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I. INTRODUCTION

This pogtion islocated in the U.S. Department of Labor (DOL), Employment and Training
Adminigration (ETA). Thisentry-level pogition provides the incumbent with training and devel opment
leading to performance of anayses and advisory assgnments involving the effectiveness of programs
and/or the efficiency of the management of operations.

1. MAJOR DUTIES AND RESPONSIBILITIES

Participates in developmenta activities involving program studies and analyss of operations to achieve
greater economy and efficiency. Prepares materids for incorporation into work flow and operationa
andyses, cogt studies, and/or equipment utilization.

Prepares portions of initial work plans and draft reports based on existing procedures or observation of
the activity to be studied.

lIl. FACTOR LEVELS
Factor 1 — Knowledge Required by the Position FL 1-5 750 pts.

Basic knowledge of Federa and agency regulations and directives as well as organizationd specific
directives, programs, and missons to understand their impact on programs.

Knowledge of management andysis techniques to identify, consider, and recommend resolution to
elementary issues or problems.

Knowledge of operating guidelines governing administrative programs to help andyze and recommend
program changes in limited aress of assgnment.

ill in briefing managers and in communicating tentetive recommendations regarding efficiency in
program operations.

Factor 2 — Supervisory Controls FL 2-1 25 pts.

The supervisor identifies specific project outlines and the work results desired, determines the methods
and procedures to be employed, and provides specific ingructions for new, difficult,

and unusud assgnments. The incumbent performs work as instructed and seeks guidance from the
supervisor when specific guidelines or ingtructions do not exist. Completed work is closay monitored
for technica accuracy and conformance with ingtructions. The supervisor may develop a performance
management plan identifying office specific duties for the incumbent to perform.



Factor 3— Guiddines FL 3-1 25 pts.

Specific guiddines, precedents and other ingtructions are used to complete assgnments. Deviations
from these ingtructions must be authorized by the supervisor.

Factor 4 — Complexity FL 4-2 75 pts.

Thework isavariety of reated tasks with some limited divergence from set methodology. Actions
taken, or recommendations made fal within areas with fairly well-defined choices, and are generaly
graightforward and factud.

Factor 5 — Scope and Effect FL 5-1 25 pts.

Tasks and assgnments are basicaly developmentd providing opportunity for routine and specific input
to broader sudies. Thisfacilitates the work of othersin the immediate unit, but has little impact beyond
this unit.

Factors 6/7 — Persona Contacts/Purpose of Contacts Leve la 30 pts.

Contacts are with employees and coworkersin the immediate and related organization units to obtain
and provide factua information related to analyses and studies in which the incumbent participates.

Factor 8 — Physica Demands FL 8-1 5 pts.
Thework is primarily sedentary, requiring no specid physicd demands.
Factor 9 — Work Environment FL 9-1 Spts.
Work is performed in atypica office setting. Occasiond travel by any means of government or public
trangportation may be required.

TOTAL =940 pts.

V. UNIQUE POSITION REQUIREMENTS (For titling purposes the immediate supervisor is
to mark the one description below which describes the position)

___ Theprincipd responghilities of the incumbent are primarily concerned with analyzing, evauating,
and/or improving the efficiency of internd adminigrative operations, organizations, or management.
(Management Analyst)

___ Theprincpd responghilities of the incumbent are primarily involved in planning, analyzing and/ or
evauating the effectiveness of line or operating programs. (Program Analyst)

___ Theprincipd responghilities of the incumbent involve a mix of the two functions referenced above,



where neither is predominant. (Management and Program Analyst)



