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‘Policy Coordinator.(Program Specialist) GS-0301-11

Serves as a Program Specialist with responsibility to perform a wide varjety of
administrative and program functions which may involve matters related to. budget,
property, travel, procurement, human resources, or other program activities. The
incumbent supports the organization through analyzing, planning, developing,
‘coordinating, and monitoring administrative and program activity.

The incumbent establishes and maintains procedural and reporting requirements to
measure the utilization of all administrative services. Exercises judgment in. determining
applicable procedures and effecting changes in the administrative tasks being performed.

Reviews and analyzes directives and policies to determine impact on operations. The
employce independently identifies the need for, plans, organizes, and conducts analytical
studies based on examination of: management needs. Analysis conducted mayinvolve
researching sensitive issues, analyzing and presenting results, and recommendng
administrative strategies or changes in intemnal opcrating procedures to incorpoerate new
legislative requirements. Develops position papers to explain study findings and
recommendations. Implementation may require:that the incumbent write operating
procedures.

Prepares special reports, presentations, and summaries. Obtains and verifies information
‘through research of various sources. Evaluates, analyzes, and corrclates ail information
relevant to the subject and compiles data and presents information in the appropriate:
writtcn format or oral; forum,

Personally responds to inquiries addressing program management.issues andi frequently
requested program-specific technical information that. would otherwise require the
supervisor’s personal attention. ‘Obtains the necessary information from appropriate
sources. Prepares responses/ papers that represents the organization’s views, policies and
procedures.

* The incumbent assists in:planning for and arranging the agenda of meetings amd/or
confercnces. Assures all appropriate parties are notified and prepares specific
background information about the speakers to include with the agenda.

KNOWLEDGE REQUIRED BY THE POSITION/LEVEL 1-7/1250 POINTS

Comprehensive knowledge of various administrative areas, such as: budget and financial
management; contract administration; purchasing; procurement; human resources; and
general administration as they are performed to conduct the business of DHHS, the:
OP/DIV and the immediate organization.

Knowledge of a wide range of specialized program analysis tools and techniques, and
skill in applying this knowledge in the independent performance of difficult and complex
work assignments.




Knowledge of the major issues, program goals and objectives, and work processes of the
organization.. Knowledge and skill in applying analytical'and evalvation methods and
techniques, administrative requirements, and operating procedures to plan, schedule, and
conduct studies to evaluate the efficiency and effectiveness of programmatic operations.
These studies and the resulting recommendations require knowledge of the-laws;,
tegulations, policies, and precedents that impact the program and its related
administrative services. Ability develop, and implement strategies related to the
administrative processes and policies.

The work requires skill in preparing project papers and staff reports and skill in'
organizing and delivering bricfings to managers to encourage understanding and
acceptance of findings and recommendations.

SUPERVISORY CONTROLS/UEVEL 2-4/450 POINTS

The supervisor provides general supervision. Deviations from-accepted practice are made
‘when necessary, Completed work is reviewed for effectiveness and conformance with
overall policy. The incumbent keeps the supervisor abreast of unusual problems,
controversial or precedent-setting issues.

" GUIDELINES/LEVEL 3-3/275 POINTS

Guidelines consist of general agency administrative policies and manuals, OMB
Circulars, and regulations relating to budget formulation and execution; Federal
Procurement Laws; Comptroller General Decisions;. DHHS rules, regulations, policies,
procedures, and instructions relating to procurement, contracting, budget, and human
resources. Judgment must be used to choose,. interpret, and adapt guidelines and
techniques when necessary.

COMPLEXITY/LEVEL 4-4/225 POINTS

Duties cover a wide range of administrative functions and analytical processes, Decisions
regarding what needs to be done include the assessment of unusual circumstances,
variations in-approach, and incomplete or conflicting data to achieve the most’

- advantageous solution for the benefit of the organization. The work requires making
many.decisions concerning such things as interpretation of considerable data, planning of
the work, and/or the refinement of the methods and techniques to be used. The
incumbent confers with program, administrative, and executive staff 1o resolve unusuat
.problems-and answer questions, Work involves analyzing variations in approach and
resolving incomplete or conflicting data '

SCOPE. AND EFFECT/LEVEL 5-3/150. POINTS

The employee identifies, analyzes, and makes recommendations to resolve conventional
problems and situations'in the line work of the organization. The employee may be-
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assigned portions of broader studies or participate in the evaluation of program
effectiveness at the operating level. The activities of the incumbent directly ensure the
most appropriate use of funds, personnel, and other resources that are critical to fulfilling
the organization’s mission. Work may involve developing detailed procedures and
guidelines to supplement established program guidance. Completed reports and
recommendations influence decisions by managers, The work also may involve
identifying problems, studying and analyzing and making recommendations concerming
the efficiency and productivity of operations in different components of an organization.

PERSONAL CONTACTS/LEVEL 6-3/60 POINTS

The incumbent’s primary contacts are with staff within the organization, members of
other federal agencies and the private sector in order to provide information, resolve
problems and clarify issues. The position requires considerable interaction with program
manogers and staff as well as support services. Most contacts are.unplanned and require
quick and decisive action.

PURPOSE OF CONTACTS/LEVEL 7-3/120 POINTS

Personal contacts are to plan, coordinate, or advise on work efforts or to resolve problems

by influencing or motivating individuals or groups who are working toward mutual goals
-and who have basically cooperative attitudes. The incumbent exchangesinformation,

provides technical and regulatory guidance, presents recommendations and résolves

.administrative and related problems.

PHYSICAL DEMANDS/LEVEL 8-1/5 POINTS
Work is primarily sedentary, although some slight physical effort may berequired.
WORK ENVIRONMENT/LEVEL 9-1/5 POINTS

Typically performs work in an adequately lighted and climate controlled office.
Assignments may require occasional travel.

FACTOR POINT TOTAL - 2470

GS-0301, Miscellaneous Administration and Program Series, TS-34, Jan. 1979
GS-0341, Administrative Officer Series, Flysheet, TS-72, Feb. 1968, TS-63, Aug. 1966
Administrative Analysis Grade-Evaluation Guide (8/90)
















































































































































































































































‘Policy Coordinator.(Program Specialist) GS-0301-11
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The incumbent establishes and maintains procedural and reporting requirements to
measure the utilization of all administrative services. Exercises judgment in. determining
applicable procedures and effecting changes in the administrative tasks being performed.

Reviews and analyzes directives and policies to determine impact on operations. The
employce independently identifies the need for, plans, organizes, and conducts analytical
studies based on examination of: management needs. Analysis conducted mayinvolve
researching sensitive issues, analyzing and presenting results, and recommendng
administrative strategies or changes in intemnal opcrating procedures to incorpoerate new
legislative requirements. Develops position papers to explain study findings and
recommendations. Implementation may require:that the incumbent write operating
procedures.

Prepares special reports, presentations, and summaries. Obtains and verifies information
‘through research of various sources. Evaluates, analyzes, and corrclates ail information
relevant to the subject and compiles data and presents information in the appropriate:
writtcn format or oral; forum,

Personally responds to inquiries addressing program management.issues andi frequently
requested program-specific technical information that. would otherwise require the
supervisor’s personal attention. ‘Obtains the necessary information from appropriate
sources. Prepares responses/ papers that represents the organization’s views, policies and
procedures.

* The incumbent assists in:planning for and arranging the agenda of meetings amd/or
confercnces. Assures all appropriate parties are notified and prepares specific
background information about the speakers to include with the agenda.

KNOWLEDGE REQUIRED BY THE POSITION/LEVEL 1-7/1250 POINTS

Comprehensive knowledge of various administrative areas, such as: budget and financial
management; contract administration; purchasing; procurement; human resources; and
general administration as they are performed to conduct the business of DHHS, the:
OP/DIV and the immediate organization.

Knowledge of a wide range of specialized program analysis tools and techniques, and
skill in applying this knowledge in the independent performance of difficult and complex
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Knowledge of the major issues, program goals and objectives, and work processes of the
organization.. Knowledge and skill in applying analytical'and evalvation methods and
techniques, administrative requirements, and operating procedures to plan, schedule, and
conduct studies to evaluate the efficiency and effectiveness of programmatic operations.
These studies and the resulting recommendations require knowledge of the-laws;,
tegulations, policies, and precedents that impact the program and its related
administrative services. Ability develop, and implement strategies related to the
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The work requires skill in preparing project papers and staff reports and skill in'
organizing and delivering bricfings to managers to encourage understanding and
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SUPERVISORY CONTROLS/UEVEL 2-4/450 POINTS

The supervisor provides general supervision. Deviations from-accepted practice are made
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overall policy. The incumbent keeps the supervisor abreast of unusual problems,
controversial or precedent-setting issues.
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Guidelines consist of general agency administrative policies and manuals, OMB
Circulars, and regulations relating to budget formulation and execution; Federal
Procurement Laws; Comptroller General Decisions;. DHHS rules, regulations, policies,
procedures, and instructions relating to procurement, contracting, budget, and human
resources. Judgment must be used to choose,. interpret, and adapt guidelines and
techniques when necessary.

COMPLEXITY/LEVEL 4-4/225 POINTS

Duties cover a wide range of administrative functions and analytical processes, Decisions
regarding what needs to be done include the assessment of unusual circumstances,
variations in-approach, and incomplete or conflicting data to achieve the most’

- advantageous solution for the benefit of the organization. The work requires making
many.decisions concerning such things as interpretation of considerable data, planning of
the work, and/or the refinement of the methods and techniques to be used. The
incumbent confers with program, administrative, and executive staff 1o resolve unusuat
.problems-and answer questions, Work involves analyzing variations in approach and
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The employee identifies, analyzes, and makes recommendations to resolve conventional
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assigned portions of broader studies or participate in the evaluation of program
effectiveness at the operating level. The activities of the incumbent directly ensure the
most appropriate use of funds, personnel, and other resources that are critical to fulfilling
the organization’s mission. Work may involve developing detailed procedures and
guidelines to supplement established program guidance. Completed reports and
recommendations influence decisions by managers, The work also may involve
identifying problems, studying and analyzing and making recommendations concerming
the efficiency and productivity of operations in different components of an organization.

PERSONAL CONTACTS/LEVEL 6-3/60 POINTS

The incumbent’s primary contacts are with staff within the organization, members of
other federal agencies and the private sector in order to provide information, resolve
problems and clarify issues. The position requires considerable interaction with program
manogers and staff as well as support services. Most contacts are.unplanned and require
quick and decisive action.

PURPOSE OF CONTACTS/LEVEL 7-3/120 POINTS

Personal contacts are to plan, coordinate, or advise on work efforts or to resolve problems

by influencing or motivating individuals or groups who are working toward mutual goals
-and who have basically cooperative attitudes. The incumbent exchangesinformation,

provides technical and regulatory guidance, presents recommendations and résolves

.administrative and related problems.

PHYSICAL DEMANDS/LEVEL 8-1/5 POINTS
Work is primarily sedentary, although some slight physical effort may berequired.
WORK ENVIRONMENT/LEVEL 9-1/5 POINTS

Typically performs work in an adequately lighted and climate controlled office.
Assignments may require occasional travel.

FACTOR POINT TOTAL - 2470

GS-0301, Miscellaneous Administration and Program Series, TS-34, Jan. 1979
GS-0341, Administrative Officer Series, Flysheet, TS-72, Feb. 1968, TS-63, Aug. 1966
Administrative Analysis Grade-Evaluation Guide (8/90)






POSITION CLASSIFICATION
EVALUATION STATEMENT

TITLE, SERIES AND GRADE: Policy Coordinator, GS8-301-12

ORGANIZATIONAL LOCATION DHHS
Office of the Secretary

PD NUMBER: XXXXX
ADMINISTRATIVE CODE: AXKXX
Series and Title Determination:

REFERLENCES: Position Classification Flysheet tor Miscellaneous Administration and
Program Senes, GS-0301, January 1979; US OPM Administrative Analysis Grade Evaluation
Guide, August 1990

Series and Title Determination:

The series of this position is determined using the Flysheet for the Miscellaneous
Administration and Program Series, GS-0301. This series includes all classes of positions the
duttes of which are to perform, supervise or manage non-professional two-grade interval work
for which no other series is appropriate. The work requires analytical ability, judgment,
discretion and knowledge ol a substantial body of administrative or program principles,
concepts, policies and objectives. The GS-0301 series is consistent with the linc of work of this
position. The chief responsibility of this position is to serve as a policy coordinator and analyst
reporting to the Secretary, responsible for researching, analyzing, evaluating and coordinating
all activitics related to federal health policy. The position is at the intermediate trainee level,
full performance level GS-13.

The GS-301 series, therefore, is appropnate for this position. The title, Policy Coordinator, is
constructed as being most descriptive of the purpose and duties of this position. The
appropriate title and scrics of this position, therefore, 1s Policy Coordinator, GS-301.

Grade Level Determination:

Factor 1, Knowledge Required by the Position Fi. 1-7 1250 points

The incumbent serves as an intermediate level Policy Coordinator, performing the following
duties under intermediate supervision:

The primary duties of the position involve the following:



1. Analyze and evaluate existing policy and legislation and monitor the cffect these
policies have on health IT adoption, electronic health information ¢xchange and
inferoperability.

2. Consider options to policy and legislation including investigating and reporting on
current strategies and their successes.

3. Propose and conduct anatysis that provides informative, timely information for potential
policy selutions to advance health IT adoption and to usc.

4. Monitor the health care community with respect to issues that could affect health I'T
adoption and advisc the Secretary and HHS leadership regarding potential
oppertunities, barriers, and concerns,

5. Develop pelicy options and recommendations to present to the Secretary consistent with
HHS objectives.

Level 1-7 1s appropriate. At this level, the work requires knowledge of the policics, precedents,
goals, objectives, regulations, and guidelines for the assessment and improvement of program
ctfcetivencss or the improvement of management processes and systems. Typically, this
includes knowledge of agency program goals and objeetives, the sequence of timing of key
program events and milestones, and the methods of evaluating the worth of program
accomplishments

Factor 2, Supervisory Controls FI1. 2-4 450 points

The incumbent works under the general supervision of a the supervisor, and proposcs work
plans and scope. The incumbent receives assignments from the Branch Chicf or other
supervisor through program discussions or written directives that outline broad objcctives.
Supervisor and employee develop a mutually acceptable project plan which identifics work to
be done, scope and deadlines for completion. [ncumbent plans his/her work and independently
develops methods and techniques to accomplish work assignmients, using judgment and
discretion to determine scope of projects and studies. The incumbent is expeeted to participate
in a matnx organizational structure by lending his/her expertise, as approprate and as time
perraits to other components of HHS. Performance 1s evaluated in terms of soundness of
recomincndations and quantity, quality, and timeliness of work and written products.

Factor level 2-4 is appropriate. At this level, the cmploycce and the supervisor develop a
mutually acceptable project plan which typically includes identification of the work to be done,
the scope of the project, and deadlines for completion. Completed work 3s reviewed by the
supervisor only for compatibility with organization goals, guidelines and cffectiveness.
Supervisory controls over this position meet thesc enitena.



Factor 3, Guidelines FL 3-4 450 points

Guidelines include federal and state Jegislation, Departmental regulations, dircctives, and
policy. These guidelines provide minimal guidance and require considerable adaptation or
interpretation; howevcr, the requirements of the position are such that the incumbent must
respond to unique situations and demands. The incumbent must exercise independent
judgment, demonstrate ingenuity, and develop original approaches in recommending actions to
be taken around policy 1ssues which are unique and/or without precedent.

Factor level 3-4 is appropriate. At this level, guidelines consist of general administrative
policies, and management and organizational theories which require considerable adaptation
for application to issues and problems studied. Within the context of broad regulatory
guidelines, the employee may refine or develop more spectfic guidelines. This is descriptive of
the guidelines for this position,

Factor 4, Complexity FL 4-4 225 points

The work requires the application of broad knowledge in the analysis, interpretation and
application of numerous and unrelated travel regulations and methods and processes applicable
to a broad range of situations. Assignmcents have a wide range of activities occurring at the
same time, often of an emergency nature requiring knowledge of a wide varety of emergency
policies, regulations and procedures. The assignment requires conceptualization and

definition of issues and substantial analysis and understanding of the delivery of services

1n emergency situations to varied population groups in emergency response situations,
geographic locations and levels of medical and social sophistication.

Factor level 4-4 is appropriate. Decisions in how to procecd in planning, organizing and
conducting studies arc complicated by conflicting program goals and objectives which may
derive from changes in lcgislative or regulatory guidelines. Options, recommendations and
conclusions developed by the employce take into account uncertainties about the data and other
variables. The employee may develop new information about the subject studied. This
describes the Complexity reguirements of this position.

Factor 5, Scope and Effect FL 5-4 225 points

The purpose of the work is to provide advice and expertise regarding health IT policy to the
Secretary and key HHS officials. Results of analyses are used in fosmulating options and
recommendations tor policies on a variety of health I'T issues. The incumbent's work
contnibutes to the formulation of future Departmental activities with regard to health IT and
electronic health information exchange. Working independently, the incumbent is delegated
responsibility that authorizes him/her to actually influence the activities relevant to his/her area
of cxpertise. The impact of the of the incumhent’s recommendations and findings carry
considerable weight and, as a result of recoimnendations, decisions are made that could affect
national and state policies and progranis.
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POLICY COORDINATOR
GS-301-9

INTRODUCTION

This position is located in the Office of the Executive Secretary (ES), Immediate Office of the
Secretary (10S), Department of Health and Human Services (HHS). The ES serves as key staff
to the Secretary, and as such, ensures that positions, policies, and actions of Operating Divisions
(OpDivs) and Staff Divisions (StaffDivs), as reflected in documents needing Secretarial or
Deputy Secretarial approval, are consistent with the Department's and Administration's views
and policies; ensures that adequate and complete staff work is done; acts as an authoritative,
accessible source of information on the Secretary's policies; and carries out special projects as
directed.

The incumbent of this position serves as Policy Coordinator (PC) to the Secretary for select
OpDivs and StaffDivs in the Department while also contributing to and leading on various
projects as determined within ES. In certain situations, the PC may be asked to focus exclusively
or almost exclusively in a particular programmatic or substantive area.

DUTIES AND RESPONSIBILITIES

e Serves as an authoritative source of information for the Executive Secretary and other
Departmental officials concemning critical health and human services issues. Advises
the Secretary, Deputy Secretary, Executive Secretary, and senior staff on major
program policy matters and provides analysis and recommendations for effective
development of Departmental policies and strategies.

* Reviews memoranda, reports to Congress, correspondence, regulations, and other
documents for substance, completeness, and consistency. Coordinates a clearance
review with OpDivs, StaffDivs, Departmental officials, and other federal agencies
when needed or required. Resolves any disagreements and ensures documents are
revised as appropriate and adhere to guidance (including guidance on grammar,
punctuation, and formatting) in the 10S "Guide to Document Preparation” and the
principles of plain writing, as required by the Plain Writing Act of 2010, prior to
submitting for the Secretary's or Deputy Secretary's approval and signature.

e Reviews policy statements by OpDivs and StaffDivs to anticipate potential problems or
inconsistencies with views of the Secretary and the Administration. Assists in resolving
these matters to the satisfaction of the Secretary.



e Coordinates and attends meetings and briefings to resolve policy disagreements,
reach consensus on decisions, and facilitate clearance and approval of important
policy documents.

e Writes memos and provides other background information to the Secretary and other
Departmental officials containing the substance and context of issues for their attention
and/or action.

¢ Serves as a member to an assigned team in ES and is responsible for keeping other team
members informed as to his or her activities.

FACTOR 1 - KNOWLEDGE REQUIRED

-- Working knowledge of a broad range of policy initiatives and Departmental programs as
well as experience in the program operations of OpDivs and StaffDivs. Incumbent should be
well versed in the Department's activities in health and human services areas and should have
a thorough knowledge of the HHS organizational structure.

-- Knowledge of policy development, accepted management practice, and organizational structure
to evaluate procedures and practices and to recommend improvements to more efficiently
achieve agency goals.

--Knowledge of all aspects of HHS regulatory policy and procedures to provide immediate
advice to the Executive Secretary on what position HHS should adopt relative to assigned issues.

-- Ability to develop, manage, and coordinate reviews and analyses of complex policy issues,
including a wide variety of HHS initiatives to provide the Executive Secretary appropriate
policy advice and recommendations related to areas of responsibility.

--Knowledge of the executive/legislative decision-making process.

--Skill in assessing the political and institutional environment in which decisions are considered,
chosen and implemented.

--Skill in dealing with and digesting voluminous amounts of information effectively.

--Ability to identify, define, and propose comprehensive policy studies which serve to define
major issues and lead to new or revised regula?lory or sub-regulatory policy proposals.

FACTOR 2 - SUPERVISORY CONTROLS

--The incumbent works under the general administrative direction of a Team Leader who makes
assignments in terms of broadly defined missions and functions. The incumbent has
responsibility for planning, designing, and carrying out programs, projects, studies and other
work independently, under the Team Leader’s supervision. The incumbent consults with the
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supervisor on broad administrative policies and to secure assistance in resolving especially
controversial issues with key and/or top Department officials. If the work should be reviewed,
the review concerns such matters as fulfillment of program objectives or the effect of advice and
influence on the overall program. Recommendations for new projects and alteration/alternation
of objectives are usually evaluated for such considerations as availability of funds and other
resources, broad program goals or Department priorities.

FACTOR 3 - GUIDELINES

—The guidelines for the work are the policy statements and regulations, policies and procedures
related to the Public Health Service Act and Social Security Act as amended which require
considerable interpretation and application. Much of the work is performed without guides
where only the incumbent's own understanding of Administration policy and direction serve as a
guide or limit.

FACTOR 4 - COMPLEXITY
--The assignments involve providing advice and assistance in bringing decisions forward to the
Secretary regarding strategies and regulations designed to protect and improve the public health

of the Nation through research, education and direct delivery of services.

FACTOR 5 - SCOPE AND EFFECT

-- The incumbent's work contributes to the effectiveness of the Department as a whole by
insuring that proposed policies and regulations are timely and effective and will be responsive to
the health needs of the population.

FACTOR 6 - PERSONAL CONTACTS

— The Policy Coordinator works in a liaison capacity for the Department, and as a result, contacts
with policy makers and senior staff are frequent and recurring. There may also be some contact
with officials at the policy making level of all Federal agencies involved in health and health
related matters including Department of Defense; Department of Labor; and the Veterans
Administration.

FACTOR 7 - PURPOSE OF CONTACTS

-- The purpose of the contact is to present, explain, and advocate HHS' position on public health,
health care financing or social service issues, relate information of difficult or misunderstood
public policy questions; 10 present alternative approaches to policy questions to individuals
having differing viewpoints and goals; and to establish working relationships among policy staffs
to assure a coordinated effort in the development of regulations.

FACTOR 8 - PHYSIC EMANDS





































































# 7 ASPR
%El { Travel Expense Report ASSISTANT SECRETARY FOR
%“'ﬂ“hw PREPAREDNESS AND RESPONSE

Traveler | nformation

Name of Traveler: |Lauren Underwood ‘ USPHS Officer: |:| Yes No

Last 4 SSN: XXX-XX- I: Work Em ail: |Lauren,Underwood@hhs.gov ‘
Dates of Travel: From: To: Work Phone: |202,205,2882 ‘
Purpose of Travel: ILauren staffed Dr. Lurie during this visit to Flint ‘ EA Email: IChrismpher,DeVOre@hhs.gcv ‘

(if applicable)

Travel Expenses

To claim expenses for additional days/weeks, please use an additional expense report.

Dates: Feb 17, 2016 ’ Feb 18, 2016 | ’ | ” |
[Destination(s): Flint, Ml DCA | ’ | ” |

Mode of Transportation

. |
Lodging:
I a0 | 85.00
Lodging Tax: 510
| | 4.25
Rental Car:
| | 119.79
Rental Car Gas:
| | 25.04
Taxi/Shuttle:

18.54 17.00

| |
Parking Airport:

| |
Baggage Fees:

POV Mileage:

S N I —

Other Expense:

|I nternational Trangi

Other Expense:

]

Other Expense:

I

I

Other Expense:

[ —

Additional | nformation
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