Supervisory Information Technology (IT) Specialist, GS-2210-14

INTRODUCTION

Incumbent is a second line supervisor, heading up a group of IT Specialists and support personnel.  

MAJOR DUTIES AND RESPONSIBILITIES

Incumbent manages an organization divided into subordinate organizations, each with its own supervisor.  These subordinate organizations consist of IT specialists, computer operators, computer technicians, clerical personnel and others supporting IT missions.  

Program Scope & Effect:  FL 1-4

Directs a segment of a highly technical or complex administrative program, including the development of major aspects of key agency policy development.  The work of the organization impacts agency headquarters operations and most of the agency’s field establishments, as well as facilitating programs of national significance.  

Organizational Setting:  FL 2-2

The incumbent reports to a position one level below the first SES or flag officer in the direct chain of command.  

Supervisory & Managerial Authority Exercised:  FL 3-3

The incumbent plans work to be accomplished by subordinates, assigns work based on priorities and employee capabilities, develops performance standards and evaluates subordinate performance, identifies developmental needs of employees and arranges for needed training, finds ways to increase the quality of the work, and gives advice and instruction to subordinates on both work and administrative matters.

Additionally, interviews candidates, recommends selections and promotions, hears and resolves complaints from employees, and effects minor disciplinary measures such as reprimands.  Work is directed through subordinate supervisors or leaders; the incumbent assure reasonable equity among performance standards developed by these subordinates, makes decisions o their work problems, and evaluates their performance.  The incumbent exercises significant responsibilities in advising higher level management officials and directs major programs with multi-million dollar resources.  Effects serious disciplinary actions for nonsupervisory subordinates, determines if contract performance is adequate, approves routine labor and travel expenses, and recommends awards and bonuses.  

The incumbent develops ways to reduce significant barriers to effective operations, improves business practices and promotes team building. 

Nature of Contacts:  FL 4A-3

Contacts are with higher ranking managers, technical staff and administrative staff at agency headquarters, often requiring extensive preparation of briefing materials and technical familiarity with complex subject matter.

Purpose of Contacts:  FL 4B-3

Justifies, defends and negotiates to obtain or commit resources and to gain compliance with policies and regulations.   Active participation in conferences and meetings addressing issues of considerable consequence to the organization and program(s) managed.  

Difficulty of the Work Directed:  FL 5-7

The primary work of the unit is at the GS-12 level. 

Other Conditions:  FL 6-4

As is noted above, work supervised is at the GS-12 level.  The incumbent must identify and integrate internal and external program issues affecting the organization supervised, integrate the work of the group and ensure compatibility and consistency of interpretation and policy, recommend resources to devote to particular projects, monitors the effectiveness and productivity of the group, and reviews reports, decisions and other action documents.  

ADDENDUM FOR SUPERVISORY INFORMATION TECHNOLOGY SPECIALIST, GS-2210-14

PD NUMBER:

EMPLOYEE NAME:

ORGANIZATION CODE:               COMPETITIVE LEVEL:

DUTY STATION:

          
DRUG TESTING POSITION?

POSITION SENSITIVITY:

FULL PERFORMANCE LEVEL:

SERIES & TITLE DETERMINATION:  The employee must be knowledgeable of, and experienced in, information technology.  The specialty area is:

LIST PROJECT/PROGRAM(S) ASSIGNED AND OBJECTIVES:

LIST EMPLOYEES SUPERVISED BY SERIES AND GRADE:

JOB ELEMENTS:  GENERAL:  1) Ability to use advanced IT techniques, requirements, analysis methods, sources, and procedures in a specialty area; 2) Ability to supervise effectively, including appropriate application of EEO principles; 3) Ability to plan and coordinate, through subordinate supervisors, the work of several groups; and 4) Ability to communicate effectively both orally and in writing.  TECHNICAL:  List at LEAST one technical knowledge, skill, or ability necessary to perform the duties of this position.

I certify that this is an accurate statement of the major duties and responsibilities of this position and the organizational relationships.  This position is necessary to carry out Government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes or their implementing regulations.
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Supervisor’s Signature


Date
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TO BE COMPLETED BY THE HUMAN RESOURCES DEPARTMENT (XDPC)

TITLE, SERIES, GRADE:

DATE ESTABLISHED:                       CPCN:             SUPV/MGR CODE: 

FUNCTION CODE:


 FLSA:  Exempt      FPL:
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Personnel Management Advisor Signature   

Date

