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SUPERVISORY MISSION SUPPORT SPECIALIST
, GS-301-12

POSITION SUMMARY

This position is located at various locations within the Department of Homeland
Security (DHS). Position is responsible for supervising Adminigtrative positions
~ who provide services in direct support of operational programs.

Factor 1, Program Scope and Effect, Level 1-2, 350 points

The position supervises a group of Administrative employees who are
responsible for assessing the productivity, effectiveness, and efficiency of
program operations or who analyze and resolve problems in the effectiveness
and efficiency of administrative support and staff activities. The work supports
and significantly affects the organization’s operations and objectives, and
provides services to a population of clients comparable to a major portion of a
small city or rural county.

Factor 2, Organizational Setting, Level 2-1, 100 points

The position is accountable to a position that is two or more levels below the first
SES levael, or equivalent or higher level position in the direct supervisory chain.

Factor 3, Supervisory and Managerial Authority Exercised, Level 3-2, 450
points B .

The incumbent provides technical and administrative supervision to the unit.
Establishes and carries out specific action plans for accomplishing short-term
goals and objectives. Develops and prescribes procedures and techniques and
fumishes policy guidance to subordinates. Assigns and explains work
requirements to subordinate staff to achieve efficiency of services rendered while
increasing productivity. Devises new methods or procedures for accomplishing
work to solve productivity problems. Coordinates with other unit supervisors and
peers to establish unit objectives, goals, priorities and deadlines, and to
formulate plans to meet substantial changes in workioad. Adjusts work
operations to meet priorities or changing programs or production requirements
within available resources and with minimum sacrifice of quantity and quality of
work. Makes decisions and resolves problems involving interpretation of the law
or unusual situations requiring interpretation and application of Department
policy. Establishes production standards and prepares performance work plans
and appraisals. Advises employees of the performance requirements of their
positions and keeps them informed of their progress in meeting the requirements.
Ensures that Department personnel policies are observed. Resolves compiaints
and grievances not requiring referral to higher authority and makes



recommendations for solution of those referred to the next higher organizational
level. Approves or disapproves leave. Keeps supervisor continuously informed
of status of cases and workloads and prepares reparts as required. Keeps
monthly statistics on applications processed. Answers oral inquires regarding
status of cases.

Carries out Equal Employment Opportunity (EEO) policies and program
activities, communicating support of these policies to subordinates and
encouraging active participation in EEO; program activities and training. Ensures
equality in determining qualifications, selections, assignments, training,
promotions, details, discipline and awards to employses. Cooperates in
developing and carrying out affirmative action efforts or plans regarding staffing,
motivation and training to develop all employees. Cooperates in the investigation
of formal and informal discrimination complaints, ensuring expeditious action.
Cooperates and assists the EEO Counselor in resolving informal complaints of
discrimination. Directs on-the-job training for employees. Stimulates, motivates
and Instills a sense of participation among employees to achieve goals.

Factor 4A, Personal Contacts, Level 4A-2, 50 points

Contacts are generally with the organization's personnel to coordinate and plan
workloads in relation to established priorities, goals and objectives. Contacts
outside the organization are to provide assistance and obtain information.

Factor 4B, Purpose of Contacts, Level 4B-2, 75 points

The purpose of contacts is to resolve complicated issues that could not be -
resolved by subordinates and coordinate the work with supervisors from other
units to ensure that the work is accomplished in a timely manner. Contacts may
be to ask for information or to share information about various on going studies.
Such contacts may require the incumbent to support hisfher decision or point of
view.

Factor 5, Difficulty of Typical Work Directed, Level 5-6, 800 points

The incumbent has technical and administrative responsibility over the work
performed in the unit. The work requires a high degree of analytical ability and
communication skills to monitor and analyze the flow of casework throughout the
Organization recognizing when process changes need to occur, and help to
ensure quality work is performed. The Supervisory Mission Support Specialist
manages the operation with a workforce of nonsupervisory positions at the
GS-11 grade level.




Factor 6, Other Conditions, Level 6-4, 1120 points

The work supervised requires substantial coordination and integration of a
number of major work assignments, projects, or program segments of
professional, technical, or administrative work comparable in difficulty to the
GS-11 level. The work directed is analytical interpretive, judgmental and
evaluative. : '

Total Points: 2845 equates to GS-12 (2755-3150)
Final Grade: GS-12



