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STANDARDIZED POSITION DESCRIPTION TEMPLATE
Management and Program Analyst, GS-0343-07
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 Management and Program Analyst, GS-0343-07, responsible for a variety of analysis and evaluations focused on improving the efficiency and effectiveness of both line and operating programs and internal administrative operations, organizations or management functions.  The employee performs analytical, planning and evaluative work relating to the functional responsibilities of the organization serviced. 
This template is part of a standardized position description (PD) framework developed by the U.S. Office of Personnel Management (OPM) to support skills-based hiring and classification practices across the federal government. The PD template includes major duties and factor levels aligned with competencies and skills associated with management and program analyst work. Any changes (e.g., pen-and-ink) to the duty statements, factor level descriptions, and benchmarks may jeopardize the classification determination.
II. Major Duties
Duty 1: Management Analysis, 45%
Uses conventional research techniques or methods and set procedures and analytical tools identified by the supervisor performs a series of tasks to research, analyze and evaluate the efficiency of internal administrative operations, organizations or management. 
Carries out assigned segments of projects and studies involving management issues, operating procedures and management controls, or assists more experienced analysts in the conduct of projects and studies that are of a procedural or factual nature. 
Under the direction of the supervisor or higher graded analyst conducts studies of internal administrative operations, operations and work processes and procedures.  Identifies problems, reviews production standards and work procedures, and makes tentative recommendations for problem resolution.
Contributes to presentations and/or reports for higher graded employees on analyses, evaluations or investigations on administrative operations. Reviews reports and studies to ensure that information has been accurately provided and appropriate rules and regulations are utilized. 
Duty 2: Program Analysis, 45%
Participates with the planning and coordinating of all phases of the research and data analysis process, including program analysis, interpretation and reporting of results.  Performs support functions which analyze and evaluate the effectiveness of line or operating programs. Identifies and develops data for use in the management and direction of programs.  
Assists higher level analysts in the performance and efficiency of government programs. Gathers, extracts, verifies, consolidates and analyzes selected items of program data and statistics for inclusion in reports, development of studies and other work products. Reviews historical data, trends, estimates and projections from a variety of sources to provide requested data and assessments to leadership.  
Provides support to higher level analysts as required to facilitate program success. Collaborates with departmental staff, stakeholders and team members to provide recommendations.
Works with higher graded specialists to compile results and assist in drafting detailed reports. 
Duty 3: Project Management, 10%
Performs routine assignments and coordination duties that relieve higher graded specialists of repetitive or mundane tasks associated with project management.  Assignments are designed to provide the experience needed to familiarize the employee with a range of tasks such as planning, defining, and delineating tasks, milestones, and determining resource requirements for each project assigned; and collaborating with engineering experts, determining the scope of the project, and advising on project activities assuring that project requirements, schedules, and deadlines are met.
Assists with portions of project administration, to include some limited exposure to leadership and direction that is used in managing and executing project phases and associated contracts. Participates with senior staff in scheduling and managing a project effort to include coordinating, planning, project design, cost estimating, permitting, contracting, construction, and close-out phases.
Performs other duties as assigned.
III. Factor Level Descriptions
Factor 1: Knowledge Required by the Position, Level 1-6 (960 Points)
Knowledge of Federal and agency regulations and directives as well as organizational specific directives, programs, and missions to understand their impact on programs.
Knowledge of management analysis techniques to identify, consider and resolve issues or problems. 
Skill in briefing managing and communicating tentative recommendations regarding efficiency in program operations. 
Familiarity with the organization’s mission and functions in order to perform management and program analysis within the organization. 
General knowledge of project management to work with team members in the coordination of team efforts.

Knowledge and skill in basic qualitative and quantitative analytical techniques and methods sufficient to analyze and evaluate data to identify trends, estimates and projections. 
Ability to identify and analyze problems, using sound reasoning to arrive at conclusions and find alternative solutions to routine problems.  
Factor 2: Supervisory Controls, Level 2-2 (125 Points)
The supervisor provides general instructions and explanations at the start of each assignment.  The supervisor provides additional, specific instructions for new, difficult or unusual assignments.   While a supervisor or more experienced specialist can offer extra support, the employee is generally expected to handle tasks on their own.  Completed work is closely reviewed for adherence to instructions and regulations, technical accuracy, for soundness of analysis, conclusions and recommendations. 
Factor 3: Guidelines, Level 3-2 (125 Points) 
Guidelines consist of standard Federal regulations and organizational directives as well as 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). Procedures for doing the work have been established and precedent studies of similar subjects are available for reference. The incumbent evaluates, selects and applies the most appropriate straightforward guides that require little or no adaptation or modifications. When assignments include the need for significant deviation or modification the incumbent is expected to recognize this fact and seek assistance on guideline interpretations. 
Factor 4: Complexity, Level 4-3 (150 Points)
Work principally involves dealing with problems and relationships of a procedural nature rather than the substance of work operations, issues, or other subjects studied. The incumbent uses analytical and evaluative techniques to identify, analyze and propose solutions to issues or problems of a procedural or factual nature.  
 The employee uses accepted analytical techniques such as task analysis, work simplification, work-flow charts, workload measurement, and trend analysis to the resolution of procedural problems affecting the efficiency, effectiveness, or productivity of the organization and/or workers studied.  The employee examines the data provided in the assignment, evaluates multiple methods for data analysis, and employs the most effective analytical techniques for trend analysis, which are typically procedural in nature.
The work involves areas with varied and unique functions.  Assignments require analysis of issues for effectiveness, efficiency and productivity.  The incumbent makes decisions regarding what needs to be done based on an analysis of the subject under review.  The incumbent identifies the conditions involved and analyzes the information gathered to determine the appropriate steps and to provide tentative recommendations.  
The employee exercises sound judgment when addressing observable situations, generating reports, and conducting evaluations that align with objectives by employing established analytical methods.
Factor 5: Scope and Effect, Level 5-2 (75 Points)
The purpose of the work is to carry out specific tasks within program and management studies, analyze data and provide support to management and higher-level analysts in the completion of management requested studies and reviews.  The work performed is part of the overall project or study being performed and affects the accuracy of findings and reports on which management makes their determinations. 
Factors 6 & 7: Personal Contacts / Purpose of Contacts, Level 6/7-2b (175 Points)
Personal Contacts
Contacts are with employees, supervisors, and managers in the agency but outside the immediate organization, including representatives from contactors, and other offices located elsewhere.
Purpose of Contacts
Contacts are to coordinate plans, gather information, and give advice on resolving problems on shared work efforts.
Factor 8: Physical Demands, Level 8-1 (5 Points)
The work is primarily sedentary and performed in an office or virtual environment. Occasional walking, standing, or carrying of light materials may be required. Travel and extended hours may occasionally be necessary to meet project deadlines or attend meetings.
Factor 9: Work Environment, Level 9-1 (5 Points)
The work is performed in a typical office setting with adequate lighting, ventilation, and temperature control. Normal safety precautions are observed. Occasional travel may be required for meetings, site visits, or conferences.
IV. Classification Summary 
References:
A. U.S. Office 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;
C. U.S. OPM Interpretive Guidance for Project Manager Positions, May 2019;
D. U.S. OPM Introduction to the Position Classification Standards, Appendix 3, TS-134, TS-107 August 1991, Revised 2009

Factor Levels and Points: 1-6/950, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6/7-2b/75, 8-1/5, 9-1/5
Point Conversion: A total of 1510 points falls within the range for GS-07 (1355-1600)
Classification Recommendation: Management and Program Analyst, GS-0343-07
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 template includes competencies/skills aligned with the major duties of this series and grade. This template is part of the standardized framework developed by OPM to support skills-based hiring and classification practices across the federal government and serves as a guide for application by agencies. Below are competencies and skills associated with this template to assist agencies with developing position descriptions aligned with skills-based hiring practices. 
	Competency
	Examples of Duties

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

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

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

	Reasoning
	Identifies rules, principles of relationships that explain facts, data or other information; analyzes information and makes correct inferences or draws accurate conclusions. 

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

	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. 






Comprehensive Evaluation Statement
Management and Program Analyst, GS-0343-07
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), Human Resources Strategy Branch, 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 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
C. U.S. OPM Interpretive Guidance for Project Manager Positions, May 2019
D. U.S. OPM Introduction to the Position Classification Standards, Appendix 3, TS-134, TS-107 August 1991, Revised 2009
Series and Title Determination:
Per the reference (A), this 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 perform a variety of analysis and evaluations focused on improving the efficiency and effectiveness of both line and operating programs and internal administrative operations, organizations or management functions.  The employee performs analytical, planning and evaluative work relating to the functional responsibilities of the organization serviced.
Under reference (A), the title of Management Analyst is prescribed for all nonsupervisory positions primarily concerned with analyzing, evaluating, and/or improving the efficiency of internal administrative operations, organizations, or management. Reference (a) also prescribes the title of Program Analyst is for all nonsupervisory positions primarily concerned with analyzing and/or evaluating the effectiveness of line or operating programs. For positions with elements of both types of analytical work, the title of Management and Program Analyst is authorized. This titling practice is considered applicable to this position.
Reference (A) allows agencies to supplement the authorized title with agency established parenthetical titles if necessary for recruitment or other human resources needs.  Reference (C) states that agencies may supplement the basic and prescribed titles authorized in classification standards with the parenthetical title (Project Manager) if the position meets the definition and criteria for project management work and project management knowledge is paramount. In that this is an assistant to a project manager it meets the some of the general knowledge required of a project manager but not the technical knowledge, skills and abilities.  Skill and knowledge of project management is not required for recruitment purposes at this developmental level.  Consequently, the parenthetical title of (Project Manager) is not appropriate. 
This position is properly allocated as a Management and Program Analyst, GS-0343 for title and series determination.
Grade Determination:
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 factor-level descriptions in the standard. Each factor level-description 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 an evaluation of the nine factors and the points assigned to each factor.  Since reference (B) does not provide criteria for trainee or developmental work below grade GS-09 the FES primary standard as contained in reference (D) will be used for levels falling below those described in this guide.
Factor 1, Knowledge Required by the Position, Level 1-6, 950 Points
This factor measures the nature and extent of information or facts an employee must understand to do acceptable work (e.g., steps, procedures, practices, rules, policies, theories, principles, and concepts) and the nature and extent of the skills necessary to apply that knowledge. You should only select a factor level under this factor when the knowledge described is required and applied.
Level 1-6 is met. Positions with this level of knowledge require skill in applying analytical and evaluative techniques to the identification, consideration, and resolution of issues or problems of a procedural or factual nature. The issues or problems deal with readily observable conditions (e.g., office or shop layout, workflow, or working conditions), written guidelines covering work methods and procedures such as performance and production standards, and information of a factual nature (e.g., number and type of units actually produced or capability of equipment). Included at this level is knowledge of the theory and principles of management and organization, including administrative practices and procedures common to organizations, such as those pertaining to areas of responsibility, channels of communication, delegation of authority, routing of correspondence, filing systems, and storage of files and records. Assignments typically involve using qualitative and quantitative analytical techniques such as literature search; work measurement; task analysis and job structuring; productivity charting; determining staff to workload ratios (e.g., span of control); organization design; space planning; development and administration of questionnaires; flowcharting of work processes; graphing; and calculation of means, modes, standard deviations, or similar statistical measures. Assignments require skill in conducting interviews with supervisors and employees to obtain information about organizational missions, functions, and work procedures.
This level is met.  Like level 1-6 this position performs assigned segments of projects and studies involving management issues, operating procedures and management controls, or assists more experienced analysts in the conduct of projects and studies that are of a procedural or factual nature.  Familiarity with the organization’s mission and functions is required in order to perform management and program analysis within the organization. The work requires knowledge and skill in basic qualitative and quantitative analytical techniques and methods sufficient to analyze and evaluate data to identify trends, estimates and projections. Level 1-6 is fully met. 
[bookmark: _Hlk94187393]Level 1-7 is not met. In addition to knowledge of the previous level, assignments at this level requires 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 not met. The position performs limited assignments that are not the full range of tasks at this level.  The position does not develop new or modified work methods, organizational structures, records and files, management processes, staffing patterns, procedures for administering program services, guidelines and procedures or automate work processes.  Duties in this PD do not involve projects and studies which typically require knowledge of the major issues, program goals and objectives, work processes, and administrative operations of the organization. This level uses guidelines and precedents more specific than the more general laws, regulations and policies described in level 1-7.  
Factor 2, Supervisory Controls, Level 2-2, 275 Points 
This factor covers the nature and extent of direct or indirect controls exercised by the supervisor or a designated individual over the work performed, the employee’s responsibility, and the review of completed work. 
Level 2-2 is met.  The supervisor provides continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments. The supervisor provides additional, specific instructions for new, difficult, or unusual assignments, including suggested work methods or advice on source material available. The employee uses initiative in carrying out recurring assignments independently without specific instructions, but refers deviations, problems, and unfamiliar situations not covered by instructions to the supervisor for decision or help. The supervisor assures that finished work and methods used are technically accurate and in compliance with instructions or established procedures. Review of the work increases with more difficult assignments if the employee has not previously performed similar assignments.

This level is met. The supervisor provides general instructions and explanations for recurring work.  The supervisor provides additional, specific instructions for new, difficult or unusual assignments.   The employee is expected to work independently although the supervisor or higher graded specialist is available to provide additional guidance.  Completed work undergoes thorough review to ensure compliance with instructions and regulations, technical accuracy, and the validity of analysis, conclusions, and recommendations.
Level 2-3 is not met. The supervisor at this level assigns specific projects in terms of issues, organizations, functions, or work processes to be studied and sets deadlines for completing the work. Where two or more projects are involved, the supervisor may assign priorities among the various projects as well as deadlines for the attainment of specific milestones within a project. The supervisor or higher-grade analyst provides assistance on controversial issues or on the application of qualitative or quantitative analytical methods to the study of subjects for which precedent studies are not available. The employee plans, coordinates, and carries out the successive steps in fact-finding and analysis of issues necessary to complete each phase of assigned projects. Work problems are normally resolved by the employee without reference to the supervisor, in accordance with the body of accepted office policies, applicable precedents, organizational concepts, management theory, and occupational training. Work is reviewed for conformance with overall requirements as well as contribution to the objectives of the study. Completed work products such as evaluation reports and staff studies are also reviewed for consistency of facts and figures, choice of appropriate analytical methods, and practicality of recommendations. Findings and recommendations developed by the employee are reviewed prior to release, publication, or discussion with management officials.
This level is not met. The supervisor does not assign projects as broadly as described in this level with just the issue or work process described and a given deadline for completing the work.  Instead, the incumbent will receive instructions on what is to be done, what is expected and both the priority of the assignment and the deadline anticipated.   The PD states that completed work undergoes a more thorough review than what level 2-3 outlines.  
Factor 3, Guidelines, Level 3-2, 125 Points 
This factor covers the nature of guidelines, and the judgment employees need to apply them. Individual assignments may vary in specificity, applicability, and availability of guidelines; thus, the judgment that employees use similarly varies. The existence of detailed plans and other instructions may make innovations in planning and conducting work unnecessary or undesirable. However, in the absence of guidance provided by prior agency experience with the task at hand or when objectives are broadly stated, the employee may use considerable judgment in developing an approach or planning the work.
Level 3-2 is met. Procedures for doing the work have been established, and a number of specific guidelines are available. The number and similarity of guidelines and work situations require the employee to use judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt the guidelines to specific cases. The employee may also determine which of several established alternatives to use. Situations to which the existing guidelines cannot be applied or significant proposed deviations from the guidelines are referred to the supervisor.
This level is met. Procedures for doing the work have been established and precedent studies of similar subjects are available for reference. Most guidelines are straightforward and require little or no adaptation or modifications. When assignments include the need for significant deviation or modification the incumbent is expected to recognize this fact and seek assistance on guideline interpretations. 
Level 3-3 is not met. The 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 not met. Guidelines, as indicated in the PD, are specific to the task and not so general as indicated in level 3-3.  In level 3-3 the employee uses judgment in determining the relationship between guidelines and organizational efficiency, program effectiveness or employee productivity while the level of judgement needed in this position does not make independent judgment but would refer the matter to the supervisor for determination. 
Factor 4, Complexity, Level 4-3, 150 Points 
This factor covers the nature, number, variety, and intricacy of tasks, steps, processes, or methods in the work performed; the difficulty in identifying what needs to be done; and the difficulty and originality involved in performing the work.
Level 4-3 is met. The work principally involves dealing with problems and relationships of a procedural nature rather than the substance of work operations, issues, or other subjects studied. At this level, the employee analyzes the issues in the assignment, then selects and applies accepted analytical techniques such as task analysis, work simplification, work-flow charts, workload measurement, and trend analysis to the resolution of procedural problems affecting the efficiency, effectiveness, or productivity of the organization and/or workers studied. Projects usually take place within organization with related functions and objectives, although organization and work procedures differ from one assignment to the next. Typical organizational efficiency assignments involve observing work in progress to identify and resolve problems in workflow, work methods and procedures, task distribution, overall workload, forms and record keeping, span of control, and organizational structure. When performed, evaluative studies involve measurement of current work output, group productivity and accomplishments, or identification of current resource needs (staff, supplies, equipment, and space). Typically, the employee prepares a narrative report containing a statement of the issue or problem, background, observations, options for change, and recommendations for action. Findings and recommendations are based upon analysis of work observations, review of production records or similar documentation, research of precedent studies, and application of standard administrative guidelines (e.g., staffing guidelines or performance and production standards).
This level is met. The incumbent generally deals with problems and issues of a procedural nature. The incumbent analyzes the issues and selects and applies accepted analytical techniques to assignments. The employee uses a variety of basic analytical techniques depending on the measurement needed in the assignment.  The employee must evaluate various data analysis methods and use the most effective technique. The work includes identifying and analyzing conditions and elements to find interrelationships. The employe gathers, extracts, verifies, consolidates and analyzes selected items of program data and statistics for inclusion in reports, development of studies and other work products.  The employee compiles the data and works with senior specialists to prepare reports and findings.  
Level 4-4 is not met. The work at this level 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 not met.  The positions work assignments described in the position description do not routinely involve issues or problems that are difficult to identify though direct observation and analysis, or situations where information is conflicting, incomplete, or difficult to obtain.  Subjects and projects assigned at this level usually consist of issues, problems, or concepts that are not always susceptible to direct observation and analysis while the work described in the PD is readily observable.  The work performed does not require the refinement of work methods and techniques, the revision of methods of collecting workload data, or the adoption of new measures of productivity envisioned at this level.
Factor 5, Scope and Effect, Level 5-2, 75 Points 
This factor covers the relationships between the nature of work (i.e., the purpose, breadth, and depth of the assignment) and the effect of work products or services both within and outside of the organization. Effect measures such things as whether the work output facilitates the work of others, provides timely services of a personal nature, or the impacts on the adequacy of research conclusions.
Level 5-2 is met.  The work involves the performance of specific, routine operations that include a few separate tasks or procedures.  The work product or service is required to facilitate the work of others; however, it has little impact beyond the immediate organizational unit or beyond the timely provision of limited services to others.
This level is met. The work involves conducting portions of program and management studies, providing analyses, and supporting management and senior analysts in completing requested studies and reviews. This work is part of a larger project or study and impacts the accuracy of the products and services delivered. 
Level 5-3 is not met. The purpose of the work at this level 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 not met. The employee carries out specific tasks within program and management studies that are aimed at the procedural or readily observable functions.  The work does not involve developing detailed procedures and guidelines to supplement established regulations.  Level 5-3 is not fully met.  
Factor 6/7, Personal Contacts & Purpose of Contacts, Level 6-2/7-b, 180 Points 
These factors include face-to-face and remote dialogue with persons not in the supervisory chain. Levels described under these factors consider what is required to make the initial contact, the difficulty of communicating with those contacted, the setting in which the contact takes place, and the nature of the discourse. The setting describes how well the employee and those contacted recognize their relative roles and authorities. The nature of discourse defines the reason for communication and the context or environment in which the communication takes place. These factors are interdependent. The same contacts selected for crediting Factor 6 must be used to evaluate Factor 7.
Personal Contacts 
Level 6-2 is met. Per reference (B), the personal contacts at this level are with employees, supervisors, and managers of the same agency, but outside of the immediate office, or employees and representatives of private concerns in a moderately structured setting.

This level is met. As described on the PD, personal contacts are employees, supervisors, and managers in the agency but outside the immediate organization, including representatives from contactors, and other offices located elsewhere.   Due to the routine nature of the contact contractors are considered as representative of private concerns.  The setting is considered moderately structured. 

Level 6-3 is not met. Per reference (B), the personal contacts at this level include 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 not met.   Contacts do include some persons outside the agency however the context is in a moderately structured setting.  There is no regular and recurring contact with managerial levels significantly above the employee.
Purpose of Contacts 
Level 7-b is met. Per reference (B), the purpose of contacts at this level is to provide advice to managers on noncontroversial organization or program related issues and concerns. Contacts typically involve such matters as: identification of decision-making alternatives; appraisals of success in meeting goals; or recommendations for resolving administrative problems.

This level is met. As described in the PD, the purpose of the contacts is to plan and coordinate the work; provide or exchange information related to the project; provide advice on non-controversial issues; or provide recommendations pertaining to problems or issues encountered. As an entry level position, the incumbent refers controversial matters to the supervisor or senior staff for resolution. Level 7-b is met.

Level 7-c is not met. Per reference (B), the purpose of contacts at this level 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 not met. The entry level assignments of this position do not involve the need to influence others to accept and implement findings. This position refers controversial matters to the supervisor or senior staff. Level 7-c is not met.
Factor 8, Physical Demands, Level 8-1, 5 Points
This factor covers the requirements and physical demands placed on the employee by the work assignment. This includes physical characteristics and abilities (e.g., agility or dexterity requirements) and the physical exertion involved in the work (e.g., climbing, lifting, pushing, balancing, stooping, kneeling, crouching, crawling, or reaching). The frequency or intensity of physical exertion must also be considered.
Level 8-1 is met. At this level, the work is primarily sedentary, although some slight physical effort may be required.
This level is met. The position is a direct match to this level as work is primarily sedentary with no special physical requirements. 
Level 8-2. 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 work for this position is primarily sedentary.
Factor 9, Work Environment, Level 9-1, 5 Points 
This factor considers the discomfort and risk of danger in the employee’s physical surroundings and the safety precautions required. Although safety regulations and techniques can reduce or eliminate some discomfort and dangers, they typically place additional demands upon the employee.
Level 9-1. Work is typically performed in an adequately lighted and climate-controlled office. May require occasional travel.
This level is met. The position meets this level where the work is performed in an office setting with areas that are adequately lit, heated, and ventilated.
[bookmark: _Hlk207256254]Level 9-2. 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. This position does not involve visits to such areas and does not involve risks or discomforts.
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
	               1510


Point Conversion: A total of 1510 points falls within the range for GS-07 (1355-1600)
Classification Recommendation: Management and Program Analyst, GS-0343-07
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