Performance Objectives

Administrative Officer

October 1, 2002 – September 30, 2003

Objective 1:  Financial, Management and Acquisitions Services 

Actions:

●
Tracks annual Division funding allocations. Works with Division Administrator/State Director (DA/SD) to ensure that Divisions do not obligate funds above allocated levels. 

●
Provides financial, management, and acquisitions services information, advice, and guidance to the Field Administrator, DA/SD, supervisors and employees in offices serviced.  Responds to requests for action or information.

●
Assists in the coordination and consolidation of annual field budget requests.

●
Prepares, edits and/or consolidates financial, management and acquisition services information requested from headquarters for responses being prepared for the Department, OMB, Congress and others.

●
Purchases supplies and services and manages the Service Center’s purchase card.  Reconciles monthly procurement statements and prepares reports as required. 

●
Advises on appropriate procurement vehicles and procurement policies and procedures within the Service Center and respective Divisions.   

●
Monitors financial and management services activities on an ongoing basis. Anticipates and makes adjustments for evolving needs, including, but not limited to, financial and space related activities.

●
Works with the Office of Budget, Finance and Management Services and service provider to achieve cohesiveness and uniformity to administrative services in the field.

●
Serves as time and attendance point of contact for Service Center/respective 

Divisions.

Measures: 

With few exceptions, the following results are obtained:

· Responses to written or formal verbal requests for information are carried out within 3 days of request or as otherwise required.  

· Responses to less formal telephonic/individual requests for information, advice, and/or guidance are provided in a courteous and prompt manner, normally within one work day. 

· Responses to actions assigned by the supervisor are carried out within the time frame established by supervisor or higher authority.  If responses cannot be provided within these timeframes, a mutually agreeable date for completion is established.  

· Written and verbal communications convey technically correct information, consistent with established policies and procedures, and reflect the interrelationships of other program areas, and address relevant issues.  

· Appropriate procurement vehicles are used and advice is consistent with federal, Department and FMCSA procurement policies and procedures. 

· Procurement logs are accurately maintained.  Proper approvals for purchases are obtained.  Established rules for use of Government purchase card are followed.

· Financial and space-related needs are appropriately determined in a timely manner as to have little to no adverse impact on Division or service center operations.

· Personal interactions with functional liaisons in headquarters, AOs, and service provider, foster cooperation, efficient work output, cohesiveness, uniformity, and encourage information sharing and a learning environment.  

· Oversight of funding allocations and advice/guidance given to Divisions results in funds not being obligated above allocated levels.

 Objective 2:  Human Resources Services

Actions:

· Using available flexibilities, ensures that personnel actions (e.g., awards, recruitment actions, etc,) are processed.  Ensures that manpower, classification, competitive sourcing, and staffing activities are completed prior to taking action on Requests for Personnel Action (SF-52).

· Works with the Headquarters Human Resources (HR) Office and service provider to achieve cohesiveness and uniformity for personnel services in the field. 

· Works with and monitors activities, quality and timeliness of contract HR service provider for Field Offices. Takes action to ensure timely and proper completion of personnel activities.  Advises on adequacy of services provided or servicing arrangement.

· Serves as the conduit for information gathering and/or dissemination. Provides information, advice and guidance to the Field Administrator, DA/SD and  employees within offices serviced. Responds to requests for action and information.

· Serves as point of contact for routine questions on HR subjects such as leave, telecommuting, grievances, and the leave donor program.  Reviews established policies and coordinates with Headquarters ER office on more complex questions.

· Prepares, edits and/or consolidates information requested from headquarters for responses being prepared for the Department, OMB, Congress and others. Conveys data requests to the Field Administrator (FA) and respective DA/SDs.  Ensures responses are received from all survey participants and returns results in a consolidated form. 

· Queries the HR system and sends out within-grade increase, probationary period, and supervisory/managerial probationary period forms.

· Distributes and monitors cash and performance award spending allocations.

· Collects performance and cash award nominations.  Serves as contact point in service area for award ceremonies.  Ensures that performance ratings/awards are entered into the database.  Forwards signed, original ratings and awards to FHWA Service Centers for filing in Employee Performance Files and/or the Official Personnel File, as appropriate.

· Maintains an up-to-date database that depicts the current staffing levels and on-going or planned personnel activity for the Service Center and each division. 

Measures:

With few exceptions, the following results are obtained:

· Responses to data calls and survey requests are comprehensive, appropriately consolidated, completed by the due date, and responsive to the request.

· Responses to written or formal verbal requests for information are provided within 3 days of request, or as otherwise required.  

· Responses to less formal, telephonic/individual requests for information, advice and/or guidance are provided  in a courteous and prompt manner, normally within one work day. 

· Responses to actions assigned by the supervisor are carried out within the time frame established.  If responses cannot be provided within these timeframes, a mutually agreeable date for completion is established.  

· Written and verbal communications convey technically correct information, consistent with established policies and procedures, and reflect consideration of the interrelationships of other program areas, and address relevant issues.  

· Guidance and assistance to FA and DA/SD result in appropriate human resource flexibilities being used, adherence to merit principles and avoidance of prohibited personnel practices. 

· Personal interactions with functional liaisons in headquarters, AOs, and contract service provider, foster cooperation, efficient work output, cohesiveness, uniformity, encourage a sharing of information and facilitate a learning environment.     

· Database is current, accurate and reliable.  Entries are made on a monthly basis by the __day of each month, or as needed.
· Appropriate manpower, classification, competitive sourcing, and staffing activities are complete prior to coordinating on Requests for Personnel Action (SF-52).

Objective 3.  Program Review and Improvement

Actions:

· Reviews and recommends improvements to financial, management, acquisitions, and human resources policies, processes and procedures. 

· Advises FMCSA officials of any impact new policies and procedures have on performance and productivity in the field.

· Resolves operating problems through effective communication with Service Center, service provider, headquarters liaisons, and division offices.

· Finds creative avenues and approaches to administrative services that enhance the efficiency of the Service Center and Division operations. Identify proposed solutions to problems. 

· Establishes an effective relationship with the Field Administrator, DA/SD, and supervisors to facilitate open communication and achieve mutual understanding of workload expectations.

· Works to create a culture of cooperation to build positive relationships, promote participative approaches, and to establish personal and programmatic credibility between HQ, the Service Centers, and Division Offices.

Measures:

With few exceptions, the following results are obtained: 

· Work products are timely, complete, accurate, and adhere to established policy and procedures.  

· Personal interactions result in an effective interpersonal relationships with functional liaisons in headquarters, AOs, service provider, and individuals serviced, that support agency efforts aimed at enhancing and improving human resource, financial, acquisitions, and management services delivery.

· Problems are appropriately identified and resolved in a timely manner.  Solutions  show creativity and resourcefulness, and adhere to established  policy and procedures.

· New processes or procedures proposed, or policy recommendations reflect sound judgment and show adequate knowledge of the subject involved. 

· Written and verbal communications are technically correct, reflect the interrelationships of other program areas, and address relevant issues.  

· Responses to actions assigned by the supervisor are carried out within the time frame established.  If responses cannot be provided within these timeframes, a mutually agreeable date for completion is established.  

Note:  The above measures are identified at the “Meets Requirements” level.

