	International Student Specialist  GS ### 9

CITATION 1:  OPM PCS MISC ADMIN & PROGRAM SERIES, GS 301, JAN 79

CITATION 2:  OPM ADMIN ANALYSIS GEG, AUG 90

CITATION 3: OPM PCS PUBLIC AFFAIRS SERIES, GS 1035, JUL 81

CITATION 4: OPM PCS TRNG INSTRUCT SERIES, GS 1712, MAY 91

The duties of this position require no specific leadership training.
Performs a wide range of specialist duties to assist the International Military Student Officer (IMSO). Serves as the chief administrator of the Security Assistance Training Program (SATP) for international military students (IMS).  Incumbent supervises office personnel, both military and civilian. Performs duties required in the absence of the International Military Student Officer.

1. Using knowledge of the SATP objectives, policies, and regulatory requirements, serves as an advisor for the Security Assistance Training Program (SATP) to include administration, training, modifications, training management and student disposition. Advises on course of action and/or offers recommendations to the staff in dealing with international military students involving language, cultural, religious, disciplinary problems and other sensitive areas. Work involves obtaining and using a wide variety of information to resolve substantive problems involving international students and to give them an understanding of the U.S. commitment to human rights. Reviews program requirements, coordinates scheduling, identifies IMS required qualifications, monitors IMS academic progress and reports for all international students in accordance with appropriate DA guidance. Reviews records for all students ensuring invitational travel orders are correct. Coordinates amendments and endorsements if required. Incumbent must ensure disposition of these issues is in accordance with existing regulatory guidance as well as US law. Incumbent must be able to make recommendations for exception to current policies and procedures as well as prepare correspondence relative to SATP matters. Prepares and presents oral briefings as required to U.S. and international personnel. Routine decisions as to which administrative actions need to be undertaken and how they are to be done are easily made, based on readily available information regarding international military students' academic performance and other elements effecting a particular situation. More serious questions and problems involved in this process are referred to the supervisor for decision, although the employee is expected to provide background information, appropriate analysis, and alternative solutions to aid the supervisor in taking action. 

The incumbent composes correspondence and reports, prepares memoranda, agendas, schedules, contract and course materials for all course participants

Independently analyzes administrative requirements and develops, plans and sets milestones to determine consistency with annual and long range objectives. Work is reviewed for soundness of decisions and overall accomplishment of objectives. 

The incumbent carries out the operational and administrative duties pertinent to the conduct of the Internal Medicine Residency Program. Incumbent selects IMRP course sites, arranges logistical details, coordinates support resources and travel, and monitors travel funds 15%

Incumbent formulates time-phased operational and implementation support plans for the planning and

 coordination of internal and external IMRP objectives, to include administrative procedures; continually monitors

 and analyzes plans, making updates and changes as necessary to ensure compliance with objectives and

 guidelines. Interprets regulations, policy guidance, and course directives, and under the guidance of the

 Director, IMRP, applies appropriately to ensure the 

 efficient conduct of the program to maintain course quality. Develops and, coordinates support requirements

 (i.e., personnel, equipment, and facilities) for the operation of the programs. The continuous review and

 updating of support requirements, due to changes in personnel, programs, and facilities, are absolutely essential and required. 10%

 The incumbent determines short-term, intermediate, and long-range IMRP resource  requirements to include estimates for TDY, travel, contract costs, and necessary  equipment and supplies. Prepares IMRP inputs to the WRAMC budget process through the Director, IMRP. Coordinates with the Budget office, Resource Management  Directorate, to monitor obligations, commitments and expediters for IMRP. 


45%


2.  Analyzes problems in student training, travel, billeting, graduation, etc. and determines and recommends solutions. Provides assistance to the IMSO on all administrative facets of training. Maintains the administrative requirements of the local SATP following guidance provided by regulations, policies, and/or established procedures, concerning student pay vouchers, student processing, transportation, and billeting requirements, academic failures, and all required reports. Initiates action to inform the Chief, IMSO and Security Assistance Training Field Activity (SATFA) on matters relative to training changes and/or procedural revisions. Assists when required in the resolution of problems pertaining to SATP by recommending and implementing solutions to problems. Problems encountered are frequently in the field of human relations, resulting from the students’ widely divergent backgrounds and cultural, national and language differences. In the absence of IMSO, conducts counseling of students who are not achieving satisfactory progress. 

25%

Incumbent must maintain a valid drivers license and operate a 15-passenger van.

Factor 1. KNOWLEDGE REQUIRED BY THE POSITION FL: 1-7 1250 pts

The incumbent must have the knowledge and understanding of higher education and management principles, practices, methods and techniques. The skill involved in integrating management services in an institution of higher learning is required.

 The incumbent must have a detailed knowledge of the administrative, logistics, information management, resource management and contracting procedures and work flow patterns in the IMSD, particularly as they pertain to the tasks required to plan, organize, and administer an orientation or pre-course.

 Knowledge and understanding of the SATP program and mission requirements and  procedures for the SATP and knowledge needed to perform analysis on multiple aspects of the SATP program.

 Knowledge of appropriate techniques to communicate this information to appropriate personnel in the command.

The incumbent must have the knowledge of the requirements to develop and establish procedures to monitor, schedule, and coordinate and review administrative matters, support activities and faculty meetings. 

Knowledge of computer programs for word processing, database management, and analysis.

 FACTOR 2.SUPERVISORY CONTROLS~ FL: 2-4.450 pts

 Works under the direct supervision of the Director of the IMRP, who provides general guidance and interpretation

 on policy and regulations and is available to assist with unusual situations. The day to day assignments are

 accomplished independently. Supervisor is available for consultation on unusual or complex problems.

 Works directly with WRAMC personnel in logistics, contracting, travel, budget, graphics, and printing in order to

 prepare for and execute the IMRP programs.

 Plans and organizes work in order to accomplish milestones that are required to execute the IMRP. Requires

 scheduling events for more than one course at a time due to lead time involved in executing program

 requirement.

 Manages the IMRP portion of the Department of Medicine, WRAMC operating annual budget.

 FACTOR 3. GUIDELINES FL: 3-3,275 pts

 Guidelines include oral and written instructions, IMRP policies and procedures, sound accounting procedures and

 evaluation techniques and principles. Guidelines are not always directly applicable to specific work assignments.

 Judgment, flexibility and initiative required in applying and 

 modifying guidelines to develop specific approaches to accomplish program objectives.

 FACTOR 4 COMPLEXITY FL: 4-4,225 pts

 Work consists of a wide range of responsibilities involving all aspects of the administration of the Internal

 Medicine Residency Program at Walter Reed Army Medical Center. Information is gathered from many elements of

 the hospital staff.

 The incumbent must occasionally incorporate research material and ideas derived from coordination with faculty

 and deans and staff elements to propose IMRP content, objectives, and procedures. Must be able to identify the

 factors and variables which provide a sound basis for analysis of feedback derived from incumbent course

 critiques.

 Identifies milestones, develops the methodology to accomplish each task, and establishes priorities of execution

 of various aspects of the IMRP program. Develops operational tasks, and assigns responsibility for completion.

 The incumbent under frequently changing abstract situations, provides interpretation and guidance to the

 students, faculty, staff on operational matters related to 

 the IMRP.

 FACTOR 5 SCOPE AND EFFECT FL: 5-3, 150 pts

 The purpose of the position is to manage the operational and administrative responsibilities and actions assigned

 to the IMRP office. These actions and responsibilities include budget, logistics, personnel and educational

 management requirements. Specifically, the coordination for course research, course schedules, preparation of

 faculty and student packets, extended program 

 activities, curriculum development and the administrative, logistical and fiscal support necessary to successfully

 perform these functions come under the purview of this position.

 This work directly impacts on the efficiency, effectiveness and the overall operational performance of the

 students and faculty of the IMRP program, the Department of Medicine and Walter Reed Army Medical Center

 Factor 6: Personal Contacts FL 6-3 180 Pts Subfactor 

 Personal contacts include Department of Medicine Chiefs, faculty, staff, and students of the Uniformed Services

 University of Health Sciences, other contacts include personnel managers and training officers within the

 Department of Defense and other agencies who are assigned duties involving training and education for program

 development. Personal contact is also made with the Washington, DC consortium for universities, particularly in

 the area of executive development

 Factor 7: Purpose of Contacts Subfactor FL 7-C 

 - The purpose of these contacts is to influence managers and other officials to accept curriculum changes and

 implement the recommendations. Resistance will be encountered and negotiations are required.

 Factor 8: Physical Demands Level 8-l 5 Pts.

 - The work is primarily sedentary, although some slight physical effort may be required.

 Factor 9: Work Environment Level 9-l 5 Pts.

 - The work is generally performed in an office setting. Travel by commercial aircraft and other public and

 governmental conveyances may be required for program accomplishment.

 Total Points = 2540

 GS-11

 Evaluation:

3. Performs a wide variety of administrative services and coordinates and conducts projects. Monitors the workflow and formulates recommendations and solutions for improvements to increase timely, efficient and effective mission accomplishment.

--Acts as the IMSO Test Control Officer (TCO) or alternate TCO. Administers the English Comprehension Level (ECL) Test in accordance with appropriate directives. Reports discrepancies and arranges for re-testing, waivers or dis-enrollment, if necessary. 

-- Responsible for the accuracy of administrative and training data and coordinates changes with the school training command and SATFA for the Green Book.  Is responsible for updating the IMSO Web Page and the SAN network information.

--Acts as hand receipt holder, if required.  

--Serves as POC for IMSO Office budget.  Serves as IMPAC credit card holder, if required, for IMSO office budget purchases. 

---Performs English to English interpretation of military training, administrative, and logistical support requirements for international military students. Interprets and provides an explanation of specific situations needed by the students for them to have a general understanding of U.S. culture, school/installation policies, civil and legal issues.  This is important for both in and out of the classroom, medical care, and issues for IMS and family members, military/civilian common procedures and cultural issues.  

--Supports the Informational Program as required. 


25%


NOTE: Required to maintain a valid drivers license and drive a fifteen passenger van to transport students on and off the installation. Work may require irregular duty hours to attend evening and weekend events. Extensive travel on both local and long distance trips varying from one to seven days in duration is required. Work may require long periods of standing and walking. Must be able to deal tactfully, but effectively, in counseling international students in academic programs and provide them with guidance on personal or sensitive issues.

Performs other duties as assigned. 5%

Factor 1. Knowledge required by the Position:   Level 1-6  950 Points

--Extensive knowledge of DOD, and DA Security Assistance Training Program (SATP). Ability to analyze problems and program information to solve problems and administer the school’s SATP. Knowledge of the administrative processes required to administer the full range of the SATP; including international military student authorizations and program administration. 

--Extensive knowledge of US Army military training.  

--Broad knowledge and familiarity with the multi-cultural attitudes, behavior, and customs of international military students, sufficient to maintain effective relationships with IMS and their dependents. Knowledge of protocol and military etiquette.

--Ability to make effective oral and written reports and presentations.


Factor 2. Supervisory Controls: Level 2-3 275 points

The employee works under the general supervision of the Chief, International Military Student Office who assigns staff responsibility for work on all aspects of the local Security Assistance Training Program (SATP). The supervisor makes assignments by defining objectives, priorities, and deadlines and assists the employee with unusual situations that do not have clear precedents.

The employee plans and carries out the successive steps and handles problems and deviations in the work assignments in accordance with instructions, policies, previous training, or accepted practices in the occupation. Completed work is evaluated for technical soundness, appropriateness, and conformity to policy and requirements. The methods used in arriving at the end results are not reviewed in detail.

Factor 3.  Guidelines: Level 3-3  275 points

Guidelines consists of local and higher headquarters regulations pertaining to the  DoD, and DA Security Assistance Program (SATP), finance, protocol and administrative matters. Frequently, IMS unique situations arise which are without precedent or published guidelines and require immediate decisive action in support of the SATP. The employee uses judgment in interpreting and adapting guidelines, such as agency policies, regulations, precedents, and work directions, for application to specific cases or problems. The employee analyzes results and recommends changes.

Factor 4: Complexity: Level 4-3  150 points

The work includes various duties involving different and unrelated processes and methods. The decision regarding what needs to be done depends upon the analysis of the subject, phase, or issues involved in each assignment, and the chosen course of action may have to be selected from many alternatives. The work involves conditions and elements that must be identified and analyzed to discern interrelationships.

Factor 5: Scope and Effect: Level 5-3 150 points

The work involves treating a variety of conventional problems, questions, or situations in conformance with established criteria. The work product or service affects the design or operation of systems, programs, or equipment; the adequacy of such activities as field investigations, testing operations, or research conclusions; or the social, physical, and economic well being of persons.

Factor 6. Personal Contacts: Level 6-3 50 points

Regular contacts with employees within the same agency, international military students (enlisted to senior officers and their families) and other local commanders and individuals within their commands. Contacts are in person, by correspondence and telephonically with individuals at all levels within the local command and higher military headquarters. The incumbent routinely required to interface with SATFA leadership as well as DA and DoD personnel. Routine correspondence and communication with SAOs in US embassies world-wide and embassies of the IMS in Washington, DC. Contacts are made with a wide variety of organizations in the private sector and with local, s, state and federal governmental officials and leaders. General officers of foreign countries are routinely scheduled for briefings and tours of IMSO facilities.  Contacts with the local civilian community include official dignitaries, civic organizations and educational institutions, military and civilian sponsors from various backgrounds. 

Factor 7. Purpose of Contacts: Level 7-2  50 points

The purpose is to plan, coordinate, or advise on work efforts, or to resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes. The success of the SATP is directly related to US foreign policy and national security as well as US international interests.

Factor 8. Physical Demands: Level 8-1 5 Points 

The work is primarily sedentary. There may be some walking, standing, bending and carrying light items and may involve travel to other locations.

Factor 9  Work Environment: Level 9-1 5 Points

The work is performed in an office setting involving everyday risks or discomforts that require normal safety precautions deemed necessary.

Total points 1935


Point Range = 1855-2100

	


