D.
       IDENTIFICATION OF PERFORMANCE OBJECTIVES

Objective 1.   Administers FMCSA Recognition and Awards Program encompassing length of service and retirement recognition, performance, incentive, special act or service and Administrator’s awards, and other special monetary or honorary awards.  

Actions: 

· Develops FMCSA policy and procedures for performance and incentive awards.

· Solicits award nominations as required. 

· Determines appropriateness of FMCSA performance and incentive award nominations.  Edits nominations and/or obtains additional information as necessary.

· Obtains necessary approvals.

· Convenes and supports awards panels.  

· Prepares necessary correspondence.

· Makes arrangements for FMCSA awards ceremony and other presentations.

· Supports the OST awards ceremony and other presentations. 

· Forwards completed awards packages to FHWA for processing.

Measures:

· Drafts of FMCSA policy and procedures are consistent with Department policy and procedures, based upon input from appropriate sources, and reflect an understanding of the organization.

· Recognition and awards documents are edited, completed and processed consistent with established policy, criteria, procedures and timeframes (i.e. FHWA Personnel Management Manual, Chapter 9, Sections 1-4, and Attachments; FMCSA policy and procedures).

· Awards Panels are convened and supported in a timely and efficient manner

· Written work products are timely submitted, appropriate for intended purpose, and are substantively and editorially sound. 

Objective 2.   Serves as FMCSA Drug Testing Program Coordinator. 

Actions:

Carries out day-to-day activities associated with the Department’s applicant and employee drug testing program. Coordinates with TASC and FHWA personnel as appropriate. 

(Continued)

Objective 2.   Serves as FMCSA Drug Testing Program Coordinator. 

Actions:
· Reviews program processes and make recommendations for improvement where practicable.

· Review employee testing rosters to determine accuracy and appropriateness of  listings.  Initiates discussions or memoranda addressing proposed changes.

· Prepares reports as assigned.

Measures:

· Actions are completed and processed consistent with established policy, criteria, procedures and timeframes in DOT Order 3910.1C, “Drug and Alcohol-Free Departmental Workplace,” and with FMCSA requirements.

· Written work products are timely submitted, appropriate for intended purpose, and are substantively and editorially sound 

Objective 3.  Serves as FMCSA Worklife Coordinator in areas such as telecommuting, long-term care insurance, elder care, child care, tuition assistance, and related areas. 

Actions:

· Attends Department meetings on subject areas and responds to Department requests for information, conducting surveys as necessary. 

· Reviews publications and information on subject areas.

· Provides and circulates information to FMCSA employees as appropriate.

· Drafts policy or procedures as needed.

Measures:

· Reviews information to be aware of current developments.

· Provides timely, complete and accurate information to the Department. 

· Written work products are timely submitted, appropriate for intended purpose, and are substantively and editorially sound.
Objective 4.   Program Support and Interface with FHWA
Actions:

· Provides advice and guidance to supervisors and employees on matters related to time and attendance and related absence and leave issues 

· Serves as FMCSA interface with FHWA on HR related payroll issues and workers compensation program
· Periodically reviews FMCSA workers compensation program cases to determine appropriateness of continued benefits.  Briefs supervisor on findings.  Initiates necessary actions to have benefits curtailed when appropriate.

Objective 5.  Purchases items and services in connection with the incentive awards and recognition program. 

Actions:

· Prepares, routes and obtains required concurrences for PRs in procuring required items and services.

· Purchases required items and services using Government purchase card.

· Prepares reports as scheduled or requested.

Measures: 

· Complies with the attached procedure for the use of Government purchase card in connection with the incentive awards program.

· Complies with established procurement procedures for procurements of items and services in connection with the incentive awards and recognition program. 

· Conducts a quarterly review of program expenditures against budget allocations. Resolves discrepancies within 5 workdays.  

· Prepares a quarterly report on Government purchase card usage due to MC-MH the 10th day following the end of the quarter, submitted to supervisor the 5th day following the end of the quarter.

· Written work products are timely submitted, appropriate for intended purpose, and are substantively and editorially sound.

