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POSITION DESCRIPTON
Program Manager
GS-0340-13

INTRODUCTION

Serves as the National Special Program Manager for the broad execution of but not limited to the

National Veterans Administration (VA) Police 0120 Program. The incumbent serves as the
priority representative for the National VA Management Information System in which facilitates

the VA Police System (VAPS) and other national organization-wide initiatives and programs that

occur under the direction of the Office of Security & Law Enforcement (OS&LE) and Law
Enforcement Training Center (LETC) Management. The individual servin g in this capacity
serves as an expert consultant in the planning, monito ring, and administration of national
programs and/or National projects of national significance, characterized by constantly and
sometimes greatly changing environments, critical problems, or other similar variables and
unknowns. Provides overall technical insight into the development and management of National
policies, procedures, and/or operational schedules necessary for new systems and functions.
Defines and develops processes and controls to ensure required actions occur timely and meet all
required national standards, Incumbent is responsible for administrative and technical
representative to VA globally which includes 3700 VA users nationwide.

Develops and implements guidelines and matrices to report on all activities, ability to develop
statements of work and justify resource requirements based on Nationa) standards. Provi de
support and direction to agency personnel for use and development of new national processes,
policies and systems and reports to perform anal ysis and develop recommendations. Organize
analysis in a systematic framework, integrate complex information and/or concepts in various
visuals format (e.g., PowerPoint, Visio, etc.), and identify critical leverage points that have the
potential for the greatest impact. Make sound, timely, well-informed decisions by gathering a
broad set of information and considering potential implications and understands the industry,
economic factors and political trends, as well as LETC’s strategic direction. Incumbent is
responsive and utilizes ethical judgment, and established criteria in serving internal and external
national customers by utilizing resources responsibly to achieve superior results.

Administrative work that has agency-wide or government-wide impact. The incumbent will
oversee the planning, direction, and timely execution of national programs or national program
segments. Incumbent will determine the goals and objectives of the national program; assure
their implementation by the section and operating units; develop measures that evaluate
performance; make recommendations for national program improvement; and manage all
resources. The incumbent will manage organizational changes as well as changes to the content
of the national program. Will identify and resolve unique issues where no policy exists and take
innovative actions to address new needs and/or issues. Will serve as a representative and/or
liaison to advocate for national programs in dealings with senior management officials (i.e.,
Medical Center Directors and Service Chiefs), other Federal agencies, boards and committees.
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[ncumbent will be required to prepare written communications to establish policy, provide
high-level briefings, create standard operating procedures, and present and justify budget
Incumbent must be capable of interpreting and applying current and changing legal
requirements: audits and/or other requirements that materialize. Will provide benchmark results
and/or identify best practices at other organizations for implementation by LETC.
Communicates and reports progress to the Deputy Director of LETC on assignments, national
projects, national program issues, milestones and deadlines for completion.

MAJOR DUTIES AND RESPONSIBILITIES

A. Special Program Manager - Serves at the Law Enforcement Train; ng Center located at the
North Little Campus of the Central Arkansas Veterans Healthcare S ystem, Little Rock, AR and
maintains continuous surveillance of scheduled milestones for all National projects and activities
within LETC which may affect the programmied costs, technical acceptance, or completion date
of the National Project(s).

1. Incumbent is responsible for the coordination and oversight of the VAPS program
ensuring the reports are created and submitted from the field via the Uniform Offense Report
(UOR) System. Maintains accurate records and provides reports on a daily, monthl ¥, quarterly
and annual basis to analyze the trend of offenses reported from VA facilities. Provides reports
and information to the Office of Inspector General; Director of OS&LE; Director of Police
Service and the Director of LETC and other federal law enforcement agencies and/or personnel
to support and /or assist with investigation of law enforcement personnel and incidents.

2. Provides consultation to project managers and management officials on aspects of the
National project(s) to assure control and accountability of project resources. Establishes,
convenes, and serves as committee chair and oversees workin g groups as deemed necessary
during the life of the project(s), such as coordination committees, supporting review groups, and
analysis groups.

3. Develops and initiates national project reports as required or by the project circumstances
to keep project personnel and management officials and decision makin g authorities informed of
the project’s progress. Ensures business data resulting from the national projects are
disseminated in accordance with project requirements. Responsible for national alert notification
t o VA Central Office Staff and provides initial report, investigation status and disposition and/or
findings of fact to required management officials and/or other decision making authority when
requested utilizing Private Key Infrastructure (PKI transmissions.

4. Develops new and/or recommends changes to existing issuances and directives;
evaluating the applicability and/or effect of new or proposed executive orders, agency directives,
and other agency decisions on organizational operations, managerial programs and requirements;
and representing the organization at meetings and conferences. Incumbent is responsible for
monitoring educational requirements for all law enforcement field officers.
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5. Protects and maintains access to printed and electronic files containing sensitive data
which must be protected under the provisions of the Privacy Act of 1974 and other applicable
laws, Federal regulations and VHA policy. The incumbent is responsible for: (a.) protecting such
data from unauthorized release of from loss, alteration, or unauthorized deletion and (b.) follows
applicable regulations and instructions regarding access to computerized files, release of access
codes, etc., as set out in a computer access agreement in which the cmployee must sign.
lncumbent may be required to serve as an expert witness in civil and/or criminal proceedings in
regards to information tracked utilizing VAPS.

6. Receives and/or responds to routine problems presented by end users via a variety of
methods i.e., telephone, facsimile and/or electronic mail (email). Deals with customers in a polite
and professional fashion and provides prompt and effective solutions to reported problems.
Makes certain problems remain resolved and/or do not recur. Independently diagnosis and

resolves assigned trouble-calls in response to customer reported incidents.

B. Facilitiecs Manager - The incumbent is responsible for maintaining and monitoring on a
regular and recurring basis for providing direction, planning, and coordination of facilities
maintenance, repair, and construction to support the LETC and Security Investigation Center
(SIC) programs,

L. In this capacity, the individual occupying this position provides technical oversi ght for
exterior and interior building maintenance, window washing, landscaping and related exterior
systems. Analyzes building system problems and/or deficiencies and recommends corrective
action. Provides quality assurance inspections during all phases of new construction and/or
building cxpansion projects; analyzes data for necessary contracts, energy consumption, building
system operations and maintenance operation programs and schedules to ensure asset
preservation and customer satisfaction.

2. Prepares statement of work and specifications for building system upgrades, and/or
repairs; Conducts building surveys to record building and equipment conditions and providing
semi-annual inspections and written reports of government owned buildings to identify projects
for future funding. Serves as the agency’s Contracting Officers Representative (COR) or
Technical Representative (COTR) and represents LETC in these meetings. This individual will
serve as an on-site advisor to the Contracting Officer and COR during projects. Monitors
contractor performance for compliance with contract requirements. Provides a REVIEW A&E
design submittals to ensure accuracy and compatibility with the building and provides
comments.

3. Conducts and documents progress inspections and final inspections, working from
general descriptions of requirements provided by clients and property. Administers
transportation fleet and equipment program operations. Performs transportation program studies
reviews, and evaluations to ensure program administration goals and regulatory compliance
objectives are met.

1
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C. Special Agent - The incumbent is authorized to conduct investigations of serious crimes at
VA facilities. During investigations of serious criminal incidents, the incumbent is expected to
continue irregular duty hours either at LETC and/or at other locations, i.e. Federal and/or local
police agencies, court, and other facilities. Incumbent must maintain proficiency and
qualifications on all assigned departmental weapons as set forth by VA Directives. The
incumbent will be periodically detailed to the Director of Police Service to assist in but not
limited to assisting in program inspections, protection details for the Secretary and/or Deputy
Secretary of the VA, being detailed dt;?'ng a natura] disaster where additional Law En?’cement

Personnel are tequired. 2y mten LA ws A4 /5 $70.7 74 ana A?/e‘

Performs all other related duties as assigned.

FACTOR LEVEL DESCRIPTION

Factor 1, Knowledge Required by the Position FL 1-8 1550 Points
The incumbent must have an extensive knowled ge of current practices in basic and advanced
criminal investigations as well as law enforcement practices and procedures. The incumbent
must be knowledgeable of the rules, procedure and /or operations in training development to
perform a wide variety of interrelated or nonstandard procedural assignments and to resolve a
wide range of problems. Applies skills gained through developmental experience or relevant
graduate study in applying training development principles and techniques in a specialized area.

The incumbent must have extensive knowledge of space configuration and build outs for a wide
variety of purposes, including office Space, storage space, Information Technology (IT) closets
and server rooms and special security requirements. Must have extensive knowledge of the rules,
regulations and procedures in acquisition and allocation of a wide variety of supplies and
equipment; Fleet acquisition, maintenance and mana gement. Must be capable of identifying and
resolving facility related safcty and health issues. The incumbent resolves power outages and
malfunctioning equipment. Knowledgeable of external storage space; have the ability to function
effectively in emergency situations and in an environment of constantly changing priorities.
Knowledgeable of construction, standard building practices and physical plant management to
include construction oversight, inspection, and facility maintenance programs.

Knowledge of electrical, mechanical and plumbing systems to be able to direct licensed
personnel. Must possess the ability to read and interpret plans and specifications; knowledge of
maintenance and construction techniques; have the ability to communicate both orally and in
writing; and have the ability to assign responsibilities and delegate authority, Knowledgeable in
the installation of computer systems, sofiware and hardware and providing technical and
customer support to field end users.
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Factor 2, Supervisory Controls FL 2-4 450 Points

The OS&LE/LETC National Special Program Manager is responsible for the broad execution of
but not limited to the National VA Police 0120 Program, National VA Management Information
System NAPS) Police Program and National organization-wide initiatives and/or programs that
occur under the direction of the OS&LE and/or LETC Management and the overall day to day
operation of the LETC facilities. The incumbent works direct} y for the Deputy Director or in his
absence the Director of LETC, who provides broad administrative policy direction through
discussion of program goals and agency and local policies affecting LETC and the National VA

Police program. Work is reviewed for effect on policy and programs and the attainment of LETC
objectives.

Factor 3, Guidelines FL 3-4 450 Points
Guidelines consist of Department policies, standards, regulations and statement of goals and
objectives. These guidelines are very broad and. often require adaptation or modification to a
wide range of Medical Center Policy or other VA installation settings. The incumbent exercises a
great deal of personal judgment and discretion with broad latitude for the development,
interpretation, and application of faci lity and computer initiatives.

Factor 4, Complexity FL 4-5 325 Points
The OS&LE/LETC National Special Program Manager plans, controls and evaluates a complex
National program involving a broad range of National security and National law enforcement
problems at the assigned facilities, in the interpretation and implementation of new or revised
Departmental and National Directives. Varies techniques of physical, personnel and information
security to accommodate different situations are required. Develops criteria and evaluates the

sccurity programs at the facilities, reports the findings and recommends appropriate and/or
necessary corrective action.

Factor 5, Scope and Effect FL 5-4 225 Points
The overall scope of work involves administering a broad execution of but not limited to the
National VA Police 0120 Program, National VAPS Police Program, and national
organization-wide initiatives and/or programs and facility issues that occur at LETC as well as
giving advice to management officials and national officials in all matters pertaining to special
initiatives and/ or programs and to LETC facilities. Through routine program oversight the
incumbent determines existing special initiatives and /or programs and facility security
conditions and recommend improvements to the Deputy Director, LETC. Incumbent takes
prompt action to implement appropriate security measures and procedures where needed.

Factor 6, Personal Contacts 6 & 7 Combined FL3c 180 Points
The incumbent must perform and interact with individuals in 2 wide arena of federal, state, and
local government officials, as well as officials from private industry when developing specialized
programs. Personal contacts include but not limited to; interaction with VA Central Office
(VACO) officials, Inspectors for Field Operation, Congressional Representatives, United States
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Attorncys, Special Agents for the FBI, DEA, and Secret Service, as well as local law
enforcement officials. These contacts also include interaction with officials from contractors and
security firms that have contracts with VA.

Factor 7, Purpose of Contacts

The purpose of contacts is to present, j ustify and defend LETC Facility and VA Police national
management systems’ initiatives to VA management in the area of responsibility as well as to
VACO officials. During Investigations, Protection Details, and/or National Disasters the
incumbent secks to establish effective working relationships with officials of other agencies, in
which may require persuasive and/or negotiation tactics.

Factor 8, Physical Demands . FL 8-1 5 Points
This work requires walking, standing, bending, sitting and carrying of small packages or
containers. Travel to field locations to coordinate training activities may be involved, Work may
also involve physical exertion while demonstrating a variety of law enforcement techniques and
methods. These incumbent conducts securit y surveys and inspections which requires crawling in
unusually confined building areas. The incumbent can be called upon to assist medical
emergency teams with heavy equipment and carTying an unconscious or a collapsed patient.
Incumbent may be called upon to defend themselves and members of staff, patients or the public
against physical attack.

Factor 9, Work Environment FL 9-1 5 Points
The normal work place is an office, classroom, and inside and/or outside facility areas. Position

duties will require exposure to varying climate and environmental conditions, both cold and
warm weather conditions and/or exposure to hi gh levels of noise and dangerous substances.

TOTAL: 3190 Points
GS-13 (3155-3600)

Other Significant Facts

The sensitivity level of the position is High Risk. The selectee must meet appropriate clearance
requiremnent,

A physical examination is required prior to employment.
The incumbent will be required to have an annual physical.

This position is likely to require frequent travel. Overnight travel may be as high as 50%.
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