective advice on program-related matters such as identifying decision alternatives, evaluating progress toward goals, and recommending solutions to administrative or operational issues. Communication typically involves presenting analytical findings, clarifying data requirements, and offering recommendations for improving processes, reporting, or performance tracking in a noncontroversial context. The incumbent ensures that information is conveyed clearly to support management decision-making and facilitate the implementation of approved program improvements.
Factor 8: Physical Demands, Level 8-1, 5 Points
The work is primarily sedentary, although some slight physical effort may be required.
Factor 9: Work Environment, Level 9-1, 5 Points
Work is typically performed in an adequately lighted and climate-controlled office. May require occasional travel.
IV. Classification Summary: 
References:

A. U.S. Office of Personnel Management (OPM) Position Classification Flysheet for Management and Program Analysis Series, 0343 May 2024
B. U.S. OPM Administrative Analysis Grade Evaluation Guide TS 98 August 1990

Factor Levels & Points: 1-7/1250, 2-4/450, 3-3/275, 4-4/225, 5-3/150, 6/7-3c/180, 8-1/5, 9-1/5
Point Conversion: A total of 2,540 points falls within the range for GS-11 (2355-2750)
Classification Recommendation: Program Analyst, GS-0343-11

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

	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.

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

	Evaluation/Improvement
	Knowledge of process improvement strategies, metrics, methodologies, and/or benchmarks for assessing performance against intended outcomes.

	Organizational Awareness
	Knows the organization's mission and functions, and how its social, political, and technological systems work and operates effectively within them; this includes the programs, policies, procedures, rules, and regulations of the organization.

	Information Management
	Identifies a need for and knows where or how to gather information; organizes and maintains information or information management systems.

	Technology Application
	Uses computers, software applications, databases, and automated systems to accomplish work; uses machines, tools, instruments, or equipment effectively.

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

	Project Management
	Knowledge of the principles, methods, or tools for developing, scheduling, coordinating, and managing projects and resources, including monitoring and inspecting costs, work, and contractor performance.

	Schedule Management
	Plans, develops, and controls project schedule and tracks project milestones, activities, and deliverables, including timeframes and assigned resources.

	Technical Documentation
	Knowledge of procedures for developing technical and operational support documentation.

	Change Management
	Knowledge of principles, strategies, and techniques for planning, implementing, and evaluating change in the organization.

	Teamwork
	Encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit; works with others to achieve goals.

	Self-Management
	Sets well-defined and realistic personal goals; displays a high level of initiative, effort, and commitment towards completing assignments in a timely manner; works with minimal supervision; is motivated to achieve; demonstrates responsible behavior.






Comprehensive Evaluation Statement
Program Analyst, GS-0343-11
An OPM Standardized Position Description Template
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. Through agreement between the U.S. Office of Personnel Management Hiring Experience (HX) Division and the Division for Human Resources Solutions (HRS), Federal Talent Management Center (FTMC), HRS was engaged to develop the standardized PDs to serve as a foundational tool to promote transparency, comparability, and operational efficiency in support of these government-wide objectives.
References:
A. U.S. Office of Personnel Management (OPM) Position Classification Flysheet for Management and Program Analysis Series, 0343 May 2024
B. U.S. OPM Administrative Analysis Grade Evaluation Guide TS 98 August 1990
Series and Title Determination:
According to reference (A), the Management and Program Analysis Series, 0343 series includes positions that primarily serve as analysts and advisors to management on the evaluation of the effectiveness of government programs and operations or the productivity and efficiency of the management of Federal agencies or both. Positions in this series require knowledge of the substantive nature of agency programs and activities; agency missions, policies, and objectives; management principles and processes; and the analytical and evaluative methods and techniques for assessing program development or execution and improving organizational effectiveness and efficiency. Some positions also require an understanding of basic budgetary and financial management principles and techniques as they relate to long range planning of programs and objectives. The work requires knowledge of application of fact-finding and investigative techniques; oral and written communications; and development of presentations and reports.
As stated in the position description, the primary purpose of this position is to conduct assigned program analysis and evaluative studies to support management review, decision-making, and improvement of program operations. The work involves collecting and validating program data, applying qualitative and quantitative analytical methods, assessing performance against established goals and requirements, developing findings and recommendations, preparing reports and briefings, and supporting implementation of approved improvements to program processes, reporting practices, performance measures, and management controls. The paramount knowledge required to perform this work is knowledge of program operations, organizational goals and requirements, management principles and processes, performance measurement, fact-finding, qualitative and quantitative analysis, data validation, reporting, and written/oral presentation of findings and recommendations.
Per reference (A), nonsupervisory positions primarily involved in planning, analyzing and/or evaluating the effectiveness of line or operating programs are titled Program Analyst. 
This position is properly allocated as a Program Analyst, GS-0343, for title and series determination.
Grade Determination:
Reference (A) does not provide specific grade level criteria for positions in this occupation, directing that nonsupervisory positions at grade GS-9 and above are evaluated by reference to the Administrative Analysis Grade Evaluation Guide, Reference (B).

Reference (B) contains grading criteria which is written in the Factor Evaluation System (FES) format. Positions are evaluated on a factor-by-factor basis using the factor level descriptions (FLDs) provided in the standard. Factors are compared to the FLD description. A point value is assigned to each factor based on a comparison of the position’s duties and responsibilities with the FLDs in the standard. Each FLD represents the minimum or threshold for that factor level. To warrant a given level, the position must fully equate to the overall intent of the factor-level description.  Below is a summary of the nine factors and the points assigned to each factor.

Factor 1: Knowledge Required by the Position, Level 1-7, 1250 Points
Level 1-7 is met. At this level, in addition to knowledge of the previous level, assignments require knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations carried out by administrative or professional personnel, or substantive administrative support functions (i.e., internal activities or functions such as supply, budget, procurement, or personnel which serve to facilitate line or program operations). This level includes knowledge of pertinent laws, regulations, policies and precedents which affect the use of program and related support resources (people, money, or equipment) in the area studied. Projects and studies typically require knowledge of the major issues, program goals and objectives, work processes, and administrative operations of the organization. 
Knowledge is used to plan, schedule, and conduct projects and studies to evaluate and recommend ways to improve the effectiveness and efficiency of work operations in a program or support setting. The assignments require knowledge and skill in adapting analytical techniques and evaluation criteria to the measurement and improvement of program effectiveness and/or organizational productivity. Knowledge is applied in developing new or modified work methods, organizational structures, records and files, management processes, staffing patterns, procedures for administering program services, guidelines and procedures, and automating work processes for the conduct of administrative support functions or program operations. Knowledge may also be applied in analyzing and making recommendations concerning the centralization or decentralization of operations.
This level is met. As described in the PD, the position plans and conducts assigned program analysis projects and substantive segments of broader studies to evaluate the effectiveness, efficiency, productivity, and compliance of program operations. The work requires collecting, reviewing, validating, and analyzing quantitative and qualitative data from multiple program, administrative, and operational sources; applying analytical methods such as trend analysis, comparative analysis, workload analysis, ratio analysis, variance analysis, process review, and performance-measure analysis; and developing findings, options, and recommendations to improve assigned program processes, reporting practices, controls, workflows, or operational outcomes. The PD also establishes responsibility for developing and evaluating performance measures, metrics, key performance indicators, reporting tools, dashboards, charts, tables, briefing products, background papers, issue summaries, data summaries, and recommendation packages. As at this level, these duties require knowledge of program goals, work processes, administrative operations, analytical and evaluative methods, and applicable requirements sufficient to evaluate program operations and recommend improvements.
Level 1-8 is not met. At this level, this is the level of the expert analyst who has mastered the application of a wide range of qualitative and/or quantitative methods for the assessment and improvement of program effectiveness or the improvement of complex management processes and systems. In addition to knowledge of the next lower level, this level requires comprehensive knowledge of the range of administrative laws, policies, regulations, and precedents applicable to the administration of one or more important public programs. Typically, this includes knowledge of agency program goals and objectives, the sequence and timing of key program events and milestones, and methods of evaluating the worth of program accomplishments. Work requires knowledge of relationships with other programs and key administrative support functions within the employing agency or in other agencies. 
Knowledge characteristic of this level is applied in a variety of ways. For example, knowledge is applied to the design and conduct of comprehensive management studies where the boundaries of the studies are extremely broad and difficult to determine in advance; i.e., the actual limits of the project are developed as the study proceeds. Study objectives are to identify and propose solutions to management problems which are characterized by their breadth, importance, and severity, and for which previous studies and established management techniques are frequently inadequate. 
For other assignments, knowledge may be applied in preparing recommendations for legislation to change the way programs are carried out; in evaluating the content of new or modified legislation for projected impact upon agency programs and resources; and/or in translating basic legislation into program goals, actions, and services. 
Also included at this level is skill to plan, organize, and direct team study work and to negotiate effectively with management to accept and implement recommendations, where the proposals involve substantial agency resources, require extensive changes in established procedures, or may be in conflict with the desires of the activity studied.
This level is not met. This position performs program analysis, performance measurement, reporting, process review, and recommendations within assigned projects and substantive study segments, but does not extend to the level 1-8 requirements of expert analysis, comprehensive responsibility for one or more important public programs, extremely broad management studies whose boundaries are developed as the study proceeds, recommendations for legislation, or direction of team study work involving substantial agency resources or extensive changes in established procedure.
Factor 2: Supervisory Controls, Level 2-4, 450 Points
Level 2-4 is met. At this level, within a framework of priorities, funding and overall project objectives (e.g., cost reduction, improved effectiveness and efficiency, better workload distribution, or implementation of new work methods), the employee and supervisor develop a mutually acceptable project plan which typically includes identification of the work to be done, the scope of the project, and deadlines for its completion. 
Within the parameters of the approved project plan, the employee is responsible for planning and organizing the study, estimating costs, coordinating with staff and line management personnel, and conducting all phases of the project. This frequently involves the definitive interpretation of regulations and study procedures, and the initial application of new methods. The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. 
Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organizational goals, guidelines, and effectiveness in achieving intended objectives. Completed work is also reviewed critically outside the employee's immediate office by staff and line management officials whose programs and employees would be affected by implementation of the recommendations.
This level is met. As described in the PD, the position works within approved project objectives, scope, milestones, and priorities to identify information requirements, determine data sources, select appropriate analytical methods, and organize the sequence of fact-finding and analysis. The employee plans and organizes program analysis studies, performance measurement projects, and process improvement initiatives; develops schedules; tracks milestones; coordinates information requests; maintains issue logs; documents decisions, action items, and follow-up requirements; and coordinates with stakeholders to execute assigned projects. Similar to this level, completed analyses, reports, recommendations, performance metrics, and improvement proposals are reviewed for alignment with organizational goals, adherence to guidelines, effectiveness in addressing program objectives, accuracy of analysis, clarity of findings, and practicality of proposed actions.
Level 2-5 is not met. At this level, as a recognized authority in the analysis and evaluation of programs and issues, the employee is subject only to administrative and policy direction concerning overall project priorities and objectives. 
At this level, the employee is typically delegated complete responsibility and authority to plan, schedule, and carry out major projects concerned with the analysis and evaluation of programs or organizational effectiveness. The employee typically exercises discretion and judgment in determining whether to broaden or narrow the scope of projects or studies. 
Analyses, evaluations, and recommendations developed by the employee are normally reviewed by management officials only for potential influence on broad agency policy objectives and program goals. Findings and recommendations are normally accepted without significant change.
This level is not met. Although this position operates with a significant level of independence, the assigned responsibilities do not evidence recognized the authority status, complete authority over major project scope, review only for broad agency policy objectives and program goals, or normal acceptance of findings and recommendations without significant change required at this level.
Factor 3: Guidelines, Level 3-3, 275 Points
Level 3-3 is met. At this level, guidelines consist of standard reference material, texts, and manuals covering the application of analytical methods and techniques (statistical, descriptive or evaluative) and instructions and manuals covering the subjects involved (e.g., organizations, equipment, procedures, policies, and regulations). 
Analytical methods contained in the guidelines are not always directly applicable to specific work assignments. However, precedent studies of similar subjects are available for reference. The employee uses judgment in choosing, interpreting, or adapting available guidelines to specific issues or subjects studied. The employee analyzes the subject and the current guidelines which cover it (e.g., workflow, delegations of authority, or regulatory compliance) and makes recommendations for changes. 
Included at this level are work assignments in which the subject studied is covered by a wide variety of administrative regulations and procedural guidelines. In such circumstances the employee must use judgment in researching regulations, and in determining the relationship between guidelines and organizational efficiency, program effectiveness, or employee productivity.
This level is met. As described in the PD, the incumbent has access to a broad range of administrative regulations, procedural guidelines, and precedent studies, but these resources often require interpretation or adaptation to fit the specific program analysis, performance measurement, and improvement assignments. The employee applies and adapts established analytical methods, including trend analysis, comparative analysis, workload analysis, ratio analysis, variance analysis, process review, and performance-measure analysis. Similar to this level, the employee uses judgment in selecting, interpreting, and adapting available guidelines and methods to address data discrepancies, reporting requirements, workflow issues, performance measures, process-improvement recommendations, and compliance concerns.
Level 3-4 is not met. At this level, guidelines consist of general administrative policies and management and organizational theories which require considerable adaptation and/or interpretation for application to issues and problems studied. At this level, administrative policies and precedent studies provide a basic outline of the results desired, but do not go into detail as to the methods used to accomplish the project. 
Administrative guidelines usually cover program goals and objectives of the employing organization, such as agency controls on size of work force, productivity targets, and similar objectives. Within the context of broad regulatory guidelines, the employee may refine or develop more specific guidelines such as implementing regulations or methods for the measurement and improvement of effectiveness and productivity in the administration of operating programs.
This level is not met. The employee uses, interprets, and adapts policies, procedures, guidance, standard operating practices, management controls, reporting requirements, and analytical methods. However, these guidelines are more defined than the general policies and management and organizational theories requiring considerable adaptation, and there is no evidence that employee regularly refines or develops implementing regulations or measurement methods for operating programs as described at level 3-4. Level 3-3 is credited.
Factor 4: Complexity, Level 4-4, 225 Points
Level 4-4 is met. At this level, the work involves gathering information, identifying and analyzing issues, and developing recommendations to resolve substantive problems of effectiveness and efficiency of work operations in a program or program support setting. This is in addition to improving conditions of a procedural nature which relate to the efficiency of organizations and workers described at the previous level. By way of contrast with level 4-3, work at this level requires the application of qualitative and quantitative analytical techniques that frequently require modification to fit a wider range of variables. 
Subjects and projects assigned at this level usually consist of issues, problems, or concepts that are not always susceptible to direct observation and analysis (e.g., projected missions and functions). Difficulty is encountered in measuring effectiveness and productivity due to variations in the nature of administrative processes studied (e.g., those associated with processing information, reorganizing to meet changes in mission, or providing support services). Information about the subject is often conflicting or incomplete, cannot readily be obtained by direct means, or is otherwise difficult to document. For example, assignments may involve compiling, reconciling, and correlating voluminous workload data from a variety of sources with different reporting requirements and formats, or the data must be carefully cross-checked, analyzed, and interpreted to obtain accurate and relevant information. 
Characteristic of this level is originality in refining existing work methods and techniques for application to the analysis of specific issues or resolution of problems. For example, the employee may revise methods for collecting data on workload, adopt new measures of productivity, or develop new approaches to relate productivity measurements to a performance appraisal system.
This level is met. As described in the PD, the position gathers, validates, reconciles, and analyzes quantitative and qualitative data from multiple program, administrative, and operational sources to evaluate effectiveness, efficiency, productivity, compliance, workload trends, resource-use patterns, and operational outcomes. Assignments involve data gaps, anomalies, discrepancies, inconsistent formats, ambiguous reporting requirements, and the need to coordinate with program officials, data owners, and stakeholders to resolve data-quality issues. The position adapts analytical methods, develops and refines performance measures, designs and maintains dashboards and reports, and develops findings, options, and recommendations to resolve substantive program and operational problems involving program processes, reporting practices, controls, workflows, and operational outcomes.
Level 4-5 is not met. At this level, the work consists of projects and studies which require analysis of interrelated issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs. Typical assignments require developing detailed plans, goals, and objectives for the long-range implementation and administration of the program, and/or developing criteria for evaluating the effectiveness of the program. 
Decisions about how to proceed in planning, organizing and conducting studies are complicated by conflicting program goals and objectives which may derive from changes in legislative or regulatory guidelines, productivity, and/or variations in the demand for program services. Assignments are further complicated by: the need to deal with subjective concepts such as value judgments; the quality and quantity of actions are measurable primarily in predictive terms; and findings and conclusions are highly subjective and not readily susceptible to verification through replication of study methods or reevaluation of results. 
Options, recommendations, and conclusions developed by the employee take into account and give appropriate weight to uncertainties about the data and other variables which affect long-range program performance. For example, the employee may need to consider and assess the relative advantages and disadvantages of centralizing or decentralizing work operations in organizations with several echelons of geographically separated components. In some instances, work is complicated by the need to develop data about workload and program accomplishments which is currently unavailable. Current measurements of program effectiveness may be ambiguous and susceptible to widely varying interpretations. Under these circumstances the employee develops new information about the subject studied and establishes criteria to identify and measure program accomplishments, develops methods to improve the effectiveness with which programs are administered, or develops new approaches to program evaluation which serve as precedents for others.
This level is not met. Level 4-5 requires projects and studies involving interrelated issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs, typically including long-range program implementation or administration plans, goals, objectives, or criteria for evaluating program effectiveness. The PD does not evidence long-range program implementation or administration planning, conflicting program goals and objectives, highly subjective or primarily predictive findings, or new approaches to program evaluation that serve as precedents for others as described at the 4-5 level.
Factor 5: Scope and Effect, Level 5-3, 150 Points
Level 5-3 is met. At this level, the purpose of the work is to plan and carry out projects to improve the efficiency and productivity of organizations and employees in administrative support activities. Employees at this level identify, analyze, and make recommendations to resolve conventional problems and situations in workflow, work distribution, staffing, performance appraisal, organizational structure, and/or administration. Employees may be assigned portions of broader studies of largely administrative organizations or participate in the evaluation of program effectiveness at the operating level. Work may also involve developing detailed procedures and guidelines to supplement established administrative regulations or program guidance. 
Completed reports and recommendations influence decisions by managers concerning the internal administrative operations of the organizations and activities studied. The work may involve identifying problems, studying, analyzing and making recommendations concerning the efficiency and productivity of administrative operations in different components of an organization.
This level is met. The employee conducts assigned program analysis projects and substantive segments of broader studies to support management review, decision-making, and improvement of program operations. The work involves identifying operational inefficiencies, compliance concerns, data-quality issues, reporting problems, workflow concerns, gaps, bottlenecks, and opportunities for improvement. At this level, the employee develops findings, options, recommendations, performance measures, reports, dashboards, briefings, issue summaries, and implementation-status information that support management decisions concerning program processes, reporting practices, management controls, workflows, corrective actions, and operational improvements.
Level 5-4 is not met. At this level, the purpose of the work is to assess the productivity, effectiveness, and efficiency of program operations or to analyze and resolve problems in the staffing, effectiveness and efficiency of administrative support and staff activities. Work involves establishing criteria to measure and/or predict the attainment of program or organizational goals and objectives. Work at this level may also include developing related administrative regulations, such as those governing the allocation and distribution of personnel, supplies, equipment, and other resources, or promulgating program guidance for application across organizational lines or in varied geographic locations. Work that involves the evaluation of program effectiveness usually focuses on the delivery of program benefits or services at the operating level. 
Work contributes to the improvement of productivity, effectiveness, and efficiency in program operations and/or administrative support activities at different echelons and/or geographical locations within the organization. Work affects the plans, goals, and effectiveness of missions and programs at these various echelons or locations. Work may affect the nature of administrative work done in components of other agencies (e.g., in preparation and submission of reports, in gathering and evaluating workload statistics, or in routing and storing official correspondence or files).
This level is not met. The PD does not evidence effect across different echelons or geographic locations, promulgation of program guidance across organizational lines, or direct effect on mission plans, goals, and effectiveness. Level 5-3 is credited.
Factors 6 & 7: Personal Contacts & Purpose of Contacts, Levels 6-3 & 7-c, 180 Points
Level 6-3 is met. At this level, contacts are with persons outside the agency which may include consultants, contractors, or business executives in a moderately unstructured setting. This level may also include contacts with the head of the employing agency or program officials several managerial levels removed from the employee when such contacts occur on an ad-hoc basis.
This level is met. As described in the PD, the incumbent regularly communicates with individuals outside the agency, such as consultants, contractors, and business executives, to gather data, clarify program requirements, resolve discrepancies, and discuss analytical findings related to program analysis, performance measurement, and improvement initiatives. The PD also establishes communication with internal and external stakeholders to obtain information, clarify data requirements, explain analytical methods, resolve discrepancies, support implementation of approved program improvements, and present findings, trends, recommendations, and implementation status.
Level 6-4 is not met. At this level, contacts are with high-ranking officials such as other agency heads, top congressional staff officials, state executive or legislative leaders, mayors of major cities, or executives of comparable private sector organizations.
This level is not met. The position’s regular and recurring assignments do not evidence regular contacts with the high-ranking officials described at Level 6-4.
Level 7-c is met. At this level, the purpose of contacts is to influence managers or other officials to accept and implement findings and recommendations on organizational improvement or program effectiveness. May encounter resistance due to such issues as organizational conflict, competing objectives, or resource problems.
This level is met. As described in the PD, the position advises managers and program officials on program and operational improvement issues, presents findings and recommendations in meetings, briefings, and written products, coordinates with stakeholders to implement approved reporting changes and program improvements, tracks implementation of approved recommendations and corrective actions, and supports management acceptance and use of analytical findings by explaining the basis for recommendations and identifying practical implementation considerations. These contacts support acceptance and implementation of findings and recommendations on program effectiveness and operational improvement.
Level 7-d is not met. At this level, the purpose of contacts is to justify or settle matters involving significant or controversial issues; e.g., recommendations affecting major programs, dealing with substantial expenditures, or significantly changing the nature and scope of organizations.
This level is not met. The employee establishes communication, coordination, advice, explanation of findings, and support for acceptance and implementation of approved improvements, but does not have assigned responsibility to justify or settle significant or controversial matters as required at Level 7-d. Level 7-c is credited.
Factor 8: Physical Demands, Level 8-1, 5 Points
Level 8-1 is met. At this level, physical demands involve work that is primarily sedentary, although some slight physical effort may be required.
This level is met. As described in the PD, the work consists primarily of program analysis, data validation, performance measurement, reporting, briefings, research, stakeholder communication, project coordination, and preparation of written products. As at this level, these duties are primarily sedentary.
Level 8-2 is not met. At this level, assignments regularly involve long periods of standing, bending, and stooping to observe and study work operations in an industrial, storage, or comparable work area.
This level is not met. The PD does not evidence regular assignments involving long periods of standing, bending, and stooping to observe and study work operations in an industrial, storage, or comparable work area. Level 8-1 is credited.
Factor 9: Work Environment, Level 9-1, 5 Points
Level 9-1 is met. At this level, the work environment involves work typically performed in an adequately lighted and climate-controlled office. May require occasional travel.
This level is met. Commensurate with this level, the work is primarily performed in an office or comparable administrative setting involving program analysis, data review, reporting, research, briefings, and stakeholder communication; occasional travel may be required.
Level 9-2 is not met. At this level, assignments regularly require visits to manufacturing, storage, or other industrial areas, and involve moderate risks or discomforts. Protective clothing and gear and observance of safety precautions are required.
This level is not met. Unlike this level, this position’s work does not require regular visits to manufacturing, storage, or other industrial areas involving moderate risks or discomforts and requiring protective clothing, gear, and observance of safety precautions. 
Position Evaluation Summary Table
Table 3: Position Evaluation Summary
	 Factor
	Level
	Points

	1. Knowledge Required by the Position
	1-7
	1250

	2. Supervisory Controls
	2-4
	450

	3. Guidelines
	3-3
	275

	4. Complexity Level
	4-4
	225

	5. Scope and Effect
	5-3
	150

	6. Personal Contacts
7. Purpose of Contacts
	6-3
7-c
	180

	8. Physical Demands
	8-1
	5

	9. Work Environment
	9-1
	5

	Total Points
	               2,540



Point Conversion: A total of 2,540 points falls within the range for GS-11 (2355-2750)
Classification Recommendation: Program Analyst, GS-0343-11
Notes: 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.
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