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UN ITED STAT ES OFF ICE OF 

GOVERNMENT ETH ICS 

SEP 11 2015 

Tracking No: OGE FOIA FY 15/56 

The U.S. Office of Government Ethics (OGE) is granting in part and denying in part your 
Freedom oflnfonnation Act (FOIA) request, which was received by the OGE FOIA Office on 
July 30, 2015. In your request, you asked for a copy of "[e]ach of the 33 requests in FY14 by an 
agency to exclude certain positions from public FD requirements, and the determination by OGE 
to pe1mit such an exclusion and the request and determination regarding alternative FD 
procedures." In a phone conversation on August 12, you agreed to narrow the scope of the 
request to exclude the names of the employees related to agency requests to exclude certain 
positions from public financial disclosure requirements. 

In response we are enclosing 18 pages of responsive documents related to an agency 
request to use an alternate financial disclosure form, subject to deletions made in accordance 
with FOIA Exemption 5, 5 U.S.C. § 552(b)(5) as inter- and intra-agency predecisional 
deliberative process material. The deletions are each marked with a reference to "(b )(5)" in the 
enclosed copies. In addition, two pages of drafts were withheld in their entirety under FOIA 
Exemption (b)(5). 

We are also enclosing 228 pages of responsive documents related to agency requests to 
exclude certain positions from public financial disclosure requirements, subject to deletions 
made in accordance with FOIA Exemption 5, 5 U.S.C. § 552(b)(5) as inter- and intra-agency 
predecisional deliberative process material and FOIA Exemption 6, 5 U.S.C. § 552(b)(6) as 
information the disclosure of which would constitute a clearly unwarranted invasion of personal 
privacy. The deletions are each marked with a reference to "(b)(5)" or "(b)(6)" in the enclosed 
copies. Based on our conversation of August 12, we also redacted the names of employees from 
the requests, responses, and associated position description forms . 

. In addition, OGE located 53 pages of responsive documents related to six requests from 
the Depa11ment of State to exclude certain positions from public financial disclosure 
requirements which originated at the Depa11ment of State. We are therefore sending these 
responsive materials, along with a copy of your request, to the Depat1ment of State. The 
Department's FOJA Requester Service Center phone number is: (202) 261-8484. We are asking 
the Depat1ment of State to review the material and respond directly to you. 

1201 New York Avenu e, NW, Suit e 500 I Was hington, DC 20005 
www.og e. gov 



If you have any questions or wish to discuss any aspect of your request, you may contact 
me by telephone at (202) 482-9203. As OGE's FOIA Public Liaison, I am available for assisting 
in reducing delays, increasing transparency and understanding of the status of requests, and 
assisting in the resolution of disputes. 

The OGE official responsible for this FOIA determination is the undersigned. In 
accordance with the FOIA, as codified at 5 U.S.C. § 552(a)(6)(A), and OGE's FOIA regulations, 
at 5 C.F.R. § 2604.304, you may administratively appeal this determination to the General 
Counsel, U.S. Office of Government Ethics, 1201 New York Avenue, N.W., Suite 500, 
Washington, DC 20005-3917. Any such appeal must be in writing and must be sent within 30 
days of the date you receive this response letter. If you do appeal, you should include copies of 
your request and this response, together with a statement of why you believe this initial 
determination is in error. Also, if you appeal, you should clearly indicate on the envelope and in 
the letter that it is a "Freedom of Information Act Appeal.., 



~ · ~ Office of Government Ethics C' Uoi~dS•"k' 
Cf,,'tl {J 1201 New York Avenue, NW, Suite 500 
~~N'f ~~ Washington, DC 20005-3917 

Cary K. Williams 
Assistant General Counsel and 

Designated Agency Ethics Official 
20'h Street & Constitution Ave, NW. 
Washington, DC 20551 

Dear Ms. Williams: 

January 9, 2014 

In an email to the Office of Government Ethics (OGE), you requested approval to 
implement a supplemental confidential financial disclosure procedure for employees of 
the Division of Banking Supervision and Regulation. Your request to implement the 
supplemental financial disclosure procedure is approved. 

As you know, under 5 CFR § 2634.60l(b), subject to the prior written approval of 
OGE, an agency may require employees to file additional confidential financial 
disclosure forms which supplement either the OGE Form 450 or the SF 278 when the 
supplementation provides the potential to identify and resolve conflicts of interest. The 
attached proposed supplemental disclosure form, titled "Conflict oflnterest 
Questionnaire," would appear to provide an effective means of identifying potential 
conflicts. 

If we may be of further assistance, please contact me at 202-482-9223. 

an 
Chi , r essional Staff Group 2 
Complia ce Division 



CONFLICTS OF INTEREST QUESTIONNAIRE 
FEDERAL RESERVE BOARD 

DIVISION OF BANKING SUPERVISION AND REGULATION 

Full Name: 
Employee ID (6 digit number): 

Are you a United States Citizen: 

If no, are you intending to 
become a United States Citizen? 

Position: 
Section: 

Click here to enter text. 
Click here to enter text. 

Yes D No 

D Yes No 
Click here to enter text. 
Click here to enter text. 

Please complete the below to the best of your knowledge. Please use the last section of this 
questionnaire to report anything else you believe may be a potential conflict of interest. 

I. INDEBTEDNESS- Please list any borrowing relationships that you, your spouse/domestic 
partner, dependent child or your related business organization have with any entity (e.g., 
auto loans, personal loans, or mortgages). Include any loans that are guaranteed or co
signed. Do not list credit cards unless payments are not current. 

Name of Creditor, City, Who does Date debt was What type of Terms of Date of 

State debt belong to incurred debt Repayment Repayment 

Click here to enter text. Choose an Click here to Choose an item. Choose an item. Click here to 

item. enter .text. enter text. ·. 

Click here to enter text. Choose an Click here to Choose an item. Choose an item. Click here to 

iten1. enter text. enter text. 
CliCk here to ·enter text. Cho6se· an Click here to Choose an item. Choose an item. Click here to 

. . item. enter text. . enter text 
Click here to enter text. Choose an Click here to Choose an item. Choose an item. Click here to 

item. enter text. enter text. 
CliCkhere to eriter text. Choose ·an Click here to Choose an i.tem. Choose an item. ,' Click hei'e to 

'. item. enter text. ·. . entertext .. 

II. ASSETS- Please list any direct or indirect equity or debt interest in any type of financial 
institution that you, your spouse/domestic partner, or dependent child have (e.g., pension 
plan, deferred compensation, stock, mutual fund with a concentration in the financial 
sector, or any deposits that exceed the FDIC insured amount). 

Name of Institution Who owns the Type of Asset Date of Manner of When are you 
asset? Acquisition Acquisition able to dispose? 

Click here to·entertext. Choose:an item. '.· Choose an item. Click here to Click here to enter Click here to 
enter-text. text. . enter text. 

Click here to enter text. Choose an item. Choose an item. Click here to Click here to enter Click here to 
enter text. text. enter text. 

Clkk here to enter text. . Chocise an item. · Choo_s~ an item. Click here to Click here to enter Click here to 
. .· .. . . enter text. 

. 
text ... ·.· .· enter text. 

. 
. 
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Do you currently have a waiver for any of the financial interest(s) listed above? 
D Yes, please explain below. D No 

Ill. OUTSIDE AND PRIOR EMPLOYMENT- Please list any financial institution, for which you 
have served within the last year as employee, officer, owner, director, trustee, partner, 
attorney, adviser, consultant, or contractor. 

Name of Organization and Nature of Position Held Compensated Start Date End Date 
Location Organization (Y/N) 

Clickheie to enter text. Click here to enter Click-here to en.ter Choose an Click here to Click here to ... . · . · ·• . text. ·· . ·. . . text. . · . . .·· item. . · . enter text. e'nter text. 
Click here to enter text. C!ick here to enter Click here to enter Choose an Click here to Click here to 

text. text. item. enter text. enter text. 

IV. RELATIVES IN BANKING - Please list any immediate family member (spouse/domestic 
partner, child, parent, or sibling) who is employed by a financial institution. 

Name of Individual Relationship Name of Entity and Position Held 
Location 

Click here to enter text. . Click here to enter text . Click here to enter text. Click here to enter text. 

· ... · ·. .. .. ' . 

Click here to enter text. Cilek here to enter text. Click here to enter text. Cilek here to enter text. 

V. Other - Please list any additional situations, outside activities, or investments you would 
like to disclose that could be a potential conflict or appearance of a conflict (e.g. 
personal disputes or lawsuits involving any financial institution). 

. 
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Privacy Act Statement 
Collection of the requested information is authorized by Title I of the Ethics in Government Act 
of 1978 (5 U.S.C. App.); Section 208(a) of Title 18, U.S.C.; Section 2 ofthe Preserving 
Independence of Financial Institution Examinations Acts of 2003 (18 U.S.C. § 213); Executive 
Order 12674 (as modified by Executive Order 12731); 5 CFR Parts 2634 and 2635 of the Office 
of Government Ethics (OGE) regulations; and 5 CFR Part 6801 of the Board's regulations. The 
primary use of this information, which supplements the information collected in OGE Form 
450, will be to identify and address any potential conflicts of interests involving supervision and 
regulation personnel that may be prohibited by Federal law and regulations as well as internal 
Board policies. Additionally, the information may be disclosed: (1) to a Federal, State, or local 
law enforcement agency if the disclosing agency becomes aware of a violation or potential 
violation of law or regulation; (2) to a court or party in a court or Federal administrative 
proceeding if the Government is a party or in order to comply with a judge-issued subpoena; 
(3) to a source when necessary to obtain information relevant to a conflict of interest 
investigation or decision; (4) to the National Archives and Records Administration or the 
General Services Administration in records management inspections; (5) to the Office of 
Management and Budget during legislative coordination on private relief legislation; (6) to the 
Department of Justice or in certain legal proceedings when the disclosing agency, and 
employee of the disclosing agency, or the United States is a party to litigation or has an interest 
in the litigation and the use of such records is deemed relevant and necessary to the litigation; 
and (7) to a Member of Congress or a congressional office in response to an inquiry made on 
behalf of an individual who is the subject of the record. This confidential report will not be 
disclosed to any requesting person unless authorized by law. 

I certify that the information provided on this form is true and complete to the best of my 
knowledge. 

Employee Signature 

RESTRICTED FR 
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FRB Request for Confidential Supplemental Form htm[8/10/2015 10:12:17 AM]

From:                                         Cary Williams [cary.williams@frb.gov]
Sent:                                           Tuesday, December 17, 2013 1:51 PM
To:                                               Douglas L. Chapman
Subject:                                     RE: Federal Reserve supplemental financial disclosure form
Attachments:                          BS&R Job Descriptions References.docx; Annual Attestation Form 12.17.13.docx
 
OK thanks, Doug.  
 
 

  Thanks -- Cary
 

From: Douglas L. Chapman [mailto:dlchapma@oge.gov] 
Sent: Tuesday, December 17, 2013 1:10 PM
To: Cary Williams
Subject: RE: Federal Reserve supplemental financial disclosure form
 
Cary,
 

  
 
Just as an fyi, today is my last day until Dec 30.  If you have any questions, we can talk when I get back. 
 
Happy holidays,
 
Doug
 
 

From: Cary Williams [mailto:cary.williams@frb.gov] 
Sent: Friday, November 22, 2013 1:57 PM
To: Douglas L. Chapman
Subject: RE: Federal Reserve supplemental financial disclosure form
 
OK thanks.
 

From: Douglas L. Chapman [mailto:dlchapma@oge.gov] 
Sent: Friday, November 22, 2013 1:40 PM
To: Cary Williams
Subject: RE: Federal Reserve supplemental financial disclosure form
 
Cary,
 

 
 
 
  
 

 

(b)(5)

(b)(5)

(b)(5)

(b)(5)



FRB Request for Confidential Supplemental Form htm[8/10/2015 10:12:17 AM]

Doug
 

From: Cary Williams [mailto:cary.williams@frb.gov] 
Sent: Friday, November 22, 2013 11:03 AM
To: Douglas L. Chapman
Subject: RE: Federal Reserve supplemental financial disclosure form
 
Let me  know if there’s anything else you need that would help move this along.  
 
  
 

From: Douglas L. Chapman [mailto:dlchapma@oge.gov] 
Sent: Friday, November 22, 2013 10:53 AM
To: Cary Williams
Subject: RE: Federal Reserve supplemental financial disclosure form
 
Hi Cary,
 
I just wanted to let you know that I’ve started reviewing your request.  I will be out all next week so I won’t have any comments
 to you until after the week of the December 2, at the earliest. 
 
Doug Chapman
Chief, Professional Staff Group 2
Compliance Division
202-482-9223
 

From: Rachel K. Dowell 
Sent: Wednesday, November 13, 2013 1:55 PM
To: 'Cary Williams'
Cc: Douglas L. Chapman
Subject: RE: Federal Reserve supplemental financial disclosure form
 
Hi Cary,
 
I forwarded the form to Doug Chapman in our Program Review Branch for review.  He is currently on leave until next week, but
 he will be able to look at it once he is back in the office.
 
Thanks!
Rachel
 
--
Rachel K. Dowell
Assistant Counsel
Office of Government Ethics
General Counsel & Legal Policy Division
Ethics Law and Policy Branch
(202) 482-9267
rkdowell@oge.gov
 

From: Cary Williams [mailto:cary.williams@frb.gov] 
Sent: Wednesday, November 13, 2013 9:10 AM

(b)(5)



FRB Request for Confidential Supplemental Form htm[8/10/2015 10:12:17 AM]

To: Rachel K. Dowell
Subject: Federal Reserve supplemental financial disclosure form
 
Rachel – The Board’s Division of Banking Supervision and Regulation (BS&R) would like to require its employees to file with the
 division a supplemental financial disclosure form (attached).   This form would be filed in addition to OGE Form 450. 
 
 
 
 
 
 
 
 
                As required by 5 CFR 2634.601, I would like to request OGE’s approval of this supplemental form.  Please let me know
 if you need additional information.  Thanks – Cary
 
 
Cary Williams
Assistant General Counsel
Designated Agency Ethics Official
Board of Governors of the Federal Reserve System
(202) 452-3295
 
 
 
 
 

OGE Confidential Notice: This email, including all attachments, may constitute a Federal record or
 other Government property that is intended only for the use of the individual or entity to which
 it is addressed. This email also may contain information that is privileged, confidential, or
 otherwise protected from disclosure under applicable law. If you are not the intended recipient or
 the employee or agent responsible for delivering the transmission to the intended recipient, you
 are hereby notified that any dissemination, distribution, copying or use of this email or its
 contents is strictly prohibited. If you have received this email in error, please notify the
 sender by responding to the email and then immediately delete the email.

(b)(5)



Reference Information – BS&R Job Descriptions 

Job Family Job Title Grade 

Exempt 
/ 

Non-
Exempt 

Education 
Requirement 

Years of 
Specific 

Experience 
Required 

Access Management Senior Access 
Management Technician

  

23 Non-
Exempt 

High school 
diploam 

5 

Accounting Policy Policy Accountant   24 Exempt Bachelor's 
degree 

2 

Policy Accountant   25 Exempt Bachelor's 
degree 

3 

Accounting Policy 
Analyst   

26 Exempt Bachelor's 
degree in  

Accounting or 
Finance 

4 

Accounting Policy 
Analyst   

27 Exempt Bachelor's 
degree in  

Accounting or 
Finance; 

CPA 
certification 

5 

Senior Accounting 
Policy Analyst   

28 Exempt Bachelor's 
degree 

7 

Senior Accounting 
Policy Analyst   

29 Exempt Bachelor's 
degree 

8 

Accounting Fellow   28 Exempt Bachelor's 
degree in 

Accounting or 
Finance; 

CPA 
certification 

6 

Administrator Assistant Administrator 22 Exempt Bachelor's 0 

http://fedweb.frb.gov/fedweb/bsr/services/Reference.shtm
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5786_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5786_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5786_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5807_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5786_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5761_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5807_28.pdf


 

degree 

Administrator  

23 Exempt Bachelor's 
degree 

2 

Senior Administrator  

24 Exempt Bachelor's 
degree 

3 

Supervisory 
Administrator  

25 Exempt Bachelor's 
degree 

5 

Anti-Money 
Laundering Examiner 

Senior Special Anti-
Money Laundering 
Examiner  

28 Exempt Bachelor's 
degree 

6 

Applications 
Technician 

Applications Technician
 

21 Non-
Exempt 

High school 
diploma 

4 

Assistant to Division 
Director 

Assistant to the Director
  

26 Exempt Bachelor's 
degree 

4 

Assistant to the Director
 

27 Exempt Bachelor's 
degree 

5 

Assistant to the Director
 

28 Exempt Bachelor's 
degree 

7 

Communications 
Specialist 

Communications 
Specialist   

24 Exempt Bachelor's 
degree 

3 

Senior Communications 
Specialist   

25 Exempt Bachelor's 
degree 

4 

Computer 
Applications 
Programmer/Analyst 

Computer Applications 
Programmer/Analyst  

22 Exempt Bachelor's 
degree 

0 

Computer Applications 
Programmer/Analyst  

23 Exempt Bachelor's 
degree 

1 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5663_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5663_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5826_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5826_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5826_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5757_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5757_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/4640_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5663_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5826_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5757_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5664_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5778_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_23.pdf


Computer Applications 
Analyst  

24 Exempt Bachelor's 
degree 

2 

Computer Applications 
Analyst  

25 Exempt Bachelor's 
degree 

3 

Senior Computer 
Applications Analyst  

26 Exempt Bachelor's 
degree 

5 

Senior Computer 
Applications Analyst  

27 Exempt Bachelor's 
degree 

7 

Counsel Counsel  

28 Exempt Law degree; 
Bar 

membership 

4 

Senior Counsel  

29 Exempt Law degree; 
Bar 

membership 

6 

Curriculum Analyst Assistant Curriculum 
Analyst  

22 Exempt Bachelor's 
degree 

0 

Curriculum Analyst  

23 Exempt Bachelor's 
degree 

2 

Curriculum Analyst   24 Exempt Bachelor's 
degree 

3 

Curriculum Analyst   25 Exempt Bachelor's 
degree 

4 

Senior Curriculum 
Analyst   

26 Exempt Bachelor's 
degree 

5 

Supervisory Curriculum 
Analyst   

27 Exempt Bachelor's 
degree 

6 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5687_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5688_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5783_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5687_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5688_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_27.pdf


Senior Supervisory 
Curriculum Analyst  

28 Exempt Bachelor's 
degree 

7 

Economist Economist   26 Exempt Ph.D 0 

Economist  

27 Exempt Ph.D 3 

Economist  

28 Exempt Ph.D 4 

Event Planner Event Planner   22 Exempt Bachelor's 
degree 

0 

Event Planner   23 Exempt Bachelor's 
degree 

2 

Financial Analyst Assistant Financial 
Analyst  

22 Exempt Bachelor's 
degree 

0 

Assistant Financial 
Analyst  

23 Exempt Bachelor's 
degree 

1 

Financial Analyst  

24 Exempt Bachelor's 
degree 

2 

Financial Analyst  

25 Exempt Bachelor's 
degree 

3 

Senior Financial Analyst
 

26 Exempt Bachelor's 
degree 

4 

Supervisory Financial 
Analyst  

27 Exempt Bachelor's 
degree 

5 

Supervisory Financial 
Analyst, OC Portfolio 
Analytics   

27 Exempt Bachelor's 
degree 

5 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5738_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5738_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5862_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5738_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5738_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_27.pdf


Senior Supervisory 
Financial Analyst  

28 Exempt Bachelor's 
degree 

6 

Senior Supervisory 
Financial Analyst, OC 
Portfolio Analytics   

28 Exempt Bachelor's 
degree 

6 

Financial Management 
Analyst 

Financial Management 
Analyst  

22 Exempt Bachelor's 
degree 

0 

Financial Management 
Analyst  

23 Exempt Bachelor's 
degree 

1 

Financial Management 
Analyst  

24 Exempt Bachelor's 
degree 

2 

Information Security 
Analyst  

Information Security 
Analyst  

24 Exempt Bachelor's 
degree 

Computer 
Science 

2 

Information Security 
Analyst  

25 Exempt Bachelor's 
degree 

Computer 
Science 

3 

Senior Information 
Security Analyst  

26 Exempt Bachelor's 
degree 

Computer 
Science 

5 

Senior Information 
Security Analyst  

27 Exempt Bachelor's 
degree 

Computer 
Science 

7 

Senior Information 
Security Analyst  

28 Exempt Bachelor's 
degree 

Computer 
Science 

9 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5710_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5733_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5784_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5858_28.pdf


Information Systems 
Analyst 

Information Systems 
Analyst  

22 Non-
Exempt 

Bachelor's 
degree 

0 

Information Systems 
Analyst  

23 Non-
Exempt 

Bachelor's 
degree 

1 

Information Systems 
Analyst  

24 Non-
Exempt 

Bachelor's 
degree 

2 

Information Systems 
Analyst  

25 Exempt Bachelor's 
degree 

3 

Senior Information 
Systems Analyst  

26 Exempt Bachelor's 
degree 

5 

Senior Information 
Systems Analyst  

27 Exempt Bachelor's 
degree 

7 

International Training 
Technician 

International Training 
and Assistance 
Technician  

21 Non-
Exempt 

High school 
diploma 

3 

Senior International 
Training and Assistance 
Technician  

22 Non-
Exempt 

High school 
diploma 

4 

Investigator Investigator  

26 Exempt Bachelor's 
degree 

5 

Special Investigator  

27 Exempt Bachelor's 
degree 

6 

Senior Special 
Investigator  

28 Exempt Bachelor's 
degree 

8 

Manager Manager, (Generic – 
Supervision)  

29 Exempt Bachelor's 
degree 

8 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5732_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5732_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_25.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5785_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_21.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5767_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5820_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5732_29.pdf


Manager, (Generic – 
Support)  

26 Exempt Bachelor's 
degree 

5 

Manager, (Generic – 
Support)  

27 Exempt Bachelor's 
degree 

6 

Manager, (Generic – 
Support)  

28 Exempt Master's 
degree 

7 

Manager, (Generic – 
Support)  

29 Exempt Master's 
degree 

9 

Manager, Accounting 
Policy and Disclosure  

29 Exempt Master's 
degree 

7 

Manager, BSA/AML 
Risk  

29 Exempt Master's 
degree 

7 

Manager, Domestic 
Applications  

29 Exempt Master's 
degree 

7 

Manager, Economist   29 Exempt PhD in 
Economics 

4 

Manager, Information 
Security and Continuity 
Management  

29 Exempt Master's 
degree 

7 

Manager, Information 
Technology Support  

28 Exempt Master's 
degree 

6 

Manager, Information 
Technology Support  

29 Exempt Master's 
degree 

7 

Manager, International 
Applications  

29 Exempt Master's 
degree 

7 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5673_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5673_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5726_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5726_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5827_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5827_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5704_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5704_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5736_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5728_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5728_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5728_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5729_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5729_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5672_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5673_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5726_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5827_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5704_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5736_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5728_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5788_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5729_29.pdf


Manager, International 
Training and Assistance

 

29 Exempt Master's 
degree 

7 

Manager, National 
Information Center  

29 Exempt Master's 
degree 

7 

Manager, Operational & 
IT Risk  

29 Exempt Master's 
degree 

7 

Manager, Quality 
Assurance  

29 Exempt Master's 
degree 

7 

Manager, Resource 
Planning and Support  

28 Exempt Bachelor's 
degress 

8 

Manager, Risk Policy 
and Guidance  

29 Exempt Master's 
degree 

7 

Manager, Supervisory 
Guidance and 
Procedures  

29 Exempt Bachelor's 
degree 

8 

Manager, Supervisory 
Issues and Special 
Situations  

29 Exempt Master's 
degree 

7 

Manager, Supervisory 
Policy and Guidance  

29 Exempt Master's 
degree 

7 

Manager, Surveillance, 
Financial Trends and 
Analysis  

29 Exempt Master's 
degree 

7 

Manager, System Staff 
Development  

29 Exempt Master's 
degree 

7 

Special Counsel, 29 Exempt Law degree; 6 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5861_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5861_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5861_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5802_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5802_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5855_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5855_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5850_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5850_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5671_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5671_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5857_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5857_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5731_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5731_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5731_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5699_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5699_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5699_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5856_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5856_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5719_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5719_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5719_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5657_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5657_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5683_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5861_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5802_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5855_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5850_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5671_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5857_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5731_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5699_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5856_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5719_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5657_29.pdf


(Manager) Supervisory 
Enforcement Actions  

Bar 
membership 

Paralegal Paralegal  

22 Non-
Exempt 

Bachelor's 
degree 

0 

Paralegal  

23 Non-
Exempt 

Bachelor's 
degree 

1 

Senior Paralegal  

24 Non-
Exempt 

Bachelor's 
degree 

2 

Program Budget 
Analyst 

Sr. Program Budget 
Analyst  

26 Exempt Master's 
degree 

4 

Project Manager Project Manager   26 Exempt Master's 
degree 

4 

Project Manager   27 Exempt Master's 
degree 

5 

Project Manager   28 Exempt Master's 
degree 

6 

Project Manager, 
Accounting Policy and 
Disclosure  

28 Exempt Master's 
degree 

6 

Project Manager, ITS, 
NIC, and SSIT  

28 Exempt Bachelor's 
degree 

8 

Senior Project Manager, 
(Generic)  

29 Exempt Bachelor's 
degree 

8 

Senior Project Manager, 
Accounting Policy and 
Disclosure  

29 Exempt Master's 
degree 

7 

Senior Project Manager, 29 Exempt Bachelor's 10 

http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5683_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5683_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5797_22.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5797_23.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5797_24.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5677_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5677_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5743_26.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5743_27.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5743_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5844_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5844_28.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5741_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5741_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_29.pdf
http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5717_29.pdf
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BOND  

degree 

Senior Project Manager, 
Credit Risk  

29 Exempt Master's 
degree 

9 

Senior Project Manager, 
Emerging Activities  

29 Exempt Master's 
degree 

7 

Senior Project Manager, 
ITS, NIC, and SSIT  

29 Exempt Master's 
degree 

7 

Senior Project Manager, 
Policy  

29 Exempt Master's 
degree 

9 

Quantitative Analyst Quantitative Analyst  

25 Exempt Master's 
degree 

2 

Quantitative Analyst  

26 Exempt Master's 
degree 

3 

Research Assistant Research Assistant  

22 Exempt Bachelor's 
degree 

0 

Research Assistant  

23 Exempt Bachelor's 
degree 

1 

Supervisor Supervisor, Generic - 
Supervision   

26 Exempt Bachelor's 
degree 

5 

Supervisor, Learning 
and Development   

26 Exempt Bachelor's 
degree 

5 

Supervisor, Resource 
Management & 
Operations   

26 Exempt Bachelor's 
degree 

4 

Talent Management 
Specialist 

Talent Management 
Specialist   

25 Exempt Bachelor's 
degree 

5 
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Technical Editor Technical Editor   23 Exempt Bachelor's 
degree 

2  

Technical Editor   24 Exempt Bachelor's 
degree 

2  

Training Technician Training Technician   21 Non-
Exempt 

High school 
diploma 

4  

Senior Training 
Technician   

22 Non-
Exempt 

High school 
diploma 

5  
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~-t~TES O,t>-11'> G UnitedStates , 
~ · ~ Office of Government Ethics 
~11 ~ 1201 New York Avenue, NW., Suite 500 
~~· "'~ \Vashington, DC 20005-3917 

< Y,'lfflN'\' V 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for 

Dear Ms. Bradley: 

non-responsive 

non-responsive You have requested that , a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon current position description, your request to exclude 
non-responsive from reporting requirements is denied. 

. The position description submitted in support of the request indicates that non-responsive 
position entails policy-making responsibilities. In particular, the following language indicates 
that the position includes advisory responsibilities that could impact policy-making decisions: 

As a member of the OASD(PA) professional staff, the incumbent provides 
assistance to the Assistant Secretary of Defense for Public Affairs in response to 
numerous requests from and specialized requirements of the Secretary and the 
Deputy Secretary of Defense. The incumbent is responsible for the preparation of 
speeches, public statements, statements to the Congress, public releases, articles 
for publication, opening statements for press conferences and introductory 
remarks for diplomatic occasions, etc., for the Secretary of Defense and for 
making inputs to, or personally preparing, such materials for the White House. 
(Page 2) 

The incumbent is relied upon to perfo1m the necessary research to develop each 
assignment with authority to call upon any official within the Department of 
Defense for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current national and international political situations, trends in public opinion, 



Ms. Leigh A. Bradley 
Page2 

anticipated public reaction, and must draw fully upon available resources in order 
to develop the text of speeches, reports and similar materials in the style and with 
the tone and emphasis appropriate for the individual requester and the occasion. 
(Page 2) 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent's activities must be attuned to 
presenting the policies and perspectives of the Secretary and the Deputy Secretary 
of Defense of a range of topics to numerous diverse audiences effectively. Must 
assure (sic) consistency of materials with previous presentations and written 
records, as well as considering the impact upon other agencies, private industry, 
or foreign governments. (Page 3) 

non-responsive Please advise that he is required to submit a public financial disclosure 
report. The due date for his report is 45 calendar days from the date of this letter. 

If you have any questions regarding this matter, please contact Ciara Guzman at 202-482-
9241. 

Sincerely, 

J J/ ·/jn/1 L:;:! ,t:. ·1 c."f,;. . t1~:f.....-.. . 
...-It'; (.., ..., /l 

Seth H. Jaffe 
Acting General Counsel 



POSITION DESCRIPTION (Please Read lnstrociions on the Beck} 
1. llgency Posli!on No. 

DDGS 17340 
2. RellSOll for SubmlssiOrl ~Service 4. Employilig Olfice Loc8ilOl'I : 5. Oufy S!alion 6. OPM Cerllfication No. B RedescrlptiOll B N6w Hdq~ nFlelcj Arlington, VA Pentagon 

Ree$1ablishflltll1! Other 1. Fair Labor StaMefds Act 6. Fll!anclal SIB!em&nls Requi111d 9. Subject lo 11\Aciion 

Explanation (Show any poai1ions roplecsd) XJ Exempl n Nonll><empl XI El<ac:JUV• p..-
Fi"lll\(jof Ollldooure n~:..: F] Yes !XlNo 

Schedule C Appointment 10. Position StalllS 11. Position Is 12. Sansltlvlty 13. Compeltt"'e Leval COO& - Competitive Senoltlve 8~ D 1~111- o~"" 
5< ~cepted (SP<dr In Romarlcs) I= M~ 14. A9ency Use 

: SES (Gan.) D SES (CR) . _ Nellt« D 2-t.l<>nat~COI 
Sen-

[83 <l-Sll4!del 
Senoil!Ve 

15. Cla!SlfiOOT~ by Officlsl Tl lie of Po!iilion ?syP"1n Oocupational COde Grad& lniMolo Oat• 
a, u•,,.,.. Of .. er• 

sonn&I 
Management 

b.O~nt, 
TF 08-09-201 A119n~O( Speech writer GS 0301 14 ESlabli!lhmont -

c. Second Level 
R&view 

d. Flr!ll Leval 
Reviaw 

t ~"°''"""""°"" D~ . 5upurvi,.. or 
1oic;a1ing Office 

15. Organizational 1 KIO ol "°"a'°" (ti :lltferunl rrom omcwr /ilfo) 17. Name 01 t:mplll)'89 (I v8G8nl. spec1rr; 

llMllllM·lilrJI 
le. Oapartmenl. Agency, orEitat>1ishmenl c. thfui SilbdMSIOn 

Department of Defense 
a. Firlit ::;ucaiYlsi011 cl. FO\lrth Subdivision 

AS~Public Affairs) 
b, S(>l:Ond Sub<livlsion e. F'itlh Sub<fh1isi0n 

Writer's Group 

19. Employee Revlew-ihis ls an accurato descriplloo of the major 
Slgn!llW'e of Employee (op!/QM~ 

duties and responsibUi!les of my position. 

20. Suptry1&ory Certification. I ceflilv that (/ll11. .is an ar:~rate . this infomiallon is to b• us9d for statutory p!Up{)S9S rela/Jng to 
stalemenl of lhs major duties and re'sponsll:Jlilllfls of 111/s position appointment and payfllflnt of pubfiC functs, ano that false or misleading 
and 11.s orgal'fizatfonBJ relationships, aild lhat the ~Hiari Is statements may constllute violations of such statutes or their 
necesssrir, to carry out Govamment functiom for Which I am lmplemimllng regulations. 

a:·jK,:f £,~t[@5£'fZ~~;i~~/¥.!!1!-~~.!.'!:!o.~~9!.'!!llt.. ..... - ··· -- · ·i>:·r'YiiGd N"amean<Ir.·neo;HiQitei:L'iivei.siiiie~loii1anii06! "(o;;tiOiiBii_ ..... · .. 

A ... !. • 

non-responsive ·-··-·-··-·-····---- o&ie·-.................... ·s:giiiiiilre·····-.................................. - ................. _ ....................... -.... ··-··-· ·om_ .................... .. 

a. Employee (optional) 

b. Supervisor 

c. Classlller 

24.Rematks 

22. Position Ctaostr1Calion Standards Used in Ctasi:Jfying/Grnding PosiliOr. 

Misc Admin Prog Series, GS-301,TS-34, 

Jan 79 & AGEG, TS-98, Aug 90 

Information for Employees. The standaltfs, and Information on their 
applcallon, are available In Ina personnel oflk:e. The classlflcation of the 
position may be reviewed and c.orrected by the agency or ti\$ U.S. Office 
of Personnel Management. Information on classiftcation/job grading 
appeals, and oomp~ints on exemp1ion from FLSA, is available from the 
personnel office or the U.S. Office of Personnel ManagemenL 

loilials Initials Date Initials Oete 

Schedule C Position established under 5 CFR 213.3306 
25. Description of Major Duties and Responsibilities (See Attached) 

l 



SPEECH WRITER (GS~301·14) 

INTRODUCTION 

This position is 1ocated in the office ofihe Assistant Secretary of Defense for 
Public Affairs (OASD (PA)), The incumbent works in a close and confidential capacity 
with the Assistant to the Secretary of Defense for Public Affairs (ASD(P A)) and with 
other senior defense officials. 

The incumbent of this Schedule C poshion will have access to sensitive and 
frequentl)' politi~ly controversial infonnati9n and must.be a person in whom the 
superviso~ has complete trust and confidence.· This close relationship is that of a 
confidential nature required for Schedule C exception. 

MAJOR DUTIES 

As a member of the OASD(PA) pro.fessional staff, the incumbent pr-ovides 
assistance to the Assistant Secretary of Defense for Public Affairs .in response to 
numerous requests from and speciaU:z.ed requirements of the Secretary and the Deputy 
Secret.al')' of Defei;ise. The incumbent is responsible for the preparation of speeches, 
public statements, statements to the Congress, public ,releases, art.ides for publication, 
opening statements for press conferences and introductory remarks for diplomatic 
occasions, etc •• for the Secretary and Deputy Sooretary of Defense a:nd for making inputs 
to, or personally preparing, such materials for the White House. 

The incumbent is relied upon to perfonn the necessary research to .develop each 
assignment with authority to caU upon any official within ihe Department of Defense for 
detailed subject matter back.ground or otl)cr data needed~ 'The incumbent is responsible 
for analyzing a.nd ·evaluating such circumstanees as current national and international 
politieal situations, trends in public opinion, anncipaled pu,blic reaction, etc.,' and must 
draw fully upon available resources in order to develop the text of spee<;hes, reports and 
similar materials in the style and with the tone and emphasis 'appropriate for the 
individual requester and the occasion. 

ln all cases, the incumbent insures that the content is in accord with and in 
advancement of the policies and b~ic philosophy of the Secretary and the 
Administration.· The incumbent mui;t keep abreast of current programs and policies of the 
Departro.ent·ofDefenie and maners of special interest.to the Secretary, including 
intcmatio~ and politico-military affairs, Defense-industry relat~onships, conflicts of 
interest, base closures in order to be immediately responsive to frequent requests for 
research and writing assignments. 



KNOWLEDGE AND ABILITIES REQUIRED 

The incumbent must have a t.fiorough knowledge of the organization and fu.nctions 
of the Office of the Secretary oiDefense as well as a comprehensive understanding of the 
mission, functions, and organization ofDoD. He/she must have effective.liaison with the 
top officials of the DoD in order to maintain policies· of the Administradort and must have 
full trust and confidence of the Assistant Secretary of Defense for Public Affairs and 
other Administration officials. Must be efficient in preparing speeches, presentations, or 
other forms of communication rapidly and eff~c1ively to present the viewpoints of the 
Deparunent to a variety of audiences. · 

SUPERVISORY CONTROLS 

The incumbent is under the very general policy guidance of the Assistant 
Secretary of Defense fo.r Public Affairs. Work is performed with a high degree of 
independence, and is subject only to' review in terms of overall effec:.ti veness of 
pre&entation of materials and perspectives of key departmental officials. 

GUJDELlNES 

Guidelines are few, and ·consist primarily of basic laws. regulations and policies 
governing release· of informatl\)n. The incumbent exercises a high degree of judgment in 
preparing materials, based predominantly on knowledge of the key officials' personal 
viewpoints, overall Administration policies, the target audience, and overall 
communications effectiveness. 

COMPLEXITY 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incwnbeµt's activities must be attuned t~ presenting 
the policies and perspectives of the Secretary and Deputy Secretary of Defense on a range 
of topics to numerous diverse audiences effectively. MU.st assure consistency of materials 
with previous presentations and written records, as well as considering the impact upon 
other agencies, private industry,' or foreign governments. 

SCOPE AND EFFECT 

In view o~the nation~ impact of DaD activities, it is essential to gauge the extent 
to which pre grams are understood by the general public and by other groups, as well as 
the extent to which these programs are not understood. Effective operation of the 
position bears directly. upon the general understanding of DoD activities by the general 
public and a variety of interest groups. 



PERSONAL \VOR.K CONTACTS A..'JD PURPOSE 

The incumbent is in regular contact v.it.1-i top·ranking officials of the Department 
of Defense and other government agencies. Tbese contacts are for the purpose of giving 
and receiving infonnation. and preparing speeches, presentations, and other materials to 
persuade the audience to understand and appreciate the perspectives and viewpoin1s of 
the Secretary and Deputy Secretary as well as the Administration. The projects that resuh 
from these contacts are typically extremely sensitive and of great speciaJ interest to the 
Sec:retary and the Administration. · 

PHYSICAL DEMANDS 

The incumbent is subject to stressful situation~ due to frequent short deadlines for 
preparation of material. May involve travel with the Secretary and Deputy Secretary to a 
variety of locations inside and outside the U.S. in order to prepare or revise speeches on 
the spot. 

WORK ENVlRONMENT 

Work is typically perfonncd in an office environment, but occasionally will 
involve travel on commercial or military aircraft, land vehicles, etc. while accompanying 
the Secretary and Deputy S~cretary. 



United States 

Office of Government Ethics 
1201 New York Avenue, N\V., Suite 500 
Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room 3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for 

Dear Ms. Bradley: 

non-responsive 

non-responsive You have requested that a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon!:l.1119s.!:ijlj current position description, your request to exclude 

1

'

1'!:i'f1.I."t"'! from reporting requirements is denied. 

The position description submitted in support of the request indicates that 'M"MM'Wf 
position entails policy-making responsibilities. In particular, the following language indicates 
that the position includes advisory responsibilities that could impact policy-making decisions: 

As a member of the OASD(P A) professional staff, the incumbent provides 
assistance to the Assistant Secretary of Defense for Public Affairs in response to 
numerous requests from and specialized requirements of the Secretary of Defense. 
The incumbent is responsible for the preparation of speeches, public statements, 
statements to the Congress, public releases, articles for publication, opening 
statements for press conferences and introductory remarks for diplomatic 
occasions, etc., for the Secretary of Defense and for making inputs to, or 
personally preparing, such materials for the White House. (Page 2) 

The incumbent is relied upon to perfonn the necessary research to develop each 
assignment with authority to call upon any official within the Department of 
Defense for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current national and international political situations, trends in public opinion, 
anticipated public reaction, and must draw fully upon available resources in order 
to develop the text of speeches, reports and similar materials in the style and with 



Ms. Leigh A. Bradley 
Page 2 

the tone and emphasis appropriate for the individual requester and the occasion. 
(Page 2) 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent's activities must be attuned to 
presenting the policies and perspectives of the Secretary of Defense of a range of 
topics to numerous diverse audiences effectively. Must assure (sic) consistency 
of materials with previous presentations and written records, as well as 
considering the impact upon other agencies, private industry, or foreign 
governments. (Page 3) 

Please advise 1

'

1'"!ffn'W1t" that he is required to submit a public financial disclosure report. 
The due date for his report is 45 calendar days from the date of this letter. 

If you have any questions regarding this matter, please contact Michelle MaGee at 202-
482-9245. 

Sincerely, 

Jd, ?1}/l.._ 
Seth H. Jaffe .·:--
Acting General Counsel 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Agency Position No. 
DDGS 17302 

2. Roason IOI Submission ~Service 4. fmplD)llng O!lic8 Lvcatlon 5. Duty Stallon 6. OPM Celtltication No. B Rodescriplicl1 ~ Now Hdqtr5~ Washington, DC Pentagon 
Ftentibllshm1mt Olher 7. F;llr Labor Standard!; Act 8, Financial Slatamenta R.equir~ 9. Subject lo IA Adlon 

Exptanatlon (Show ~ny positions rap/aced) X'.I Exempt nNonexempt ti Eneuo.. -nal n Em=H•nl•nd Ove1 nNa Flllat\C'JOIOlodolUrll Fin ~ 
10. nisniori Stst..s 11. Pcsftlon la 12. S11nsillvlty 13. Comp6t lliw Level Code 

~ Compelilivu 
t- 0 1-Non- o~col 
~ SYpot\llacty S•ntltivo 

Exoepted (Specify Ill Remllfks) = llbllag•ri<ll 14. Apency Use 

n SES (Gan.) n SES (CR) 
!] 2-tlOl!ctltiCOI rZJ 4-Sped.ll I)< N111111t!r Son11uve S•-

15. Clu•ifioi!Klrl!de<l by Oll'•c:ial Tiiie Qf Poai!lon Pay Plan Oocupalk>nal Code Grade 14'U.la Dale 
B. UIJl<;eol Per-

aonnol 
Manaaemenf 

b. Oapanmat11. 
AgenC)'Ct' 
Establishment 

Speechwriter GS 0301 13 TF 09-07-201 

c. Second Lelle! 
Review 

d. First Level 
Review Speech writer OS 0301 13 

o R•commen®O by 
S~petll!loror 
I nlll81i11g Qlfioo 

t6. Organizauonai Tnle cl t'ositon (H cmerenl from omci&l lille) 17. Name OI o;ITljJIQ\188 /II vacant, spor;:1ty) 

111·111111·1-111rd1 
16. Dlllpa111110nl, Agency, QI t:siml>lisf1fTR'nt e. l rmd l::iUDOMSIOn 

Department of Defense 
a. Forst Subdiviaion d. Fou'1h S~ivision 

ASD (Public Affuirs) 
b. Seccnd :>IRlOJVislon o. Filth Subdivision 

Writer's Group 

19. Emfiloyee Review-Thia is an accurate dcaaiption of the major 
Sigl'llltUre of E.mployee (oplionll} 

di.JI es and responslbUitles of my posltlan. 

20. $upervl$ory Certlfl~tlo~. I c:ertify that lhl':i.is an,~urate.1 . this information i$ IO be used for statutatY pufP.oses relating lo 
sttlle.l'T!flll/ or Ifie rns;or du~ anp f9SPO!IS/b ffliss o mis Pf'SI ton appolntm«JI and payment of public funds, ana that false or misleedlng 
and its organ1Z11t1ona/ nlftmonships, ari~ I/let the ~it1on is state~s may constitute violations of such statut&s or Jheir 
necessary to Cf}!I)' out GovemmMI funct1omi for wh/cll f am . , " , ,,_ 
responsilila. This certification Is made with the l<nowJ&dr>e that imp,emen .. ng regu,auvns. a:·rs,.r.mifil'fili80f1ii1iiiiid1Btii siipijiVlsor···-.. ····· ···---------... !I! ......... _, __ ,,............ ·1,~'Tj,p;dN&me-anci't'iiiil''d H"igtier:[eY;isii;;en:r;o;:c;;-M"aiii~ier .. "(o;;Fcif;,,if .............. · 

Din:ctor, Writer's Group 

non-responsive 
""'•-•• ....... ,.,,.~••·-·,_r.,• 
~·~~Tfh.ttf: 
'""" ...... tlf.*»J'j.) 
CIJll ~1111111....i,i:• eo;-~ ................ ..o10. 
-ttaft.l-..P0411A1 .... , ,, .. If,.., ........ ..,. ..... ...... 

oili& ....... _ ....... · "s\9iiiiiiife .. · 
2010-0903 

··oiiiii .................. . 

0 

21. Ctaulflcatlon/Job Grading Certlflcatlon. I csrtlfvthat th/sposi- . • , s Used'" as Ing/ ~II c 
tJonhast>eenc/BS$/l'isdlgrailedss1equl/'Sdbyrit19s.u.S.COde. PCS Misc Admin & Prog Series, Ts-34, Jan 79 
in conformance with standards publl!:hed by the U.S. Office of 
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SPEECH WRITER (GS-0301-13) 

Ufi'RODUCTION 

The position is located in the office of the Assistant Secretary of Defense for Public 
Affairs (OASD (PA)). The incumbent works in a close and confidential capacity with the 
Special Assistant for Speechwriting (Chief Speechwriter), the Deputy Assistant Secretary of 
Defense for Public Affairs (Press Secretary), the Assistant Secretary of Defense for Public 
Affairs and the with other senior defense officials. 

The incumbent of this Schedule C position will have access to sensitive infonnation and 
must be a person in whom the supervisor has complete trust and confidence. 1bis close 
relationship is that of a confidential nature required for Schedule C exception. 

M,AJOR DUTIES 

As a member of the OASD/P A professional staff, the incumbent provides assistance to 
the Assistant Secretary of Defense for Public Affairs in response to numerous requests from and 
specialized requirements of the Secretary of Defense. The incumbent is responsible for the 
preparation of speeches, public statements, statements to the Congress, public releases, articles 
for publication, opening statements for press conferences and introductory remarks for 
diplomatic occasions. etc,. for the Secret!uy of Defense and for making inputs to, or personally 
preparing, such matepals for the White House . 

. The incumbent is relied upon to perform the· necessary research to develop each 
assignment with authority to call upon any official within the Department of Defense for detailed 
subject matter background or other data needed. The incumbent is responsible for analyzing and 
evaluating such circumstances as current national and international political situations, trends in 
public opinion. anticipated public reaction, and must draw fully upon available resources in order 
to develop the text of speeches, reports and similar materials in the style and with the tone and 
emphasis appropriate for the individual requester and tbe occasion. 

In all cases, the incumbent ensures that the content is in accord with and in advancement 
of the_J!Qlicies and basic philosophy of the Secretazy and the Administration. The incumbent 
must keep abreast of current programs and policies of the Depar!ment of Defense and matters of 
spe.cial interest to the Secretary, including international and politico.military affairs, Defense. 
industry relationships, conflicts of interest. base closures in order to be immediately responsive to 
frequent requests for research and writing assignments. 



KNQWLEDGE AND ABILITIES REQUIRED 

The incumbent must have a thorough knowledge of the organization and functions of the 
Office of the Secretary of Defense as well as a comprehensive widerstancling of the DoD
missipn1 functions, and orgwili:ation of DoD. He/she must have effective liaison with the top 
officials of the DoD in order to maintain policies of the Administration and must have full trust 
and confi~nce of the Assistant Secretary of Defense for Public Affairs and other Administration 
officials. Must be efficient in preparing speeches, presentations, or other fonns of 
communication rapidly and effectively to present the viewpoints of the Department to a variety 
of audiences. 

SUPERVISORY CONfROLS 

The incumbent is under the very general policy guidance of the Assistant Secretary of 
Defense for Public Affairs. Work is performed with a high degree of indepencJence, and is 
subject only to review in terms of overall effectiveness of presentation of materials and 
perspectives of key departmental officials. 

GUIDELINES 

Guidelines are few, and consist primarily of basic laws, regulations and policies 
governing release of infonnation. The incumbent exercises a high degree of judgment preparing 
materials, based predominantly on knowledge of the key officials'. personal viewpoints, overall 
Administration policies, the target audience, and overall communications effectiveness. 

COMPLEXITY 

Inasmuch as the programs ofDoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent's activities inust be attuned to presenting the 
policies and perspectives of the Secretary of Defense on a range of topics to numerous diverse 
audiences effectively. Must assure consistency of materials with previous presentations and 
written records, as well as considering the impact upon other agencies, private industzy, or 
foreign governments. 

SCOPE AND EFFECT 

In view of the national impact ofDoD activities, it is essential to gauge the extent to 
which programs are understood by the general public and by other groups, as well as the extent to 
which these programs are not understood. Effective operation of the position bears directly upon 
the general understanding of DoD activities by the general public and a variety of interest groups. 
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PERSQNAL WORK CONTACTS ANj.) PURPOSE 

The incumbent is in regular cont.act with top-ranking officials of DoD and other 
government agencies. These contacts are for the purpose of giving and receiving information, 
and preparing speeches, presentations, and other materials to persuade the audience to understand 
and appreciate the perspectives and viewpoints of the Secreta.ty as well as the Administration. 
The projects that result from these contacts arc typically extremely sensitive and of great special 
interest to the Secretary and the Administration. 

PHYSICAL DEMANDS 

The incumbent is subject to stressful situations due to frequent short deadlines for 
preparation of material. May involve travel with the Secretary to a variety of locations inside and 
outside the United States in order to prepare or revise speeches on the spot. 

WORK ENVmONMENT 

Work is typically perfonned in an office environment, but occasionally will involve travel 
on commercial, military aircraft, or land vehicles, etc. while accompanying the Secretary. 

3 



~ES O,P. G United States 
~ · ~ Office of Government Ethics 
Ci6..-,i ~ 1201 New York Avenue, N\V, Suite 500 
~~-" c;:>~ Washington, DC 20005-3917 
~ .. 111ENT v . -

Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301~3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for 

Dear Ms. Bradley: 

non-responsive 

non-responsive You have requested that , a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon s current position description, your request to exclude 
iil.!i!ii.!0!1Mfp from reporting requirements is denied. 

non-responsive· The position description submitted in support of the request indicates that s 
position entails policy-making responsibilities. In particular, the following language indicates 
that the position includes advisory responsibilities that could impact policy-making decisions: 

The incumbent serves as the sole communications advisor and speechwriter for 
the Under Secretary of Defense for Policy (USD(P). He/she researches, writes 
and edits a variety of materials, based upon knowledge of the USD(P)' s priorities 
and subject matter input provided by Assistant Secretary of Defense and Deputy 
Under Secretary of Defense offices within OUSD(P). Materials produced include 
speeches, articles, news releases and other products as directed by USD(P). The 
incumbent gathers, develops and checks the accuracy of information from a wide 
range of sources; analyzes and selects pertinent information; drafts and revises 
text; clears materials with other DoD and inter-agency stakeholders; and edits 
information for clarity and consistency of style. The incumbent determines the 
overall length and tone based on the objectives and audience as well as the overall 
organization and presentation of the finished product. He/she also prepares or 
arranges for graphics to support presentations. He/she also determines the 
requisite nature of background infonnation and data and other support required by 
the USD(P) to prepare for public appearances. (Page 2) 



Ms. Leigh A. Bradley 
Page2 

In support of OUSD(P)'s legislative objectives, the incumbent prepares 
congressional testimony, information papers and other written products on a wide 
variety of national security, defense policy and budget issues for Members of 
Congress, congressional and committee staffers and audiences at the highest level 
of the Department of Defense's civilian and military leadership. . .. The work 
requires a high level of expertise to ensure that complex, potentially controversial 
and politically sensitive issues are appropriately articulated because the final 
products constitute authoritative statements by the USDP. (Page 2) 

The incumbent will plan and conduct analyses of vital defense policies which are 
of national or international interest, scope, and impact; generate and apply new 
hypotheses and concepts in the evaluation of complex national security and 
defense public policy questions; anticipate the nature and direction of public 
policy questions posed by different audiences; and organize and present options 
for the (sic) use by appropriate policymaking bodies and decision makers. The 
incumbent's work will provide USDP with authoritative information and analyses 
and provide a basis to influence and make decisions affecting major current and 
long-range policies and proposals. (Page 4) 

Please advise that he is required to submit a public financial disclosure 
report. The due date for his report is 45 calendar days from the date of this letter. 

If you have any questions regarding this matter, please contact Michelle MaGee at 202-
482-9245. 

Sincerely, 

__Jd_ "f/ j/L 
Seth H. Jaffe 
Acting General Counsel 
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INJRODUCTION 

POSIDON DISCRIPTION 
S~lOR COMMUNICATIONS ADVISOR 

FOR THE UNDER SECRETARY OF DEFENSE (POLICY) 
GS-301-15 

This position is located in the Office of the Under Secretary of Defense for Policy 
(OUSD{P)). The USDP is the Principal Staff Assistant to the Secretary and Deputy Secretary of 
Defense on all matters concerning the formulation of national security and defense policy and the 
integration and oversight ofDoD policy and plans to achieve national security objectives. The 
incumbent will have access to highly confidential, sensitive and frequently politically controversial 
info11Da1ion and must be a person in whom the USDP has complete trust and confidence. This 
close relationship is that of a confidential nature. 

MAJOR DUTIES 

The incumbent serves as the sole communications advisor and speechwriter for the Under 
Secretary of Defense for Policy (USD(P)). He/she researches, writes and edits a variety of 
materials, based upon knowledge of the USD(P)'s priorities and subject matter input provided by 
Assistant Secretary of Defense and Deputy Under Secretary of Defense offices within OUSD(P). 
Materials produced include speeclies. articles, news releases and other products as directed by 
USD(P). The incumbent gathers, develops and checks the accuracy of information from a wide 
range of sources; analyzes and selects pertinent information; drafts and revises text; clears materials 
with other DoD and inter-agency stakeholders; and edits information for clarity and consistency of 
style. The incumbent determines the overall length and tone based on the objectives and audience 
as well as the overall organization and presentation of the finished product He/she also prepares or 
arranges for graphics to support presentations. He/she also detennines the requisite nature of 
background infonnation and data and other support required by the USD(P) to prepare for public 
appearances. 

In support of OUSD(P)' s legislative objectives, the incumbent prepares congressional 
testimony, information papers and other written products on a wide variety of national security, 
defense policy and budget issues for Members of Congress, congressional and committee staffers 
and audiences at the highest level of the Department of Defense's civilian and milit.ary leadership. 
These projects serve a multitude of purposes and.general~y are in response to high-priority tasking 
from the Secretary or Deputy Secretmy of Defense or Congress and often require extremely quick 
tum.around time. The worlc requires a high level of expertise to ensure that complex, potentially 
c6ntroversial and politically sensitive issues are ·appropriately articulated because the final products 
constitute authoritative statements by the USDP. 



The incumbent will also help the USDP proactively identify speaking opportunities and 
target audiences in the public, private, and think tank sectors to convey key defense policies and 
initiatives under USDP's purview. 

Given the potential impact and visibility of the work and the wide diversity of audiences, 
the incumbent frequently must revise presentation guidelines or procedures to ensure timely 
issuance of products and response to deadlines. The incwnlJent should establish new formats as 
needed, to ensure clear and concise presentation of material, and should disseminate them to 
OUSD(P) staff 

The incumbent edits documents prepared by other policy organizations for accuracy and 
completeness of subject matter, conformance with the USD(P)'s viewpoints and editorial style, 
logical organiz.ation and persuasive presentation. He/she also ensures that classified documents 
have appropriate markings and handling instructions. 

The incumbent coordinates, as appropriate, with senior officials in the Offices of the 
Assistant Secrenuy of Defense (Public Affairs) (OASD(PA)) and Assistant Secretary of Defense 
(Legislative Affairs) (OASD(LA)) to ensure consistency with DoD's policies, programs and 
priorities regarding complex, politically sensitive and potentially controversial national security and 
defense policy issues. 

The incumbent represents the USD(P) in professional contacts with the White House staff, 
members of other Depanments, members and staffs of Congress, leaders of private industry and the 
media, and others of similar positions of leadership. He/she establishes and maintains close and 
effective liaison relationships with officials of those bodies mentioned, plus key staff members of 
various Congressional committees and subcommittees. He/she serves as a spokesperson for the 
USD(P) in meetings or other forms of personal contact to communicate decisions, viewpoints, and 
requirements. 

Factor I-Knowledge Required by the Position-Level 1-8. 1550 points 

The incumbent should possess a mastery of a range of specialized areas within the Defense, 
National Strategic Policy, OSD organiz.ational structure, and related political science disciplines 
and their relationship to public issues or programs. The incumbent' s interpersonal and 
administrative skills should be sufficient to organize and coordinate thorough, systematic, 
professional efforts which may involve multidisciplinary approaches, to meet established and 
anticipated needs of decision makers. The incumbent should possess a high level of writing and 
editing expertise and complete command of sources and research methods to develop authoritative 
information on significant, complex, politically sensitive and potentially controversial national 
security, defense policy and other DoD programs and functions. The incumbent should have 
knowledge of current writing and publishing technology and applications to provide appropriate 
support for presentations. 



Factor 2-Su~ Controls- Level 2-5, 650 points 

Because the incumbent is considered OUSD(P)'s expert in writing and editing, 1he supervisor 
provides only administrative direction. Overall assignments are made in tetms of broadly defined 
statements of policies and objectives. The incumbent independently develops the approach to 
assignments and ad.justs the scope as needed to achieve the supervisor's objectives. He/she is 
responsible for planning, coordinating, canying out projects and informing the supervisor of 
progress as appropriate. USDP will expect that the incumbent's work will be technically accurate 
and not in need of signilicant substantive review. 

The incumbent may expect that his/her work guidelines will consist of basic legislatio~ broad 
agency policy statements, and general references by the USD(P) regarding the desired message of 
'\\Titten and oral communications. There may not be precedents for unusual and sensitive situations. 
The incumbent must exercise considerable judgment in interpreting and adapting existing 
precedents and in developing new or improved approaches to analyze, develop, and present 
authoritative infonnation or analyses on controversial and nationally important subjects to persons 
with conflicting views. 

Factor 4..Complexity- I..evel 4-6, 450 ooinY! 

The incumbent should be able to evaluate, interpret, and synthesize complex and sensitive policies 
and projects across offices and remain cognizant of which may have bearing on public interest 
consideration8. Problems are often undefined at the outset of the assignment, and variables to be 
considered often cross disciplinary Jines. New hypotheses and concepts may have to be generated 
and applied to propose solutions to critical and challenging problems. The incumbent' s products 
will aid the USD(P) in presenting policy positions and messages of national or international 
significance. The incumbent organizes and presents policy options, and often is required to ,t<:::<'-.,.·.I. iJ,:(-.4"'-.r,._,. 

anticipate the direction of policy questions posed by different audiences. '" ~j·· .. ~ ..... '%.t·~~j.'..:-~ .... ,~. 

Factor S~Scope and Effect - Level 5-6, 450 wints 

The incumbent will plan and conduct analyses of vital defense policies which are of national or . ...., ·~ 
international interest, scope, and impact; generate and apply new hypotheses and concepts in the 
evaluation of complex national security and defense public policy questions; anticipate the nature 
and direction of public policy questions posed by different audiences; and organize and present 
options for the use by appropriate policymaking bodies and decision makers. The incumbent' s 
work will provide USDP with authoritative infonnation and analyses and provide a basis to 
influence and make decisions affecting major CUITent and long-range policies and proposals. 



Factor 6-Persooal Ccm.t@ct§ -Level 6-4. 110 points 

The incumbent' s personal contacts will include OSD policy officials and their senior staff; 
executive level appointees and their senior staff; Members of Congress and their senior staff, senior 
staff of congressional committees; high-level policy analysis and program staff in other agencies; 
high ranking state and local officials; and individuals of recognized professional standing in 
academic, research, professional, and national and international public interest and media 
organizations. Contacts are often characterized by their unstructured settings, by the presence and 
participation of policymaking support staff, by the flexibility of approach ·anc1 breadth of subject 
matter, and by the need to establish during the contact the role and authority of the participants. 
Contacts with specific policymakers and senior staff are usually frequent and recuning since the 
incumbent works in a liaison capacity and as a personal representative of the USD(P). Contacts 
may be initiated by other parties as well as by the incumbent 

Factor 7-Purpose of Conqwts- Level 7-4, 220 points 
The incumbent will present information and balanced ana1yses on complex national security and 
defense policy issues to policymakers and varied audiences with an interest in those issues; 
participate in conferences, meetings, or presentations involving problems or public policy issues of 
national or international consequence or importance that are complex, potentially controversial and 
politically sensitive; establish and maintain liaison with executive branch appointees and/or 
Members of Congress and their respective staffs on issues of mutual interest and concern; influence 
and educate policymakers and varied audiences on these issues; correlate professional knowledge 
and expertise with public policy questions; coordinate analytical efforts for the solution of 
important public policy questions; and confer with and advise policymakers and their staffs on 
legislative approaches to national issues (including ~sistance during congressional hearings). 

Factor 8-Phy§igl Demands-l&vel 8-1. 5 points 

The work is sedentary; it is usually accomplished while the incumbent is comfortably seated at a 
desk or t.able. 1bere is some walking and some travel to meetings and conferences away from the 
worksite. 

Factor 9-Work Enviromnent - Level 9-1. 5 l!_Oigts 

The work environment includes the may of risks and discomforts normally found in offices, 
conference rooms, libraries, and similar settings in public buildings. Frequent overtime work, and 
travel with the USD(P) within the U.S. and overseas is required. 

Total Points= 4090; GS-15 range-4055-higher 



~ ~ &. United States 
~ · ~ Office of Government Ethics a

~'fESo~~ 

~1! eJ 1201 New York Avenue, NW, Suite 500 
~~4iliE'Nr 7 Washington, DC 20005-3917 

Shira Pavis Minton 
Ethics Counsel and 
Designated Agency Ethics Official 

U.S. Securities and Exchange Commission 
100 F Street NW. 
Washington DC 20549 

January 10, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for non-responsive 

Dear Ms. Minton: 

non-responsive. You have requested that a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978~ as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon s current position description, your request to exclud~ 
- from reporting requirements is approved. 

You stated and the position description submitted in support of your request reflects that 
!ll'l!f!,!ftll!l!"'lf!ll!IWlfl,ll'l'l!lt•1rll!!'d's position, Information Teclmology Specialist, has no policy-making role with 
respect to agency programs and, therefore; we find that the position meets the exclusion crite1ia. 
Accordingly, the position is hereby excluded from the public financial disclosure reporting 
requirement of Title I of the Ethics in Government Act of 1978, as amended. 

The exclusion applies to all subsequent incumbents who fill the position unless the duties 
of the position change. Because the position description may not change for several years, we 
recommend attaching this document to the position description to avoid inadvertent destruction 
that might occur in accordance with record retention policies. 

If you have any questions regarding this matter, please contact Doug Chapman at 202-
482-9223. 

Sincerely, 

~~~-~ 
f/" 

Joseph E. Gangloff 
Deputy Director for Compliance 



UNITED STATES 

SECURITIES AND EXCHANGE COMMISSION 

WASHINGTON, D.C. 20549 

OFFICE Of' 
ETtilCS COl)NSEL. 

Walter M. Shaub, Jr., Director 
U.S. Office of Government Ethics 
1201 New York Ave., N.W., Suite 500 
Washington, D.C. 20005-3917 

January 6, 2014 

RE: Rec1uest to Exclude Schedule C Position from OGE Form 278 Filing 

Dear Mr. Shaub, 

Pursuant to 5 C.F.R. 2634.203, the Director of the Office of Government Ethics has the authority 
to exclude ce11ain Schedule C positions from the public financial disclosure reporting requirements of 
Title I of the Ethics in Government Act of 1978, as amended. I am requesting that you grant such an 
exemption for the Commission's Schedule C position listed below because this position has no policy role 
with respect to agency programs and the duties are similar to those of the Commission's Confidential 
Assistants, who OGE has exempted from filing an OGE Form 278. 

non-responsive 
Infonnation Technology Specialist 
Office of Chair White 
SK-2210-11 

A copy of the position description is enclosed. If you have any questions, please feel free to 
contact Cheryl Smith, of my staff, at 202-551-5009, or me at 202-551-7938. 

Enclosure 

Sincerely, 

C/i
/J 

1 . 
' / 

I / / /Ut.L- .. 
1ira Pavis Minton 

Ethics Counsel and 
Designated Agency Ethics Official 



POSITION DESCRIPTION 

Position Title: Information Technology Specialist 
Pay Plan: SK 
Supervisory Status: Nonsupervisory 
FLSA Status: Nonexempt 

PD Number: 0368XOO 
Series/Grade: 2210-11 
Position Sensitivity: Moderate Risk 
FPL: 11 

The attached position description has been reviewed by the Supervisor/Manager to assure that the 
major duties are assigned and performed by the employee. The Office of Human Resources is certifying 
that this review has been accomplished. 

Classification/Job Grading Certification: I certify that this position has been classified/graded as required 

lassification Standard.~. . 

-- •f8i·'.2013 

Signature of Person Au~riz~'Establish and Classify position Date 
Name: 
Title: 

Remarks: 



U.S. Securities and Exchange Commission 
Information Technology Specialist, SK-2210-11 
Job Number: 0368XOO 

INTRODUCTION 

The mission of the U.S. Securities and Exchange Commission (SEC) is to protect 
investors, maintain fair, orderly, and efficient markets, and facilitate capital formation. 

The employee is assigned to an office or division within the Headquarters or a regional 
office and provides information technology support SEC programs and operations. 

DUTIES 

Provides day-to-day support for an SEC organization staff and management in the use of 
automated equipment and applications. Works closely with the agency OIT and end users 
to identify and resolve problems as they relate to the functioning and integrating of 
hardware (laptop PC's, desktops, printers, etc.) or with the use of software, both 
commercial off-the-shelf and agency-developed software. 

Supports an assigned SEC office performing a variety of IT operations. Installs, 
configures, and maintains the operating systems or segments of a system environment 
including systems servers and operating systems software on which application programs 
run. Ensures reliability and optimal availability of applications. Identifies problems and 
specific issues, conducts preliminary analyses of systems, and resolves or works with the 
agency OIT to correct the problem. Upgrades, maintains, and repairs a wide range of 
computer equipment and peripheral devices. 

Implements, coordinates, and/or maintains procedures to protect the integrity and 
confidentiality of systems, networks, and data for an assigned organization. Implements 
and coordinates activities designed to ensure, protect, and restore IT systems, services, 
and capabilities. Monitors and evaluates system compliance with IT security 
requirements in the development and operation of network systems. 

Assists users in the configuration of agency-owned laptops and desktops to ensure that 
users are in compliance with prescribed agency standards and policies. Develops or 
maintains a database of documented actions and solution of end-user problems. Develops 
end~user documentation or guides as necessary to disseminate newly developed 
information to office staff. 

Develops, customizes, or acquires application software programs to meet technical and 
functional requirements. Designs and develops efficient and effective applications 
through optimal use of reusable components. Tests, debugs, and maintains software 
programs, ensuring that applications comply with regulatory requirements and are 
consistent with current and planned infrastructure and data environments. · 



Optimizes system performance, installs, reinstalls, configures, recovers lost data files, 
and provides data conversion service. Provides virus protection and detection services, 
and identifies and removes any unauthorized software 

Designs and maintains data management systems and/or databases to meet current and 
future requirements of the organization and its customers. Develops complex queries and 
reports, data dictionaries, data repositories, and/or other data management tools. 
Provides assistance and support for LAN anc:! web operations. 

Researches various training and publication sources including vendor-provided and 
others, and acquires and maintains a good working knowledge of currently available IT 
technologies. 

Responds to requests and provides information to SEC managers. Assists with reviews of 
operational procedures to ensure that functions and responsibilities are accomplished 
efficiently and effectively. .Provides support and assistance in the development of formal 
reports and the implementation of improvements to sites. 

Performs other duties as assigned. 

FACTORS 

Factor 1. Requirements 

Knowledge of techniques, methods, and procedures required to acquire, install, modify, 
integrate, maintain, and repair software and hardware computer systems. 
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Knowledge of various diagnostic and utility software, operating systems software, and 
interaction of the various hardware and software components to aid in troubleshooting, 
problem solving, and debugging of computer systems, as well as the installation of 
systems and programs. 

Knowledge of the capabilities, capacities, and limitations of a variety of hardware to 
include mainframe, minicomputer, and personal computers (microcomputers) to assist 
staff in the assessment of computer.generated information. 

Knowledge of the basic functions of MS DOS, UNIX, and MS Windows operating 
systems in order to interrelate applications of programs to operating system functions for 
workstations on the Local Area Network (LAN). 

Knowledge of and experience with software suites such as Word, PowerPoint, Exchange, 
Excel, Scheduler, and Access to provide full end·user support. 

Knowledge of a range of functions of data communication software packages and ability 
to provide technical support to staff in the use of data communication software. 

Communication skills to convey technical information both orally and in writing. Skill in 
presenting technical findings in meetings and briefings. 

Strong interpersonal skills to interact effectively with SEC senior officials, supervisors, 
co-workers, and the pub I ic. 

Factor 2. Supervision 

Works under general supervision of the unit supervisor. The employee and supervisor, in 
consultation, develop the overall objectives, priorities, and deadlines. The employee plans 
and carries out assignments, resolving most of the conflicts that arise, coordinating with 
others as necessary, and interpreting standards, regulations, and policy on own initiative, 
while keeping the supervisor informed of progress and potential controversies. The 
employee is responsible for the accuracy of all work products. Work is subject to review 
for soundness of approach and consistency with governing policies, procedures, and 

· regulations of the agency. 

Factor 3. Guidelines 

Guidance is provided by SEC regulations, industry standards and pamphlets, and federal 
regulations and guidance. The employee must use these general guidelines and adapt 
them to the assigned systems. The employee is required to use good judgment in making 
decisions when developing new approaches of operation and interpreting guidance. 
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Factor 4. Complexity 

Work performed requires attention to detail in order to insure that products perform and 
conform to the user requirements and that the resulting detailed documentation is 
complete in every aspect. The employee must be able to analyze and identify the causes 
of varying software or hardware problems and to identify the changes necessary to 
correct the problem(s) in a timely manner. One of the most complex aspects of the work 
involves the variety of operating systems and applications being utilized by the agency. 
The employee receives guidance and assistance from other computer specialists or the 
supervisor when complex situations arise. 

Factor 5. Scope and Effect 

Work involves conducting a variety of tasks in several functional areas. Employee uses 
standard methods to resolve conventional problems and issues. Examples of the scope of 
such work include the use of conventional IT methods and standard procedures to 
support the office and assure compliance with regulations and adherence to accepted IT 
principles and management practices; the application of specific rules, regulations, 
principles, and procedures associated with all phases of the work for the assigned 
activities; the application of specific IT regulations, principles, and procedures associated 
with all phases of assigned activities. The work affects SEC programs and activities. 

Factor 6. Personal Contacts 

Contacts are with a variety of offices within SEC and other government agencies. The 
purpose of the contacts is to provide the program/project managers with information and 
advice on the status of their programs, exchange information and provide advice on the 
requirements and written procedures; prioritize and accomplish urgent requests from 
responsible program managers; compile data for review/research; and resolve difficult 
site problems. 
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Douglas L. Chapman 

From: 
Sent: 
To: 
Cc: 
Subject: 

Hello Doug, 

Smith, Cheryl D. {SmithCh@SEC.GOV) 
Thursday, January 09, 2014 11 :03 AM 
Douglas L. Chapman 
Minton, Shira 
non-responsive 

Thank you for reviewing our Schedule C exemption request for 
questions are below: 

non-responsive . My responses to your 

1. What is the GS salary equivalent tolll·l19p•1•WNf's SK-2210-11 pay? 111.11!'f·l·li@3i's series 2210 is an IT 
Specialist and his 
minimum base pay as an SK-11 is $54,558. His base pay is equivalent to a GS-9, Step I 0 ($54,570). 

2. Based on!il•111W•!.!IUNf's position description (pg I, I st sentence of last paragraph), which reads: "Develops, 
customizes, or acquires 
application software programs to meet technical and functional requirements.~·, does he make purchasing 
recommendations or decisions, 
or does he act as a COTR? I have confirmed that m.ntp•MUI does not make purchasing recommendations or 
decisions, and he does 
not act as a COTR. 

Please let me know if you have any further questions. 

Thank you, 

Cheryl D. Smith 
Securities and Exchange Commission 
Office of the Ethics Counsel 
Management & Program Analyst for Public Financial Disclosure Reports (278/278T) 

100 F Street, N.E., (Suite/Mail Stop 9150 SP2) 
Washington, D.C. 20549 

Phone: 
Fax: 
A candle loses nothing by lighting another candle 
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United States 
Office of Government Ethics 
1201 New York Avenue, NW., Suite 500 
Washington, DC 20005-3917 

Cheryl Kane-Piasecki 
Alternate Designated 

Agency Ethics Official 
U.S. Office of Government Ethics 
1201 New York Ave., NW., Suite 500 
Washington, DC 20301-3917 

February 7, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for 111.111@$'1'11 -
Dear Ms. Kane-Piasecki: 

You have requested that , a Schedule C employee, be excluded from 
the public financial disclosure reporting requirements of Title I of the Ethics in Government Act 
of 1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 

non-responsive programs. Based upon 's current position description, your request is approved. 

Your letter states that s GS-09 position has no policy-making role. The 
description of the position does not indicate the possibility of promotion beyond GS-09. 
Approval of your request to excludei:(.]1!iifj.j•lr@kM from reporting requirements is granted as long 
as the position remains graded at the GS-09 level and there is no promotion potential within the 
position. In the event that either of these conditions changes, the approval to exclude. 
- from public financial disclosure reporting requirements would be revoked. If 
appropriate, you could then request a new exclusion. 

The exclusion and its conditions apply to all subsequent incumbents who fill the position 
unless the duties or grade and promotion potential of the position change. Because the position 
description may not change for several years, we recommend attaching this document to the 
position description to avoid inadvertent destruction that might occur in accordance with record 
retention policies. 

If you have any questions regarding this matter, please contact Doug Chapman at 202-
482-9223. 

Sincerely, 

~a'{Y~~-~(/1' 
Joseph E. Gangloff 
Deputy Director for Compliance 



~ ~ Office of Government Ethics c United States 

'6..1! ~ 1201 New York Avenue, N\V., Suite 500 
~-tAn.~ ~ Washington, DC 20005-3917 

·~.ENT~ 

Walter M. Shaub, Jr., Director 
U.S. Office of Govenunent Ethics 
1201 New York Ave., NW., Suite 500 
Washington, D.C. 2005-3917 

February 6, 2014 

RE: Request to Exclude Schedule C Position from Public Filing 

Dear Mr. Shaub, 

Pursuant to 5 C.F.R. section 2634.203, the Director of the Office of Government Ethics 
has the authority to exclude certain Schedule C positions from the public financial disclosure 
reporting requirements of Title I of the Ethics in Government Act, as amended. I am requesting 
that you grant such an exclusion to the Schedule C position listed below because this position has 
no policy role with respect to agency programs. 

non-responsive 
Confidential Assistant 
Office of the Director 
GS-301-09 

A copy of the position description is attached. Please contact me if you have any 
questions about this request. 

_,,, ·. 

--Sinc~rely, 
' 1 

J,/ 11 
.. j '(__,/(_,,.L/ 

Attachment 



INTRODUCTION 

CONFIDENTIAL ASSISTANT 
GS-301-09 

PD# 14E212 

This position functions as a Confidential Assistant to the Director, Office of Government 
Ethics. The position requires a highly confidential working relationship with the Director 
in order to successfully carry out the duties assigned. The performance of the 
assignments requires an intimate knowledge of the views, plans, and interests of the 
Director. The incumbent will be expected to reflect his/her supervisor's philosophies in 
the performance of duties. 

MAJOR DUTIES 

The incumbent is responsible for a variety of special and confidential assignments of a 
sensitive nature relating to the supervisor's concerns with policy and program issues 
involving contacts with senior officials at OGE, and other Federal agencies. The 
incumbent assists in studies involving confidential matters of impact and importance to 
the initiatives of the organization. The incumbent communicates important 
developments in order to assist the supervisor in providing current, accurate 
information. The incumbent keeps abreast of current programs and planned activities 
through program reports, correspondence, program instruction and relevant data. 

The incumbent gathers information involving procedural data for program planning, acts 
as a liaison, advises others of the supervisor's viewpoints, clarifies instructions, and 
ascertains the progress of assignments when appropriate. 

The incumbent attends staff meetings and conferences, ensuring that the supervisor is 
fully briefed on agenda items and has all pertinent background information. 
Independently locates, assembles, prepares and disseminates needed documents in 
advance when possible and prepares reports of meetings. Coordinates any follow-up 
actions on matters resulting from meetings and personally tracks the progress of items 
of immediate concern to the Director. 

The incumbent reviews and screens correspondence of a confidential, personal or 
sensitive nature and assures that responses reflects the approach, style and views and 
policies of the Office of Government Ethics and the Director. 

The incumbent has access to personal, confidential and sensitive material and 
exercises a high degree of discretion and tact with respect to the nature of these 
materials. The performance of these duties requires knowledge of the principles, 
policies, and methods applicable to the special assignments given in order to achieve 
the results expected by the Director. The incumbent must select appropriate techniques 
and methods to solve problems and improve effectiveness. 
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FACTOR 1 -KNOWLEDGE REQUIRED BY THE POSITION (LEVEL 1-6, 950 
POINTS) 

Knowledge of the theory and principles of management including administrative 
practices and procedures common to organizations, and standard qualitative and 
quantitative analytical techniques. Skill in applying analytical and evaluative techniques 
to the identification, consideration, and resolution of issues or problems of a procedural 
or factual nature. Skill in conducting interviews with supervisors and employees to 
obtain information about organizational missions, functions, and work procedures. 
Knowledge of the duties, priorities, commitments, policies, and goals of the Director and 
the senior staff. 

Skill in advising and instructing secretaries concerning such matters as directives, 
reports, correspondence and telephone procedures. Knowledge of grammar, spelling, 
punctuation and required formats. · 

FACTOR 2 - SUPERVISORY CONTROLS (LEVEL 2-3, 275 POINTS) 

The supervisor assign projects in terms of issues, organizations, functions, or work 
process to be studied and sets deadlines for completing work. The employee plans, 
coordinates, and carries out the success steps in fact-finding and analysis of issues 
necessary to complete each phase of assigned projects. Work is reviewed for 
conformance with overall requirements as well as contribution to the objectives of the 
study or assignment. Complete work products are also reviewed for consistency with 
reports, summaries, justification information, etc. 

FACTOR 3 - GUIDELINES (LEVEL 3-3, 275 POINTS) 

Guidelines consist of standard reference material, texts, and manuals covering the 
application of analytical methods and techniques (statistical, descriptive or evaluative) 
and instructions and manuals covering the subjects involved (e.g., organizations, 
equipment, procedures, policies, and regulations). 

Analytical methods contained in the guidelines are not always directly applicable to 
specific work assignments. However, precedent studies of similar subjects are available 
for reference. The incumbent uses judgment in choosing, interpreting, or adapting 
available guidelines to specific issues or subjects studied. The incumbent analyzes the 
subject and the current guidelines which cover it (e.g., workflow, delegations of 
authority, or regulatory compliance) and makes recommendations for changes. 

FACTOR 4 - COMPLEXITY (LEVEL 4-3, 150 POINTS) 

The work principally involves dealing with problems and relationships of a procedural 
nature rather than the substance of work operations, issues, or other subjects studied. 
The incumbent analyzes the issues in the assignment, then selects and applies 
accepted analytical techniques such as task analysis, work simplification, work-flow . . 
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charts, workload measurement, and trend analysis to the resolution of procedural 
problems affecting the efficiency, effectiveness, or productivity of the organization 
and/or workers studied. 

Findings and recommendations are based upon analysis of work observations, review 
of production records or similar documentation, research of precedent studies, and 
application of standard administrative guidelines (e.g., staffing guidelines or 
performance and production standards). 

FACTOR 5 - SCOPE AND EFFECT (LEVEL 5-3, 150 POINTS) 

The purpose of the work is to plan and carry out projects to improve the efficiency and 
productivity of organizations and employees in administrative support activities. The 
employee analyzes work processes and makes recommendations to resolve situations 
in work-flow, office rules and regulations and administrative procedures. Completed 
reports and recommendations influence decisions by managers concerning the internal 
administrative operations of the organizations and administrative activities. 

FACTORS 6 - PERSONAL CONTACTS (LEVEL 6-2, 75 POINTS COMBINED) 

Personal contacts are with agency staff, representatives of various groups, and the 
general public in moderately structured settings. 

FACTOR 7-PURPOSE OF CONTACTS (LEVEL 7-B) 

The purpose of internal contacts is to provide advice to managers and administrative 
support employees on program related issues and concerns. Contacts typically involve 
such matters as identification of decision-making alternatives, or recommendations for 
resolving administrative problems. 

Contacts with others typically involve coordination of schedules, conferences and 
responding to requests for information. 

FACTOR 8 - PHYSICAL DEMANDS (LEVEL 8-1, 5 POINTS) 

The work is primarily sedentary. It occasionally requires carrying light objects such as 
files, books and papers. No special physical qualifications are required. 

FACTOR 9 - WORK ENVIRONMENT (LEVEL 9-1, 5 POINTS) 

The work is performed in an office setting. 

1885 Points 
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United States 
Office of Government Ethics 
1201 New York Avenue, N\\~, Suite 500 
\Xlashington, DC 20005-3917 

Janice Kaye 
Designated Agency Ethics Official 
Room223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of 
Confidential Assistant to the Deputy USTR (GS7 /9) 

Dear Ms. Kaye: 

You have requested that the position of Confidential Assistant to the Deputy USTR 
(GS7/9), a Schedule C position, be excluded from the public financial disclosure repo1iing 
requirements of Title I of the Ethics in Government Act of 1978, as amended. Your request was 
made pursuant to 5 CFR § 2634.203, which allows the United States Office of Government 
Ethics to exclude the incumbents of Schedule C positions from reporting requirements if the 
incumbent has no policy-making role with respect to agency programs. Based upon the current 
position description for this position, your request to exclude incumbents of this position from 
reporting requirements is denied. 

The position description submitted in supp01i of the request indicates that the position 
entails policy-making responsibilities. hi particular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

The incumbent assists the DUSTR on a variety of ad hoc administrative, policy 
matters and special projects . 

. . . the incumbent has continual access to highly sensitive information in carrying 
out duties, and must be responsive to the DUSTR's guidance with respect to 
maintaining the confidentiality as well as the effectiveness of his work. 

Incumbent facilitates the interchange of information, proposals and ideas within 
the Office. Develops an effective operational relationship and ensures that USTR 
policy development is coordinated with EOP offices, executive agencies, 
Congress, Public Interest Groups and State and Local Governments, as 
appropriate, and advises the DUSTR of the pru1ies' interest. 

Coordinates and monitors project planning and assignments within the office and 
advises the DUSTR on priorities. Incumbent attends staff meetings and reports 
on matters related to own areas of responsibility and follows up on issues raised 
requiring further research. Also offers useful suggestions where appropriate. 



Ms. Janice Kaye 
Page2 

The incumbent receives incoming telephone calls for the Deputy U.S. Trade 
Representative. . . When the calls involve matter on which the Ambassador will 
require background information, incumbent tactfully postpones the conversation, 
obtains required information, and presents it to supervisor prior to informing him 
of the pending call. 

At own initiative, the incumbent informs staff members of developments in 
conferences or meetings and makes arrangements for the implementation of 
commitments made to supervisor. 

Recognizing the need for a response, and the Ambassador's views and desires, the 
incumbent drafts letters of acknowledgement, commendation, notification, etc. 

Incumbent develops material for the Ambassador's use in public speaking 
engagements. 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure report. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223 

nan 
puty Director for Compliance 



POSITION DESCRIPTION (Please Read Instructions on th9 Back) 
1. Ager.cy Position No. 

2. Reason rcr Submlu!on r· SifV!ce ~. Emp!oyV"lg Olrloo Looalloo 6. Duty Stallon 6. OPM Certlfle;itto."l No. 

0RedemipUao [8] Ne·H [g]Hdqlrs 0Fklhl Washington, DC Washington, DC 
0 Reesfabfishmlll11 Octher 7. Fa!r Labor S!andards Acl 8, Financial S!alemOll!s Roq~l'od 9. SubjKt lolAAcll~n 

ExplanaUon (Shaw any positions 1ep!eced) 
IX] Exempt 0 Nonoxempl u~ Pllt$IXVlOI Fna'1<1"1 Ol<dclswe o~rMl'>land Fi:.....- (II lnle<WI rxlves nNo 

10. ?osltoo Status 11. Posmon Is 12. Senslllvl!y 13. CompeUtfve Level Coile 

OcQITlpetitlve 0Sui>Mlsory D 1-Non- ~3-.crit~ &.rt-li!i\'I) 
[8Je:xcepted (Specif/ In Remarks) 0Ma."1a9er'.al 

02-~ 04-Spedal 14. Agency Use 

0SES (Gen.) 0 SES (CR) [8]Neltller 800$!'.f.'l 

15. Classlfled/Graded by Official TiUe of Position 
a. O~e o< Personnel 

MBl\agemont 
--·-·· -· b. Depn rlmfflll, 

Ag1mcyot 
Conndentlaf Assistant to the Deputy USTR Eslabllsllment 

o Second LoYet 
Rovlcw 

d. First level 
Review 

e. Recommended by 
Su~arvlSC>I' or 
lnft atlng Offlce 

16. OrgarllzaConal TIUe ol Pos~lon (if diff6ron/ from otnc;/al tltlu) 

HI. Oepartment, Aaancy, CJ/' Eslebllsliment 

Executive Office of the President 
a. First SubdMston 

Office of the U.S. Trade Representative 
b. scoond Subdivision 

19. Employee Rev!&'.\'"Thls Is an 11CWralo de~trlpUon cf !ho maJo; 
dullos eod responsibU~les of my poshlon. 

a. Employco (opllonal) 

Pav Plan Q{)CUDatfonal Code Grade lniUAI~ Date 

AD 0301 oo• GB 7/d-s-)11 --

l "'' • .. •• 

non-responsive 
e (lf vacant, specify} 

o. Third Subd lvJ,skm 

d. Fcurlh Sub<lMslOll 

e. Flflh SubdMskm 

Sl!)nA!ma of tomploY8a (opllr>nal) 

this Information fs to be used for sfatu/ory purposes reiating-to-
ap11olnlm~I and payment of public fUnds, anrf that false or mls/ea(Jing 
Sldlemenls may constitute violations of such statutes or lhe7r 
lmplemonllng rogu/allcns. 

22. Pc~Cllon Classiflcatlon Standards Used lo Classfly'.nglGradl~ Position 

US OPM PCS for Mlscellaneous Administration & Program 
Serles, GS-301, dated Jan. 1979; Administrative Analysis 
Grade Evaluation Gulde, TS-98 August 1990; Primary Standard 
1--------~----------~·------------

b.Supervlsor I 
-------t----+----1-------1---~~---J----+----+---··i--····--·---

-~~nss~e_r ____ ~ J -·-·~---'---~.__ ____ .._ __ .._~~~~--'----=-------''------'I'--~---~ 
24. Remarks 
"'AD position duties described In this Assistant to the Deputy USTR PD are equivalent to the GS-09 grade level. 

25. Description of Major Duties al'\d Responsibllilles (See Attached} 
NSN 7040-00·634-i265 P1aV:ous Edition Usable 6006-108 



Opliornffomi&(OACK) (Revls9d i/8S) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order lo comply with lhe requirements of FPM Chapter 295 
subchapler 3, and other provisions of Iha FPM, agencies mus! 
complete the Items marked by an asterisk. Agencies may determine 
whal other Items are to be used. 

*1. Enter position numbEir used by the agency for control purposes. 
See FPM Chap!er 312, Subchapter 3. 

•2. Check one. 

• "RedescripUon" means the dulles and/or responslblUllas of an 
existing position are being changed. 

• "New" means the eoslllon has not previously existed. 
• "Reeslabllshmenl means the position previously existed, bul 

had been cancelled. 
• "Other* covers such things as change In Ulle or occupatronal 

series without a change In duUes or responslblll!les. 
• Thi:t "Eicpla.na.Uon" section should be use<i to show the reason II 

"Other" ls checked, as well as any poslllon(s} replace<i by position 
number, !Ille, pay plan, occupatlonal code, and grade. 

3. Check one. 
~4. Enter geographical location by city and Stale (or if position Is In a 

foreign country, by city and country). 

*!i. Enter geographical locaUon if different from that of #4. 

6. To be completed by OPM when certifying positions. (See Item Hi 
for dale of OPM certlficatlon.) For SES and GS-16/18 
positions and equivalent, show the position number used on 
OPM Form 1390 {e.g., DAES0012). · 

7. Check one lo show whether the incumbent Is exempt or 
nonexempt from Iha minimum wage and overtime provisions of 
lhe Fair Labor Standards Act. See FPM Chapter 551. 

8. Check box If stelemenl Is required. See FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial interests Stalemenl · . 

9. Check one to show whelher ldenUcal AddlUonal positions are 
permllted. See FPM Chapter 312, Subchapter 4. Agencies may 
show !he number of such positions authorized and/or eslabllshed 
after the "Yes" block. 

10. Check one. See FPM Chapler 212 for Information on tho 
competitive service and FPM Chapter 213 for the excepted 
se1V1ce. For a pos!Uon In lha excepted service, enter authority 
for tile exception, e.g., "Schedule A·213.3102{d)" for Atlornoy 
positions excepted under Schedule A of Uie Clvll Service 
Regulatlons. SES (Gen) stands for a General position In the 
Senior Executive Service, and SES (CR) slandS for a Career 
Rese1ved poslllon. 

11. Check one. 

• A ''Supervisory' posllfon is one that meets the requirements 
for a supervisory Ulle as set forth Jn current OPM ciasslfication 
and Job-grading guidance. Agencies may designate lirsl-level 
supervisory poslllons by placing "1" or "1st" after "Supervisory.• 

• A "Managerial' position Is one that meets the requirements for 
such a deslgnallon as sol forth In currant OPM classlllcatlon 
guidance. 

12, Check one to show whelher the position Is non-senslllve, 
nonc11Ucal senslUvo, Cfillcal senslllvo, or special senslUve for 
securit~ purposes. If this Is an ADP poslllon, write U1e letler •c• 
beside the sensitivity. 

13. Enter competillve level code for use In reduc!lon-in·force actions. 
Sae FPM Chapter 351. 

14. Agencies may use this block for any addilional coding 
requirement. 

•15, Enter classificallon/job grading ecllon. 
• For "Official T!Ue of Position," see the applicable classification 
or lob grading standard. For positions not covered by a 
published standard, see the General lnlroduc:!lon to "Position 
Classlfication Standards,'' Section Ill, for GS posll!ons, or FPM 
Supplement 612-1, "Job Grading System for Trades and Labor 
Occupations," Part 1, Section Ill. 

•For "Pay Pian code, see FPM Supplement 292-1, "Personnel 
Data Standards,• Book Ill. 

• For •occupational Coda,'' see the applicable standard; or, 
where no standard has been published, see the "Handbook of 
Occupallonal Groups and Serles of Classes" for GS positions, 
or FPM Supplement 512·1, Part 3, for trades and labor 
positions. For all positions Jn scientific and engineering 
occupations, entor the two-digit functional classlflcallon 
codo In rarentheses lmmod!aloly following the 
occupa!lona code e.g., "GS-1310114)." The codes are 
listed and discussed In the General lntroductlon lo "Pos!llon 
Classification Standards," SecUon VI. 

16. Enter the organizational, funcUonal, or worklng tltle If lt differs 
from lhe official title. 

17. En!er the name of the fncumben!. If lhera is no Incumbent, enter 
"vacancy." 

'18. Enter Iha organizaUonal location of Iha poslUon, starting wllh the 
name of the uepartmant or agency and working down from there. 

19. If the position is occupied, have the Incumbent read the attached 
descnpfion of duties and responsfbllltles. The employee's 
signature Is optional. 

•20. This statement normally should be certified by lhe immediate 
supervisor of the rosftlon. Al Its option, en agency may also 
have a hlgher-leve supervisor or manager certify the s!atement. 

'21. This statement should be certified by Iha agency official who 
makes the classlllcallon/job grading decision. Depending on 
agency re~ulations, this offlclal may be a personnel office 
representative, or a mana11er or superVlsor delegated 
ciassrncatlon/job grading aulhorlty. 

22. Enter the poslllon dasstticalionnob grading standard(s) used and 
Iha dale of issuance, e.g .. "Maif and File, GS·305, May 1977. • 

23. Agencies are encouraged to review perlodlcally each eslabllshed 
posH!on lo determine whelher lhe poslUon Is still necessary and, 
If so, whether Iha position description Is ·adequate and 
classificalfonilob grading Is proper. See FPM Letter 636-1 (lo be 
Incorporated Into FPM Chapter 536). This section may be used 
as part of lhe review process. Tho employee's lnltfals are 
opUonal. The lnlllals by !ha supervisor and classifier represent 
recerUflcaUons of lhe statements In items #20 and #21 
respectively. 

24. This section may be used by the agency for addi!lonal coding 
requirements or for any appropriate remarks. 

•26. Type the description on plaln bond paper and attach lo the form. 
The agency poslllon number should be eh own on the attachment. 
See appropriate Instructions for format of lhe description and for 
any requirements for evaluaUon documentation, e. g,, 
"Instructions for.the Factor Evaluation System." In the General 
Introduction to "Position ClasslficaUon Standards," SecUon VIL 



Confidential Assistant 
AD-301 (equivalent to GS-301-9) 

MAJOR DUTIES 

The incumbent serves as an aide and confidential assistant to the Deputy United States 
Trade Repl'esentative (DUSTR). The DUS1R has the title of Ambassador and an 
Executive Level III. The incumbent assists t11e DUSTR on a variety of ad hoc 
administrative, policy matters and special projects. As an assistant to the DUSTR, 
incumbent participates in the management of the supervisor's program by managing 

. internal nontechnical affaks and administrative activities of the office of the DUSTR. 
Coordinates projects which involve daily contact, with other Cabinet officers, senior 
White House staff, members of Congress, ranking foreign govemment representatives 
and senior private sector executives. Duties require a broad knowledge of the DUSTR1s 
policies, views, and special interests. · 

The Confidential Assistant to the DUSTR serves as a close personal assistant, and as 
such, must be a person iu whom the DUSTR has complete trust and confidence. In this 
capacity, the incumbent has continual access to highly sensitive infonnation in carrying 
out duties) and must be responsive to the DUSTR's guidance with respect to maintaining 
the confidentiality as well as the effectiveness of his work. 

1. Administers the means for which the DUSTR can effectively monitor and 
coordinate the efforts of the staff. Incumbent facilitates the interchange of 
infonnation, proposals and ideas within the Office. Develops an effective 
operational relationship and ensures that USTRpolicy development is coordinated 
with BOP offices, executive agencies~ Congress, Public Interest Groups and State 
and Local Governments, as appropriate, and advises the DUSTR of the parties' 
interest. 

2. Incumbent is responsible fo1· assisting the DUSTR with staff management and 
guidance. Recommends changes in office policy. Coordinates and monitors 
project planning and assignments within the office and advises the DUSTR on 
priorities. Incumbent attends staff meetings and reports on matters related to own 
areas of responsibility and follows up on issues raised requiring fi.ll'ther research. 
Also offers useful_ suggestions where appropriate. 

3. The incumbent receives incoming telephone calls for the Deputy U.S. Trade 
Representative, determining the identity of the caller and nature of the call, Many 
of the calls must be diverted. Determines which in own judgment must be directed 
to supervisor, which can be handled personally, ancl which can be referred 
elsewhere. When the calls involve matter on which the Ambassador will require 
background information, incumbent tactfully postpones the conversation, obtains 
required information, and presents it to supervisor prior to informing him of the 
pending call. 



4. The incumbent makes mrnngements for conferences on a wol'ld-wide basis, 
including the acquisition of required space, people, time, etc. Informs all 
participants of topics to be discussed and provides background information and 
material to them. Incumbent may be called upon to provide summary papers and 
compose detailed accmmts of any such conferences. At own initiative, the 
incumbent infonns staff members of developments in conferences or meetings and 
makes atTangemcnts for the implementation of commitments made by supervisor. 
The incumbent keeps informed of the cun-ent status of work in progress thro-ugh 
the Office of the United States Trade Representative and is responsible for 
channeling such infonnation to supervisor when it desh'able to do so. 

5. Incumbent receives all incoming mail, determining what can be handlecl personally 
and forwards the remainder, with appropriate notations, to those staff members 
who are to be held responsible for a response. Assures the follow-ups are made in 
a reasonable length of time. Incumbent reviews all replies to co11·espondence for 
the Ambassador and the staff. 

6. Incumbent keeps supervisor's calendar, establishing priorities, refusing 
appoi11tments, etc. Using own initiative, the incumbent arranges for other staff 
members to serve as the representative of the Ambassador for official function 
where he/she feels it is desirable to do so. 

7. Incumbent acts as a liaison between the Ambassador and the staff in the scheduling 
of briefings, interagency meetin~s, and foreign negotiations. 

8. Recognizing the need for a response, and the Ambassador's views and desires, the 
incumbent drafts letters of acknowledgement, commendation, notification, etc. 

9. Inctunbent assists with the selection of clerical, stenographic, and secretarial 
employees in supervisor's organization, and assists with the assignment selection, 
etc. Incumbent coordinates other personnel actions, at the Ambassador1s request, 
with the administrative staff. In addition to personnel actions, the incumbent 
assures that all types of administrative coverage is made for the office of the 
Ambassador such as telephone changes, computer services, payment of invoices, 
acquisition offumiture, etc. Incumbent maintains a knowledge of purchase 
chargeable to representation funds and composes memoranda to the administrntive 
staff regarding expenditures from that account. 

10. Incumbent insures that all official social obligations are met. Arranges luncheons, 
issues invitations, insures proper seating arrangements in accordance with standard 
protocol, invites guest speakers, etc. Settles accounts with restaurants, clubs or 
caterers as necessary. 

11. Incumbent develops material for the Ambassador's use in public speaking 
engagements. Afte1· ascertaining subje~t matter, coordinates background papers 



with the staff. Assures that previous biographical data and other materials are sent 
to the group before which the Ambassador is to speak. 

12. Incumbent mal\es all of the travel anangements for the Ambassador including, 
when appropriate, coordination with the White House fo1· Military transportation. 
Incumbent may be requested to travel with the Ambassador as necessary. 

13. The incumbent supervises secretarial persom1el within the Office and coordinates 
overall activity within the Office. 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION 

1. Ability to asce1tain detailed 1mowledge of on-going USTR programs and staff 
assignments. 

2. Thorough knowledge and familiarity with the activities of the Office of the USTR 
and its role in the Executive Office of the President; and the ways in which the 
executive branch operates in various Federal departments and agencies. 

3. Sound relationships with professional and supp mt of USTR in order to provide the 
most effective service to the Deputy. 

4. A background which includes previous dealings with the general public and top~ 
level persons in the Federal Government and foreign officials. 

5. Sound judgment in handling sensitive information. Ability to represent and 
maintain the trust and confidence of the DUSTR. is essential. 

6, Initiative, creativity in handling problems of substantive and administrative nature, 
and have familiarity of the most appropriate and expedient points of contact in 
USTR, Executive Office of the President, and other Federal departments and 
agencies to resolve matters. 

7. Superior judgment and tact to perfo11n the variety of duties and responsibilities 
with discernment and ingenuity, frequently under pressure. 

FACTOR 2. SUPERVISORY CONTROLS 

The supervisor makes assignments by defming objectives, priorities, and deadlines; and 
assists employee with unusual situations which to not have clear precedents. 

The employee plans and canies out the successive steps and handles problems and 
deviations in the work assignment in accordance with instmctions, policies, previous 
training, or accepted practices in the occupation. 



Completed work is usually evaluated for technical soundness, appropriateness, and 
confonnity to policy and requirements. The methods used in arriving at the end results 
are not usually reviewed in detail. 

FACTOR 3. GUIDELINES 

Guidelines are available, but are not completely applicable to the work or have gaps in 
specificity. 

The employee uses judgment in interpreting and adapting guidelines s1ich as agency 
policies, regulations, precedents and work directions for application to specific cases or 
problems. The employee analyzes results or recommends changes. 

Due to the nature of this position, the incumbent will frequently find her/his supervisor 
confronted with office emergencies, frequent interruptions and changing needs which 
she/she must be able to handle effectively without guidance. 

FACTOR 4. COMPLEXITY 

The responsibilities of this position encompass the entire range of activities and functions 
of the USTR Office. TI1c principal responsibility of the incumbent is to J'rovide 
assistance to the DUSTR by the perfo1ma11ce of diversified tasks and activities which 
enhance the DUSTR's effectiveness in conducting the affairs of the Office of the USTR. 
Other major responsibilities are those of a confidential assistant, and to act as a personal 
representative of the D USTR in dealings with the USTR staff and with legislative a11d 
high~leveJ executive brnnch officials on matters which require transmittal of the 
DUSTR's views and policies. The focumbent must be able to deal with pressure created 
by the DUSTR' position and assist in shielding the DUSTR from becoming involved 
needlessly in matters which the incumbent, personally, can resolve. 

FACTOR 5. SCOPE AND EFFECT 

Serving as an aide and confidential assistant to the Deputy United States Trade 
Representative, who lias Ambassadorial title (Executive Level III), the incumbent will 
participate in the management of supervisor's programs by perf01ming secretarial, 
cledcal, and administrative duties requiring both a good working knowledge of the 
Ol'ganization and programs under supervisor's views on policy and cm1·ent problems and 
issues. The incumbent will also be responsible for accepting or declining official social 
functions for the Trade Representative. 

FACTOR 6. PERSONAL CONTACTS 

Has extensive, frequent contacts, in person and by telephone with White House 
personnel, Cabinet and Sub-Cabinet officials, Members of Congress and senior corporate 
executives, to coordinate plans participants, and agenda for meetings and conferences. 



FACTOR 7. PURPOSE OF CONTACTS 

Receives and places incoming and outgoing telephone calls for the DUSTR as requested 
or as determined as appropriate. 

Incumbent transmits the DUSTR's instrnctions to key USTR officials, including guidance 
011 the preparation of documents and co1rnspondence for the President, the Congress, or 
other agencies. 

FACTOR 8. PHYSICAL DEMANDS 

The incumbent's work requires some walking, standing, bending, and the canying of light 
items such as books and papers. (Note: Overtime is required and frequently on short 
notice). 

FACTOR 9. WORK ENVIRONMENT 

The work includes the everyday risks and discomforts typical of offices and meeting 
moms .. 

This position is subject to the Fair Labor Standards Act 
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Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 295, 
subchapter 3 and other pro\lfslons of Ille FPM, agencies must 
comrlete the Items marked by an asterisk. Agencies may determine 
wha other items are to be used. 

*1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapfer 3. 

•2. Check one. 

• ''Redescrtptlon" means the dutles and/or responsibilities of an 
exlstlng posll/on are being changed, 

• "New• means the eosltlon has not previously existed. 
• "Reeslabtlshment means the position previously existed, but 

had been cancelfed. 
• "Olhe(' covers such things as change In title or occupatlonal 

series without a change In duties or responslbllltles. 
• The "Explanallon" section should be used to show tile reason If 

''Other'' Is checked, as well as any poslllon(s) replaced by position 
number, !Ille, pay plan, occupatlonal code, and grade. 

3. Chee,\ one. 

•4, Enter geographical location by clly and Stale (or If position ls In a 
foreign counlry, by clly and country). 

•5, Enter geographlcal location If different from that of #4. 

6. To be completed by OPM when certlfylng positions. (See Item 15 
for date of OPM certification.) For SES and GS-16/18 
positions and equlvalen~ show Iha poslllon number used on 
OPM Form 1390 (e.g., DAES0012), 

•1. Check. one to show whether the Incumbent Is exempl or 
nonexempt fr.om the minimum wage and overtime provisions of 
the Fair Labor Standards Acl. See FPM Chapter 551. 

8. Check box If statement is required. See FPM Chapter 734 for 
the Executive Personnel Financial Dfsclosure Report, SF 278. 
See FPM Chapter 735, Subchap!er 4, for the Employmenl and 
Financial Interests statement. 

9. Check one to show whether Identical Additional positions are 
perm!Ued. See F PM Chapter 312, Sub chapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Check one, See FPM Chapter 212 for Information on lhe 
competitive service and FPM Chapter 213 for the excepted 
ser\lfco. For a position In !he excepted service, enter authority 
for the excopllon, e.g., "Schedule A-213.3102(d}" for Attorney 
posillons excepted under Schedule A of llie Civil Service 
Regulations. SES (Gen) stands for a General position In the 
Senior Executive SelVice, end SES (CR) stands for a Career 
Reserved position. 

11. Check one. 

• A •supervisory• posl!ion Is one that meets Iha requirements 
for a supervisory tille as set forth In current OPM classrncallon 
and job-grading guidance. Agencies may doslgnale first-level 
supervlsory positions by placing "1" or "1st" after ·supervisory.• 

• A ''Managerial" position Is one that meets the requirements for 
such a designation as set forth In current OPM classification 
guidance. 

12. Check one to show whether the poslllon is non-senslUve, 
noncri!lcal sensitive, crillcal sensitive, or speclal sensitive for 
security purposes. If this Is an ADP position, write the letter "C" 
beside Iha senslllvily. 

13. Enter competitive level code for use in reduction-in-force aclions. 
See FPM Chapter 351. 

14. Agencies may use this bloc!-< for any addllfonal coding 
requirement. 

•15, Enter classlflcallon/job grading action. 
• For "Olfic!al TUia of Position," see the appllcable classlRcatlon 
or job grading standard. Forposrtlons not covered bX a 
(>Ubllshed standard, see the General Introduction to Posf!fon 
Classtncation Standards," Section Ill, for GS positlons, or FPM 
Supplement 512-1, •Job Grading System for Trades and Labor 
occupallons," Part 1, Section ltl. 

• For "Pay Plan code, see FPM Supplement 292-1, 'Personnel 
Data Standards,• Book Ill. 

• For "Occup11tlonal Coda," see lhe applicable standard; or, 
where no standard has been published, see the ''Handbook of 
Occupatlonal Groups and Serles of Classes" for GS positions, 
or FPM Supplement 512-1, Part 3, for lrades and labor 
positions. For all positions In scientific and engineering 
occupations, enter the two-digit functional classlflcatlon 
code In parentheses immedlately following tho 
occupatlonal code, o.g., "GS-1310{14)." The codes are 
listed and discussed In !he General ln!rOducllon to "Position 
Classlflcallon Standards," Section VI. 

16. Enter the organizational, functional, or working title if It differs 
from the officfal Utle. 

17. Enter the name of the fncumbenl. If lhere Is no Incumbent, enter 
"vacancy.• 

•1a. Enter the organizallonal location of the position, starting with !he 
name of the department or agency end working down from there. 

19. If the posltlon Is occupied, have lhe Incumbent read the attached 
descnpUon of duties and responslbllltles. Tue employee's 
signature Is optional, 

•20. This statement normally should be certified by !he Immediate 
supervisor of the rosilion. At its option, an agency may also 
have a higher-lave supeNisor or manager certlfY lhe statement. 

•21. This statement should be certlffed by the agency official who 
makes the c/asslflcatlonljob grading decision. Depending on 
agency regulations, this offlc!al may be a personnel office 
represenlallve, or a manager or superVlsor delegated 
classlflcallon/job grading authorlty. 

22. Enter the pos!Uon classilicatlonJlob grading standard(s) used and 
· lhe date of Issuance, e.g., "Mair and Fiie, GS-306, May 1977." 

23. Agencies are encouraged to review perlodlcally each established 
position to determine whether Iha position ls still necessary and, 
if so, whether the position description Is adequate and 
ciasstllcaUon1ob grading Is proper. See FPM Letter 5M-1 (to be 
incorporated nto FPM Chapter 536), This section may be used 
as part of the review process. Iha employee's lnlllals are 
optional. The lnillais by the supervisor and class!Rer represent 
recertlHcalfons of the statements In Items #20 and #21 
respectively. 

24. This section may be used by Iha agency for addlllonal coding 
requirements or for any appropriate remarks. 

•25, Type the description on plain bond paper and allach to the form. 
The agency pos!Uon number should be shown on Uie uUachmant. 
See appropriate fnslructrons for format of the description and for 
any requirements for evaluation documenlatlon, e. g., 
''Instructions for the r-aclor Evaluation System," In the General 
Introduction to "Position Classillcatlon Standards,'' Section VII. 



Confidential Assistant 
AD~301 (equivalent to GS-301-7) 

STATEMENT OF DIFFERENCE TO: 

Confidential Assistant 
ADw301 (equivalent to GSw3Qlw9) 

The incumbent pe1fo11ns duties that are essentially the same as those performed at the 
GS-09 level, but with a closer level of supervision. The incumbent is under the direction 
of the Deputy U.S. Trade Representatives who defines objectives, priorities, and 
deadlines and assists the incumbent with unusual situations that do not have clear 
precedents. The incumbent pl~ns and carries out the successive steps and handles 
problems and deviations in the work assignments in accordance with instructions, 
poHcies, previous training, or accepted practices in the occupation. Work is reviewed for 
technical soundness and conformity with agency policy and established objectives. 



Confidential Assistant 
AD·301 (equivalent to GS·301·9) 

MAJOR DUTIES 

The incumbent serves as an aide and confidential assistant to the Deputy United States 
Trade Representative (DUS1R). n1e DUSTR has the title of Ambassador and an 
Executive Level III. The incumbent assists the DUSTR on a variety of ad hoc 
administrative, policy matters and 'special projects. As an assistant to the DUSTR> 
incumbent participates in the management of the supervisor's program by managing 
intemal nontechnical affairs and administrative activities of the office of the DUSTR. 
Coordinates projects which involve daily contact, with other Cabinet officers, senior 
White House staff> members of Congress, ranking foreign government i·epresentatives 
and senior private sector executives. Duties require a broad knowledge of the DUSTR's 
policies) views, and special interests. 

The Confidential Assistant to the DUSTR serves as a close personal assistant~ and as 
such, must be a person in whom the DUSTR has complete tmst and confidence. In this 
capacity, the incumbent has continual access to highly sensitive information in carrying 
out duties, and must be responsive to the DUSTR's· guidance with respect to maintaining 
the confidentiality as well as the effectiveness of his work. 

1. Administers the means for which the DUSTR can effectively monitor and 
coordinate tl1e efforts of the staff. Incumbent facilitates the interchange of 
information, proposals and ideas within the Office. Develops an effective 
operational relationship and ensures that USTR policy development is coordinated 
with BOP offices, executive agencies, Congress, Public Interest Groups and State 
and Local Governments, as appropriate, and advises the DUSTR of the paities' 
interest. 

2. Incumbent is responsible fo1· assisting the DUS TR with staff management and 
guidance. Recommends changes in office policy. Coordinates and monitors 
project planning and assignments within the office and advises the DUSTR on 
priorities. Incumbent attends staff meetings and i·eports on matters related to own 
areas of responsibility and follows up on issues raised requiting further research. 
Also offers useful suggestions where apprnpriate. 

3. The incumbent receives incoming telephone calls for the Deputy U.S. Trade 
Representative, determining the identity of the caller and natme of the call. Many 
of the calls must be diverted. Determines which in own judgment must be directed 
to supervisol', which can be handled personally, and which can be referred 
elsewhere. When the calls involve matter on which the Ambassador will require 
background information, incumbent tactfully postpones the conversation, obtains 
required info11nation, and presents it to supervisor prior to informing him of the 
pending call. 



4. The incumbent makes mrnngements fo1· conferences 011 a wodd~wide basis, 
including the acquisition of required space, people, titne, etc. Informs all 
participants of topics to be discussed and provides background .i.nfonnation and 
material to them. Incumbent may be called upon to provide summary papers and 
compose detailed accow1ts of any such conferences. At own initiative, the 
incumbent informs staff members of developments in conferences or meetings and 
makes arrangements for the implementation of commitments made by supervisor. 
The incumbent keeps infonned of the cull'ent status ofwodc in progress through 
the Office of the United States Trade Representative and is responsible for 
channeling such information to supervisor when it desil'able to do so, 

5. Incumbent receives all incoming mail, determining what can be handled personally 
and forwards the remainder, with appropriate notations, to those staff members 
who are to be held responsible for a response. Assures the follow~ups are made in 
a reasonable length of time. Incumbent reviews all replies to correspondence for 
the Ambassador and the staff. 

6. Incumbent keeps supervisor's calendar, establishing priorities, refusing 
appointments, etc, Using own initiative, the incumbent rul'anges for other staff 
members to serve as the representative of the Ambassador for official function 
where he/she feels it is desirable to do so. 

7. Incwnbent acts as a liaison between the Ambassador and the staff in the scheduling 
of briefings, interagency meetings, and foreign negotiations. 

8. Recognizing the need for a response, and the Ambassador's views and desires, the 
·incmnbeut drafts letters of aclmowledgement, commendation, notification, etc. 

9. Incumbent assists with the selection of clerical, stenographic, and secretruial 
employees in supervisor's organization, and assists with the assignment selection, 
etc. Incumbent coordinates other personnel actions, at the Ambassador's request, 
with the administrative staff. In addilion to personnel actions, the incumbent 
assures that all types of administrative coverage is made for the office of the 
Ambassador such as telephone changes, computer services, payment of invoices, 
acquisition of furniture, etc. Incumbent maintains a knowledge of purchase 
chargeable to representation fonds and composes memoranda to the administrative 
staff regarding expenditures from that account. 

10. Incumbent h1sures that all official social obligations are met. Aimnges luncheons, 
issues it1vitations, insures proper seating arrangements h1 accordance with standard 
protocol, invites guest speakers, etc. Settles accounts with restaurants, clubs or 
caterers as necessary. 

11. Incumbent develops material for the Ambassador's use in public speaking 
engagements. After asce11aining subject matter, coordinates background papers 



with the staff. Assures that previous biographical data and other materials are sent 
to the group before which the Ambassador is to speak. 

12. Incumbent makes an of the travel a11:angements for the Ambassador including, 
when appropriate, coordination with the White House for Military transportation. 
Incumbent may be requested to travel with the Ambassador as necessary. 

13. The incumbent supervises secretarial persom1el within the Office and coordinates 
overall activity within the Office, 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION 

1. Ability to ascertain detailed knowledge of on-going USTR programs and staff 
assignments. 

2. Thorough knowledge and familiarity with the activities of the Office of the USTR 
and its role in the Executive Office of the President; and the ways in which the 
executive branch operates in various Federal departments and agencies. 

3. Sound relationships with professional and support of USTR in order to provide the 
most effective service to the Deputy. 

4. A background which includes previous dealings with the genernl public and top
level pel'sons in the Federal Government and foreign officials. 

5. Sound judgment in ha11dling sensitive info11nation. Ability to represent and 
maintain the trust and confidence of the DUSTR is essential. 

6. Initiative, creativity in handling problems of substantive and administrative nature, 
and have familiarity of the most appropriate and expedient points of contact in 
USTR~ Executive Office of the President, and other Federal departments and 
agencies to resolve matters. 

7, Superior judgment and tact to perfotm the variety of duties and responsibilities 
with discemment and ingenuity, frequently under pressure. 

FACTOR2. SUPERVISORY CONTROLS 

The supervisor makes ussignments by defining objectives, priorities, and deadlines; and 
assists employee with unusual situations which to not have clear precedents. 

The employee plans and carries out the successive steps and handles problems and 
deviations in tlie work assignment in accordance with instmctions, policies, previous 
training, or accepted practices in the occupation. 



Completed work is usually evaluated for technical soundness, appropriateness, and 
conformity to policy and requirements. The methods used in arriving at the end results 
are not usually reviewed in detail. 

FACTOR 3. GUIDELINES 

Guidelines are available, but are not completely applicable to the work or have gaps in 
specificity. 

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 or recommends cl1anges. 

Due to the nature of this position, the incumbent will frequently find her/his supervisor 
confronted with office emergencies, frequent intenuptions and changing needs which 
she/she must be able to handle effectively without guidance. 

FACTOR4. COMPLEXITY 

The responsibilities of this position encompass the entire range of activities and functions 
of the USTR Office. The principal responsibility of the incumbent is to provide 
assistance to the DUSTR by the performance of diversified tasks and activities which 
enhance the DUSTR's effectiveness in conducting the affairs of the Office of the USTR. 
Other majol' responsibilities are those of a confidential assistant, and to act as .a personal 
representative of the DUS TR in dealings with the USTR staff and with legislative and 
high-level executive branch officials on matters which require transmittal of the 
DUSTR's views and policies. The incumbent must be able to deal with l'ressure created 
by the DUSTR' position and assist in shielding the DUSTR from becoming involved 
needlessly in matters which the incumbent, personally, can resolve. 

FACTOR 5. SCOPE AND EFFECT 

Serving as an aide and confidential assistant to the Deputy United States Trade 
Representative, who has Ambassadorial title (Executive Level III), the incwnbent will 
participate in the management of supervisor's programs by performing secretarial, 
clerical, and administrative duties requiring both a good working knowledge of the 
organization and programs under supervisor's views on policy and current problems and 
issues. The incumbent will also be responsible for accepting or declining official social 
functions for the Trade Representative. 

FACTOR 6. PERSONAL CONTACTS 

Has extensive, frequent contacts, in person and by telephone with White House 
l'erso1mel, Cabinet Md Sub-Cabinet officials, Members of Congress and senior corporate 
executives, to coordinate plans participants, and agenda for meetings and conferences. 



FACTOR 7. PURPOSE OF CONTACTS 

Receives and places incoming and outgoing telephone calls for the DUSTR as requested 
or as determined as appropriate. 

Incumbent transmits the DUSTR's instmctions to key USTR officials, including guidance 
on the preparation of documents and correspondence for the President, the Congress, or 
other agencies. 

FACTOR 8. PHYSICAL DEMANDS 

The incumbent's work requires some walking, standing, bending, and the canying of light 
items such as books and papers. (Note: Overtime is required and frequently op. short 
notice). 

FACTOR 9. \Ji'ORK ENVIRONMENT 

The work includes the everyday risks and discomfo1ts typical of offices and meeting 
rooms. 

This position is subject to the Fair Labor Standards Act 



United States 
Office of Government Ethics 
1201 Nc\v York Avenue, N\X~, Suite 500 
\Xlashington, DC 20005-3917 

August 28, 2014 

Janice Kaye 
Designated Agency Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of 
Correspondence Analyst (GS7/9) 

Dear Ms. Kaye: 

You have requested that the position of Correspondence Analyst (GS7/9), a Schedule C 
position, be excluded from the public financial disclosure reporting requirements of Title I of the 
Ethics in Government Act of 1978, as amended. Your request was made pursuant to 5 CFR 
§ 2634.203, which allows the United States Office of Government Ethics to exclude the 
incumbents of Schedule C positions from reporting requirements if the incumbent has no policy
making role with respect to agency programs. Based upon the current position description for 
this position, your request to exclude incumbents of this position from reporting requirements is 
approved. 

You stated and the position description submitted in support of your request reflects that 
the position has no policy-making role with respect to agency programs and, therefore; we find 
that the position meets the exclusion criteria. Accordingly, the position is hereby excluded from 
the public financial disclosure reporting requirement of Title I of the Ethics in Government Act 
of 1978, as amended. 

The exclusion applies to all subsequent incumbents who fill the position unless the duties 
of the position change. Because the position description may not change for several years, we 
recommend attaching this document to the position description to avoid inadvertent destruction 
that might occur in accordance with record retention policies. 

If you have any questions regarding this matter, please contact me at 202-482-9223. 

1an 
uty Director for Compliance 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Age.noyPosition tlo. 
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nsES (Gen.) D si::s (CR} ~11.)i!hef St."'1:l\'& 

15. Clast!ff•d/Graded liy Official TIUe of Position 

a. OfllM of Personnel 
Managan1•ml 

I>. Dapnr1menl, 
Aoencvor · 

Correspondence Analyst E&l~bllshmenl 

c. SeOO)d L•wel 
Review 

d. First Level 
Review 
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S11~1s<Jror 
tntt l'ng omce 
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Executive Office of the President 
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-··· 

--~------

PevPlan o:cuoal!~al Codti Grade lnlllEIS, Date 

AD 0301 00* ~ r;/o;,s-)H 
-

17. Name of Emp:oyee (Tfvacanl, $pee/ft) 

c. Third SubdMslon 

-·· ····-- ·-·-··············· -··-
d. fOUM Subdivlill<>n 

9_ Fifth SUbdMskln 

SlgMIU(O Df Employa& (ofJl/onal} 

this lnf0tme:llon Is lo bs used for statutory purposes rele:flng lo 
epp_olr1tmenl end payment of public fur1ds, er/ff 11111! mlsa or misleading 
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Chief of Staff 
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a. Employee (opllonaJ) 
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of Perllonnel Management. lnformaUon on aassrncaUon/job grading 
appeals. a11d cornolaTnls 011 exemption from rLSA, Is avallnlile from Iha 
patsonnel office or U1e U.S. Office of Persormel Menaaement. 

Jnilla!s Date In Ja!s Dale lnitra!s llala 

I b. Supeivlsor l 
--------+----r-----+-----~------1----l--- ------l---------•-~f------

1 c. Classlller J ! 
24. Hemerks 

•outles described In this AD Correspondence Analyst PD are equivalent to the GS-09 level. 

26. Description of Major Duties and Responsibllilles (Soo Affnc.llad) 

Prevk>u$ Edrtkln U•ob[a 
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• 
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Optjollal Form a (BACI<} (R!Msed 1185) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 295, 
subchapter 3, and other provisions of the FPM, agencies must 
complete the Items marked by an asterisk. Agencies may determine 
what other l!ems are to be used. 

•1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. 

•2. Check one. 

• "Redescrlptron" means the duties andfor responslbifities of an 
existing poslHon ara being changed. 

• "New" means the eosltion has not previously existed. 
• "Reestablishment means the position previously existed, but 

had been cancelled. 
• "Other' covers such !hlngs as change In title or occupallonal 

series without a change In duties or responslbllltles. 
• The "Expranatlon" section should bo used to i;how tho reason If 

"Other" Is checked, as well as any posltlon(s) replacad by position 
number, tltlo, pay plan, occupational code, and grade, 

3, Check one. 

•4, Enter geographical location by city and State (or if position Is In a 
foreign country, by clly and counliy). 

'5. Enter geographical locatlon If different from that of #4. 

6. To be completed by OPM when certifying positions. (See Item 15 
for date of OPM certltlcallon.) For SES and GS-16/18 
positions and equlvafenl, show the position number used on 
OPM Form 1390 (e.g., DAES0012). 

•1. Check one to show whether Iha Incumbent is exempt or 
nonexempt from the minimum wage and overtime provisions of 
the FalrlaborS!endardsAcl. See FPM Chapter551. 

8. Check box ff statement Is required. See FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial Interests Statement. 

9. Check one to show whelher Identical AddiUonal pos1Uons are 
permitted. SeB FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10, Check one. See FPM Chapter 212 for Information on lhe 
competitive service and FPM Chapter 213 for !he excepted 
seivlce. For a posll/on In the excepted service, enter authority 
for the exception, e.g., "Schedule A-213.3102(d)" for A!lorney 
positions excepted under Schedule A of the Civil Service 
Regulallons. SES (Gen) slands for a General position In the 
Senior Executive Service, and SES (CR) stands for a Career 
Reserved posillon. 

11. Check one. 

• A "Supervisory" position Is one that meets Iha requirements 
for a supervisory tille as set forth In current OPM ciasslflca!lon 
and job-grading guidance. Agencies may designate flrsl-fevel 
supervisory positrons by placing "1" or "1sl" after "Supervisory.· 

• A ''Managerial" position is ona !hat meets the requlremenls for 
such a deslgnalion as set forth In current OPM ciasslflcaUon 
guidance. 

12. Check one to show whelher !he position Is non-sensitive, 
noncriltcal sensitive, criUcal sensitive, or special sensitive for 
security purposes. If this Is an ADP position, write the letter •c• 
beside the sensitivity. 

13. Enter competitive level code for use In reduction-In-force acUons. 
See FPM Chapter 351. 

14. Agencies may use this block for any addHlonal coding 
requirement. 

"15. Enter classlflcatlon/job grading action. 
• For "Official TIUe of Position,• see the applicable classification 
or Job grading standard. For positions not covered by a 
published standard, see !he General Introduction to "Posltron 
Classlflcat!on Standards," Section Ill, for GS positions, or FPM 
Supplement 512-1, •Job Grading System for Trades and labor 
Occupations," Part 1, Section Ill. 

• For "Pay Plan rode, sea FPM Supplement 292-1, 'Personnel 
Data Standards,• Book Ill. 

• For •occupational Code," see the applicable standard; or, 
where no standard has bean published, see lhe 'Handbook of 
Occupational Groups and Series of Classes" for GS posl!lons, 
or FPM Supplement 512-1, Part 3, for trades and labor 
positions. For all positions In solenliflc and engineering 
occupations, enter the two-digit functional classmca~lon 
code In rarenlheses Immediately following tho 
occupatlona code e.g., "GS-1310(14}." The codes are 
Usted and discussed In the General Jntroducilon to "Position 
Classfllcatlon Standards," Section VI. 

16. Enter the organizational, tunclional, or working tltle lf ll differs 
from the official title. 

17. Enterthe name of the Incumbent. If there Is no Incumbent, enter 
"vacancy.• 

•1 s. Enter Iha organizational location of the poslllon, starting with the 
name of the department or agency and working down from there. 

19. If the position Is occupied, have the Incumbent read the attached 
descnpllon of duties and responslblllttes. The employee's 
signature Is optlonal. 

•20. This statement normally should be certified by the lmmedla!e 
supervisor of the roslUon. At !ls option, an agency may also 
have a higher-lave supervisor or manager certlfY the s(11tement. 

•21. This statement should be certified by the agency official who 
makes the ciassificatlon/job grading decision. Depending on 
agency rBJ'.lulations, this official may be a personnel offlco 
representative, or a manager or super\llsor defega1ed 
classrnca!lon~ob grading authority. 

22. Enter the position c!ass/flcalfonfjob grading slandard{s) used and 
the date orrssuance, o,g., "Mall and Fife, GS-305, May 1977." 

23. Agencies are encouraged to review periodically each established 
position to determine whether the poslllon Is slllf necessary and, 
If so, whell1er the posilion description Is adequate and 
classlflcaUon/i/ob grading Is proper. See FPM Letter 536·1 (to be 
incorporated nto FPM Chapter 536). This section may be used 
as part of the review process. lhe employee's lnitlafs are 
optronal. The lnltlals by the supervisor and class/fler represent 
racertifications of the statements In Items #20 and #21 
respectively. 

24. This secllon may be used by the agency for additional coding 
requirements or for any appropriate remarks. 

'25. Type lhe description on plain bond paper and attach to the form. 
The agency poslllon number should be shown on Iha attachment. 
See appropnale Instructions for format of the description and for 
any re<Julremenls for evalualfon documentation, e. g., 
"Instructions for the Factor Evaluation System," In tho General 
lntroducUon lo "Position Classification Standards," Section Vil. 



Correspondence Analyst 
AD-301 (equiv to GS"301"09) 

Introduction 

The incumbent of this position serves as a Co11·espondence Analyst in the Office of the U.S. 
Trade Reprnsentative, Office of the USTR, and works undel' the supervision of the Deputy Chief 
of Staff. 

The incumbent is responsible for contl'olling internal and eA.1ernal c01Tespo11dence, and main 
invitations addressed to the U.S. Trade Representative (USTR). Responsibilities include but are 
not limited to: 

1. Serves as USTR' s liaison in tracking all co11:es1,ondence and mail addressed to the USTR 
from various sources, e.g., congressional, general public, private interest groups, trade 
associations, White House, embassies and other foreign groups/repr~sentatives, etc. 
Respon~ibilities include detemlining if res1Jonses are needed or appropriate, determining 
approp1·iate agency clearance, ensuring that appropriate coordination among offices takes 
place, and that deadlines are met. 

2. Responsible for the oversight and coordination of White House Referrals. 

3. Coordinates and/or responds to speech requests and invitations for the USTR. 

4. Controls, modifies or oversees systems modifications, and maintains agency tracking 
system. Develops repmis and extracts information for reporting to the USTR on overdue 
correspondence. 

5. Analyzes incoming correspondence to determine nature ofrequest and to evaluate 
accuracy, logic, and completeness of responses prepared by the units. As necessary, 
works with units to rewrite responses before submitting to the USTR fol' signature. 

6. As required modifies agency correspondence guidelines/manual. Provides training and 
guidance to program officials on format and style of correspondence and on the IQ 
system. 

7. Assists as needed in retrieving and handling inquires and invitations of a confidential and 
sensitive nahire from key officials, and other Federal agencies, private organizations, and 
state and local agencies. 

8. Perfom1s other duties as assigned. 



FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION Level 1-6, 950 Pts 

1. Extensive knowledge of the mission, operations, major issues, program goals and 
objectives, work processes, and administrative operations and activities ofUSTR to 
ensure that correspondence and other incoming documents are assigned to the appropriate 
offices, and to ensure the smooth flow of information in and out of the agency. 

2. Thorough.knowledge ofW11ite House procedures conceming the clearance of documents. 

3. Knowledge of c011·e~pondence and report preparation procedures and issues. 

4. Knowledge of computer capabilities, processes, operations and applications required for 
analyzing and recommending system improvements. 

5. Excellent written and oral comnrnnication skills. 

6. Ability to establish and maintain cooperation relationships with professional staff within 
USTR and in other agencies, and to deal effectively with high-level officials and the 
public. 

FACTOR 2. SUPERVISORY CONTROLS Level 2-4, 450 Pts 

The supervisor sets the overall objectives and resources available. The employee and supervisor, in 
consultation, develop deadlines, projects, and work to be done. 

The employee, having developed expertise in the Jine of work, is responsible for planning and 
carrying out the assignment, resolving most of the conflicts that arise, coordinating the work with 
others as necessary, and iriterpreting policy on own initiative in tenns of established objectives. In 
some assigmnents, the employee also determines the apprnach to be taken and the methodology to be 
used. 

The employee keeps the supervisor informed of progress and potentially controversial mattel's. 
Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with 
other work, or effectiveness in meeting requirements or expected l'esults. 

FACTOR3. GUIDELINES Level 3"3, 275, Pts 

Guidelines include policies, priorities and past practices ofUS'l1l and are subject to frequent 
changes. Many situations are not covered or are unwritten and therefore must be established. 
Independent judgment and initiative are required to detennine which are applicable to a given 
situation and know when new or revised guidelines al'e needed. 



FACTOR 4. COMPLEXITY Level 4-3, 150 Pts 

The work principally involves dealing with problems and relationships· of a procedural natme. 
Projects usually take place within organizations with related functions and objectives, although 
organization and work procedures differ from one assignment to the next. Findings and 
reconunendations are based upon analysis of work observations. The USTR relies on the 
incumbent to ensure that there is a smooth and timely flow of info1mation between the agency 
and the public. 

FACTOR 5. SCOPE AND EFFECT Level 5~3, 150 Pts 

The incumbent is responsible for controlling and ensuring adequate responses to sensitive and 
impoitant information. The USTR serves as Chief advisor to the President on trade policy 
operations. The timely information disseminated from the agency effects important relations 
with various groups the congress, and the general public. 

FACTOR 6. PERSONAL CONTACI'S Level 6-3, 60 Pts 

Personal contacts are with senior officials within USJR and othei· U.S. Government agencies, 
Congressional staft the private sector and representatives of foreign governments. 

FACTOR 7. PURPOSE OF CONTACTS Level 7-2, 50 Pts 

The pl.U'pose of contacts are to obtain, provide 01· clarify info1111ation, follow up on status of 
documents, and explain regulations, procedure and requirements. 

FACTOR 8. PHYSICAI.1 DEMANDS 

The wotk is sedentaiy. 

FACTOR9. WORKENVIRONMENT 

Work is perfo1med in an office setting. 

This position is covered under the Fair Labor Standat'ds Act. 

Level 9-1, 5 Pts 

TOTAL POINTS= 2095 
GS grade level= 09 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Agency Position No. 

·- ----~--.-· 

2. Reason for Submlulc~ r Se;vlc• 4. Employln~ Olllce Lot11llon s. rMy s1011on 6, OPM Cerliflca~·on No. 

0 Rcdotcripllo~ ~ New l.X]Hdqlr9 0Fle!d Washington, DC Washington, DC 
LJ Re&stabl~menl Qoth11r 7. l'alrlsborstanda.rdsAct e. Flian~'.al St~lomonl8 Required 9, Subject \o IA Acllon 

expJa~alJon (SMw a~y positions rop/aced) 
0 Exempt l.8J Nonexempt oExeCO::va Peisomel n Etnp':JrrMI Md 

FllWJilil P!Jdmn Fh! al l~le.Mt IXlves nNo 
10. Po~llkln Status 11. rosilloo Is 12. SonsllMly tJ. CompeWve Level Code 

OCQmp=Ul!ve Os11p\'!\U«y 0 t-~'lon-
Semi'Jw 

~3-C!f(~ 
l8.J Extaplnd (Specify In Romerks) 0".aosgeclal 0 2-Nonallkal 04-S~ 

1-1. Ageocy Ulla 

0SES(GM.) D SES(CR) l8]Nelther SeM!ll'o Sensitiye 

16. ClaMitled/Gtad&d by Official Title of Position Pav Plan Occoca\I onlll Code Grade Initials Date 
a. Offlc& of Pawonnal 

MM:lQf\fYl&ol 

b. Dep!II1m81ll, 

a4 'Jlci.c)J<J 
Agency or 

Correspondenca Analyst AD 0301 OO* Es\abllshment 

• c. secood levlll 
Review 

d. Flrat Level 
Review 

e. Recommended by 
Supervisor or 
lnltlet'llg Office 

16. Organlzall0t1al Tllk> Of PosillOfl {if cJlffurenr frvm CJf!kllil tille) 17. Name of t;m;~ee §' vaoenl, speo/ty) 

l1M1lliJ•l•1 
i: ~·1-

18. OapllTlmenl, AgMCy, or Eslabl':6hmenl Q. Third SubdMslon 

Executive Office of Iha President 
·--·· - ·--

B. Flr~t StJbdlvtsloll d. Fourth S1Jbdlvlsloo 

Office of the U.S. Trade Representative 
b. Secom.I SubdMslon a. Fitth SubdM~!on 

-· 
19. Emplllyee Review-This Is M llot\lrale description or the ma)or 

- ·srgnalllla of Emp!oyiw (op/IOnsl} 

d~llas and responslbUl•s of my pe>5Ulon. 

·- ----
20. Suporvlsory Cortlllcallon, I cwtffy that this Is an accuroto 

statement or th& fll8]or duties 1111d responsibilities of thls~osif/011 
and Its organizational ra/atlonsfllps, and that the ES ·ion ts 
nscassary to ca1ry out Govemmonl flmcl/ons tor w/J# I am 
rosponsili/o. This 00/flflcallon ls madtt with Iha Mo1vtedgo that 

1:r.lHiMo11mn;~"d1;,;-s-uj,-;,~;or-----------------------

chiet of Staff 

Cl&$$lllcation/Job Gradln~ Certlflcatlon. I oorlify tho/ !hfspo~
/1011 has been classified/gm 'ed as required by T//18 5, U.SbC<Xto. 
in conformance with ston 'arris published t>y Iha U.S. mr,: of 

____ _&~@_~~e%'1.~~!!;_l,;iJ!!ll!!~;~~e~ffp;JJ~~~~~~1~t~~~-- ___ _ 
o! Offlc'al Taking Actron t ) I ~ I i- ' • I ~ 

non-responsive 

/his mforma/1on 1s to ba vsed for statutory pvrppsos rotating. to 
opP.QlnlmOfll und payment of pub/le f11nds, Bflef that raise or mls/eat1111g 
s1atem11nl$ may oonslilule v!o/atfons of such slalu/os or 1f101r 
implementing regu!aUons. 

b:r;j);Jf:iQffi;jjjiliini$-olHi9h&7-t~Gisuji8Ni&Or"OTt~im0iiiii7oliliCliiii} ________ _ 

:??.. Pos~ion Cli<sslflcaUQfl Standards Used Ill ClasslrytnglGradin~ Posl11on 

US OPM PCS for Mlscellaneous Administration & Program 
Series, GS-301, dated Jan. 1979; Administrative Analysls 
Grade Evaluatlon Gulde, TS-98 August 1990; Primary Standard 

Information for Employ&es. The standards, 30d Jnrormntion on their 
appjlcallon, aro avallab a In Iha persoon!ll office. Tho claS311ication of the 
pQSltlon may be rnYlewed ond <XJUoctod by the agency or the U.S. Office 
of Personnel Management. lnfo1111atlon on C/asslflcatfonl19b grading 
appoals, and complaints on exem11t!on from r-LSA, Is avallalile from the 
personnel offloo or t11e U.S. Offlcit ol Personnel Managemenl. 

a. Employee (optional) I 
~~~~~~~ ...... ~--:~~---+-----+----~1--~i~~~--+~~-1-~~~--f-~-+-~---~ 
b. Supervisor : 

o. Classifier 

24.Rom;irh 

.. GS-07 Statoment of Difference to GS-09 level PD --25. Description of Major Dulles and Responsibllilles (See Am:ic11ad) 
NSN 7640-~4·4265 PraV:OO& F.di!IOll Vsabfe 6000·10G 



Op6ooaJ Form 8 (BACK) (R""1Ae<f 1185) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with lhe requirements of FPM Chapter 29;:i, 
subchapter 3, and other provisions of the FPM, agencies must 
comrlele tho Items marked by an aslerisk. Agencies may determine 
wha other Items are to be used. 

•1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subctiapter 3. 

•2, Check one. 

• ''Redescrlptlon• means the duties and/or responslbllities of an 
existing position are being changed. 

• "New" means the position has not previously existed. 
• "Reestabllshmenl" means the posilfon previously existed, but 

had been cancelled. 
• •other'' covers such things as change In lllle or occupallonal 

serles without a change In duties or responsiblUUes. 
• The "Explanation" section should be used to show !ho reason Ir 

"Othel'' Is chocked, as well as any posltloo(s) ruplace<I by position 
number, Utle, pay plan, occupatlonal tQdo, and gr11de, 

3, Check one. 

"4. Enter geographical localfon by city and State (or ff position is In a 
foreign country, by city and country). 

'5. Enter geographical location If dlfferenl from thal of #4. 

6. To be completed by OPM when certifying poslUons. (See Item 15 
for dale of OPM cerUfication.) For SES and GS·16/16 
posllfons and eq_ulvalent, show the position number used on 
OPM Fonn 1390 (e.g., DAES0012). 

•1. Check one to show whether the Incumbent Is exempt or 
nonexempt from the minimum wage and overtime provlslons of 
the Fair Labor Slandards Act. See FPM Chapter 651. 

8. Check box if stalemenl Is required. See FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 276. 
See FPM Chapter 735, Subchapler 4, for the Employment and 
Flnanc!al Interests Statomon!. 

9. Check one to show whether Identical Addlllonal positions are 
permuted. Seo FPM Chapter 312, Subchaptar 4. Agencies may 
show the number of such positions authorized andfor establlshed 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 for lnfomiat!on on the 
competitive setvlce and FPM Chapter 213 for the excepted 
service. For a poslllon In the excepted seivlce, enter authority 
for the exception, e.g., "Schedule A·213.3102{d)" for Allorney 
posllfons excepted under Schedule A of !tie Civil Service 
Regulations. SES (Gen) stands for a General position In the 
Senior Executive Setvlce, and SES (CR) stands for a Career 
Reserved poslUon. 

11. Check one. 

• A •supervisory• position Is one !hat meets !he requirements 
for a supervlsory tiUe as set fo1th In current OPM classification 
and job-grading guidance. Agencies may designate first-level 
suparvlsory positions by placing "1" or "1st" after "Supervisory," 

• A ''Managerial" position is one that meets Iha requirements for 
such a designation as set forth In current OPM classlflcallon 
guidance. 

12. Check one to show whether the poslllon Is non--sensllive, 
noncritical sensitive, critical sensitive, or special sensitive for 
security purposes. If this Is an ADP position, write the Jetter ''C" 
beside Ilia senslUvlly. 

13. Enter competitive level code for use In raductlon·ln·force actions. 
See FPM Chapter 351. 

14. Agencies may use this block for any additional coding 
requirement. 

'16. Enter classlflcallonljob grading action, 
• For "Offlclal litle of Position,• see the appllcable classification 
or Job grading standard. For positions not covered b,X a 
l)Ublislied standard, see the General Introduction to Posltlon 
Classification Standards," Section Ill, for GS positions, or FPM 
Supplement 512-1, "Job Grading System for Trades and Labor 
Occupations,• Part 1, Section Ill. 

• For "Pay Plan code, see FPM Supplement 292-1, "Personnel 
Dale Standards," Book Ill. 

• For "Occupational Coda," see the applicable standard; or, 
where no standard has been published, see the 'Handbook of 
Occupallonal Groups and Serles of Classes• for GS poslllons, 
or FPM Supplement 612-1, Part 3, for trades and labor 
poslUons. For all positions In scientific ·and engineering 
occupations, enter the tvlo·dlgft functional classlflcatlon 
code In rarentheses lmmodlatel)' following tho 
occupatlona code e.g., "GS-1310{14)." Tile codas are 
listed and discussed In the General Introduction to "PosiUon 
Classlflcatron Standards," Section VI. 

16. Enter the organizational, functional, or working Hiia if if dlffers 
from the ofllclal llUe. 

17. Enter the name of the lncumbenl. If there ls no Incumbent. enfar 
''vacancy.• 

•1 a. Enter the organizational location of the position, slartlng with the 
name of the department or agency and working down from !here. 

19. If the position Is occupied, have !he Incumbent read the allached 
descrlption of duties end responslbllilles. The employee's 
signature Is optional. 

•20. This statement normally should be certified by the Immediate 
supervisor of the roslllon. At Its option, an agency may also 
have a higher-lave supervisor or manager certlry the statement. 

•21. This statement should be certified by !he agency official who 
makes the clessilicatlon/job grading decision. Depending on 
agency regulations, this officlal may be a personnel office 
representatlva, or a manager or supetvisor delegated 
c1E1ss1Bcallon/job grading authority. 

22. Enter the 1>oslllon dasslficatlon/job grading standard(s) used and 
the dale of Issuance, e.g., "Mall and Flle, GS-305, May 1977." 

23, Agencies are encouraged to review periodically each establlshed 
poslUon to determine whelher the positron Is still necessary and, 
If so, whether the posillon description is adequate and 
classification/lob grading Is proper. See FPM Letter 536·1 (to be 
Incorporated Into FPM Chapter 536). This section may be used 
as part of !he review process. lhe employee's fn1Uals are 
opflonal. The Initials by the supervisor and classltler represent 
racartiflcations of the statements In Items #20 and #21 
respe cllwly. 

24. This section may be used by the agency for addilfona1 coding 
requirements or for any appropriate remarks. 

•2s. Type the description on plain bond paper and attach to the form. 
Tha agency position number should be shown on tho attachment. 
See appropnate Instructions for formal of the descrlpllon. and for 
any requirements for evalualfon documentation, e. g., 
"instructions for the Factor Evaluation System," In the General 
Introduction to 'Position Classlllcallon Standards," Section VII. 



Correspondence Analyst 
AD-301 (equiv to GS-07) 

STATEMENT OF DIFFERENCE TO: 

Cortespondence Analyst 
AD-301 (equiv to GS~09) 

The incmnbent perfonns duties that are essentially the same as those perfonned at the 
GS-09 level, but with a closer level of supervision. The incmnbent is under the direction 
of the Chief of Staff, who defines objectives, priorities, and deadlines and assists the 
incumbent with unusual situations that do not have clear precedents. The incumbent 
plans and carl'ies 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. Work is reviewed for technical soundness and confom1ity 
with agency policy and established objectives. 



Correspondence Analyst 
AD-301 (equiv to GS~301ft09) 

Introduction 

The incumbent of this position serves as a Coll'espondence Analyst in the Office of the U.S. 
Trade Representative, Office of the USTR, and works under the supervision of the Deputy Chief 
of Staff. 

The incumbent is responsible for controlling intemal and external con-espondence> and main 
invitations addressed to the U.S. Trade Representative (USTR). Responsibilities include but are 
not limited to: 

I. Serves as USTR's liaison in tracking all corres1Jondence and mail addressed to the USTR 
fi:o.m various sources> e.g.> congressional, general public, private interest groups, trade 
associations, White House, embassies and other foreign groups/representatives, etc. 
Responsibilities include determining if responses are needed or appmpriate, detenuining 
appropriate agency clearance, ensuring that appropriate coordination among offices takes 
place, and that deadlines are met. 

2. Responsible for the oversight and coordination of Wl1ite House Referrals. 

3. Coordinates and/or responds to speech requests and invitations for the USTR. 

4. Controls, modifies or oversees systems modifications, and maintains agency tracking 
system. Develops repo11s and extracts information for reporting to the USTR on overdue 
con·espondence. 

5. Analyzes incoming correspondence to determine nature of request and to evaluate 
accuracy, logic, and completeness of responses prepared by the units. As necessaiy, 
works with units to rewrite responses before submitting to the USTR for signature. 

6. As required modifies agency correspondence guidelines/manual. Provides training and 
guidance to progrnm officials on format and style of correspondence and on the IQ 
system. 

7. Assists as needed in retdeving and handling inqufres and invitations of a confidential and 
sensitive nature from key officials,. and other Federal agencies, private organizations~ and 
state and local agencies. 

8. . Perfo1ms other duties as assigned. 



FACTOR 1. KNO\VLEDGE REQUIRED BY THE POSITION Level 1-6, 950 Pts 

1. Extensive knowledge of the mission, operations, major issues, l'rogram goals and 
objectives, work processes, and administrative operations and activities ofUSTR to 
ensure that conesponde11ce and other incoming documents are assigned to the appropriate 
offices, and to ensure the smooth flow of information in and out of the agency. 

2. Thorough knowledge of White House procedures conceming the clearance of docmnents. 

3. Knowledge of coll"espondence and report preparation procedures and issues. 

4. Knowledge of computer capabilities, processes, operations and applications required for 
analyzing and recommending system improvements. 

5. Excellent written and oral com1mmicatio11 skills. 

6. Ability to establish and maintain cooperation relationships with professional staff within 
USTR and in other agencies, and to deal effectively with high-level officials and the 
public. 

FACTOR2. SUPERVISORY CONTROLS Level 2-4, 450 Pts 

11le supervisor sets the overall objectives and resources available. The employee and supetyisor, in 
consultation, develop deadlines, projects, and work to be done. 

The employee, having developed expeliise in the line of work, is responsible for planning and 
canying out the assignment, resolving most of the conflicts that arise, coordinating the work with 
others as necessaty, and interpreting policy on own initiative in terms of established objectives. In 
some assignments, the employee also determines the approach to be taken and the methodology to be 
used. 

The employee keeps the superviso1· info11ned of progress and potentially controversial mattel's. 
Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with 
other work, or effectiveness in meeting requh·ements or expected results. · 

FACTOR 3. GUIDELINES Level 3-3, 275, Pts 

Guidelines include policies, l'riorities and past practices of USTR and are subject to frequent 
changes. Many situations are not covered or are unwritten and therefore must be established. 
Independent judgment and initiative are required to determine which are applicable to a given 
situation and know when new or revfaed guidelines are needed. 



FACTOR4. COMPLEXITY Level 4~3, 150 Pts 

The work pdncipally involves dealing with problems and relationships of a procedlll'al nature. 
Projects usually take place within organizations with related functions and objectives, although 
organization and work procedures differ from one assignment to the next. Findings and 
recommendations are based upon analysis of work observations. The USTR relies 011 the 
incumbent to ensure that there is a smooth and timely flow of inf01mation between the agency 
and the public. 

FACTOR 5. SCOPE AND EFFECT Level 5-3, ISO Pts 

The incumbent is responsible for controlling and ensuring adequate responses to sensitive and 
impo1tant inf01matio11. The USTR serves as Chief advisor to the President on trade policy 
operations. The timely information disseminated from the agency effects important rnlations 
with various groups the congress, and the general public. 

FACTOR 6. PERSONAL CONTACTS Level 6~3, 60 Pts 

Personal contacts are with senior officials within USTR and other U.S. Govemment agencies, 
Congressional staff, the private sector and representatives of foreign governments. 

FACTOR 7. PURPOSE OF CONTACTS Level 7-2, 50 Pts 

T11e purpose of contacts are to obtain, provide or clarify information, follow up on status of 
documents, and explain regulations, procedure and requirements. 

FACTOR 8. PHYSICAL DEMANDS 

The work is sedentary. 

FACTOR 9. WORK ENVIRONMENT 

Work is perfo1med in au office setting. 

This l)OSition is covered undel' the Fair Labor Standards Act. 

Level 9-1, 5 Pts 

TOTAL POINTS =2095 
GS grade level = 09 



United States 
Office of Government Ethics 
1201 Nc\v York Avenue, N\\7., Suite 500 
\Xlashington, DC 20005-3917 

Janice Kaye 
Designated Agency Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of Deputy 
Press Secretary (GS7/9) 

Dear Ms. Kaye: 

You have requested that the position of Deputy Press Secretary (GS7/9), a Schedule C 
position, be excluded from the public financial disclosure reporting requirements of Title I of the 
Ethics in Government Act of 1978, as amended. Your request was made pursuant to 5 CFR 
§ 2634.203, which allows the United States Office of Government Ethics to exclude the 
incumbents of Schedule C positions from reporting requirements if the incumbent has no policy
making role with respect to agency programs. Based upon the current position description for 
this position, your request to exclude incumbents of this position from reporting requirements is 
approved. 

You stated and the position description submitted in support of your request reflects that 
the position has no policy-making role with respect to agency programs and, therefore; we find 
that the position meets the exclusion criteria. Accordingly, the position is hereby excluded from 
the public financial disclosure reporting requirement of Title I of the Ethics in Government Act 
of 1978, as amended. 

The exclusion applies to all subsequent incumbents who fill the position unless the duties 
of the position change. Because the position description may not change for several years, we 
recommend attaching this document to the position description to avoid inadvertent destruction 
that might occur in accordance with record retention policies. 

If you have any questions regarding this matter, please contact me at 202~482H9223. 



POSITION DESCRIPTION (Please Read lnstruofians 011 !lie Back) 
1. Agcr.c:y Povttlon No. 

- -
2. Reason for SUbm!sslon 13. SeiYtco 4. Employ!ng Office Locallon 6, Duly Sla1lon 6. OPM Cei1iflcatJon No. 

0Redescrif>l!oo ~ Naw IXJHdqlrs 0Flerd Washington, DC Washington, DC 

LJ REestabITshmll!l1 D ether 7. Fa\' Lebor Slelldurd~ Act 8. Flrtllntlal Statements Requiad 9. S~b~ct to IA Action 

Explanal!on (S~ow a~y positions t<'p/&r:tJrJ) 
fXl Exernp1 D Nonexempt ow.o.IMI Perwnr.el o~mMI t.nd 

FliW\Q' al Plsc!<>1 IJfa Ft""1dal Jn!Of&SI 0Yes fXl No 
10. Position S!alus 11. Po111Jon Is 12. SenslUv:ty 13. Compat:r.1•a Level Codf> 

Ocomf>lllftlve 0Su~ D 1-r-1oo-
Swol!M> 

[g)J.-01~ 

{g!Exccpled (S,m:Jfy In Ramadcs} 0Man~l 
02-Nonco'il~ o~·.Speela! 

14. Agency Uso 

0SES(Gan.) D SES(CR) [B]t~eith!<' S-1:'\'!I $9!\Sili",9 

16. CtassmttdiGradsd by Official lltle of Position 
u, Office of Pefs{)llne! 

Matiagama11! 

I>. Deparlmool, 
A~&ncyor 

Deputy Press Secretary t:slabll>hmenl 

c. second Level 
Ravtew 

d. l'Jrsl Level 
i..eYlew 

o. Recommefl ded by 
Su~ervlsor QI 
lnlt etlng omee 

16. Organfzatlooal TI!lo ol Position (1( differenP from offfda/ lit/e) 

18. Departm&nl, Agency, or Estabnsnment 

Executive Office of the President 
a. f'lrsl Suh<livlslon 

Office of the U.S. Trade Representative 
b. Secom! Subdivision 

19. F-mploy11a Revlew-Thrs ~an acoi:vrate desCllpUon of the m~Jor 
du~re~ Qlld resf>On$!bliitlo of my posltiOn. 

----·~T•---• 

Pav Plan QGeupa\lonal Code Grade Initials Dale 

AD 0301 oo• fl;3 J)Jsi 11 

17 - ,., ,,, 

Jllllliliil•Ielili:t l.Tl 
o. Third Sul>t1N1sum 

d. fourth 8UbdMslon 

e. Fll111 Sul>dMslon 

Slgnalllla of Ell\ployee (op!iontJJ) 

--- -
lh/s lnformBlion ls lo be {JOOd for staftJtory Pll/POSflS relating lo 

~
v.olnlmenl and payment or pub/lo funds, end th11t fe/S() or mfsleaa/n{l 

o/cmsnts may oonslitute violntions of such slatutes or tliB1r 
ptemenUng rogufa/ions. 

b. r-YPC-ciN"im1;ru1i111ii.-;;i"HiQhir~i:-o\.0isu;;;;fOO{~IMariaser.(oilii~n8l}··---------;~--

Classlflcatlon/Job Grading Cortltlcatlon. I oorJjfY thal tllls~osl- 22. PosiUon c1ass1Re~ti'.)n Stend0td$ Used In c1&ss'fyinOfG111drng Position 
tlon has been classifiedlgrooed as u1qu!red by Titre 6. U.S. '(Jd&, US OPM PCS for Miscellaneous Admlnlstrallon & Program in oonf~llnCC) with $landefds published by the V.S. 0 'floo of 
r~~~1t1l:ftr"i1g~t,g~j{R"~<&gf:°tti~~grg~~a%f.iract- Series, GS-301, dated Jan. 1979; AdminlstraUve Analysis 

··---9.'.i---·-···-~r-Oi~iT~kl~!i>.~~~--··e------------------------- Grade Evaluation Gulde, TS-98 August 1990; Primary Standard 
• • !1.I \ ~I • • I I 

non-responsive 
Acting Director, USTR Office of Human Resources 
---------------------------------------------------,------------. 

non-responsive : Oa~o . 

1~~.s/;~ . . n ais Dale 

a. Employee (op/lonaQ 

b. Supervisor 

c. ClasslRbr 
24. Remarlu; 

loform!\tiOn for E111ployo&a. The standards, and lnformaUon on their 
applicatmn, ere available in the personriel offjca. Tho classlfica,llon of the 
posilfon may be reviewed and corrected by tho agency or the U.S. Office 
of Personnel Managcmenl. Information on Classlficationfjob grading 
appeals, an.d comp!arnts on exem11lion from FLSA. Is avallaBle from the 
personnol omco or.Iha U.S. Offico of Personnel Management 
lnltlals Date Initials Date lnlllals Dale 

'AD position duties described in this Deputy Press Secretary PD are equivalent to the GS-09 grade level. 

25. Description of Major Duties and Responsibilities (Sae AUached) 
NSN 764().00~·421>5 Previous Ed~lon Uublo 6008·108 



Opliooe!FonnS(BACI<) (RO\!•od1/S.5) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order lo comply with the requirements or FPM Chapter 295, 
subchapler 3 and other provisions of the FPM, agenc!es must 
complete the Items marked by an asterisk. Agencies may determrne 
what other Items are to be used. 

'1. Enter poslllon number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. 

*2. Check one. 

• "Redescripllon" means the dulles and/or responslbllllles of an 
existing poslllon are being changed. 

• "Nevi' means the p,osllfon has not previously existed, 
• "Reestablishment' means lhe position previously existed, but 

had been canceUed. 
• "Other• covers such things as change In litre or occupallonal 

series without a change In dulles or responslbilllles. 
• The "Explanal/on" section should b& used to show the reason If 

"Other'' Is checked, as well as any pos1Hon{5) rllplaced by position 
numbe(, tllle, pay plan, occupational cocle, and grade. 

3. Check one. 

•4. Enter geographical location by city and State (or If position Is Jn a 
foreign countiy, by city and country). 

•s. Enter geographtcal location If different from that of #4. 

6. To be completed by OPM when certifying positions. (See Item 16 
for date of OPM certification.) For SES and GS-16/18 
11osiUons and equivalent, show the poslUon number used on 
OPM Form 1390 (e.g., DAES0012). 

•1. Chee.le one to show whether Iha Incumbent Is e)(empt or 
nonexempt from the minimum wage and overtime provisions of 
the Fair Labor Standards Act. See FPM Chapter 551. 

8. Check box If statement Is required. See FPM Chapter 734 for 
the Executive Personnel Flnancial Dl$closure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial lnlerests Slatemenl. 

9. Check one to show whether ldentlcal Additlonal poslllons are 
permltled. See FPM Chapter 312, Subcl1apler 4. Agencies may 
show the number of such poslllons authorized and/or established 
after the "Yes" blook. 

10. Check one. See FPM Chapter 212 for Information on the 
compelflive seNlce and FPM Chapter 213 for the excepted 
service. For a pos\Uon In the exce!)!ed servlco, enter aulhority 
for the exception, e.g., 'Schedule A-213.3102(d)" for Attorney 
positions excepted under Schedule A of Ilia Civll Service 
Regufallons. SES (Gen) stands for a General poslllon in Iha 
Senior Executive Service, and SES {CR) stands for a Career 
ReseNed poslUon. 

11. Check one. 

• A "Supervisory" position Is one that meets the requirements 
for a supervisory title as set forth in current OPM classlf]catlon 
and joti-:gradlng guidance. Agencies may designate first-level 
supervisory positions by placing •1• or •1st" after "Supervisory.• 

• A "Managerial" posllfon Is one that meets the requirements for 
such a designation as set forth In pirrent OPM classlficaUon 
guidance. 

12. Check one to show whether the position Is non-sensitive, 
noncritical sansmw~. <'.rilical sensltlva, or special sensitive for 
security purposes. If this Is an ADP position, write tho letter 'C" 
beside ltie sensitivity. 

13. Enter competitive level code for use In reducllon·ln-force actions. 
See FPM Chapter351. 

14. Agencies may use this block for any addillonal coding 
requirement. 

*15. Enler classification/job grading action. 
•For "Official TIUe of Position,• see the applicable classrncaUon 
or Job grading ~!andard. For positions not covered bt, a 
publlslied stanelard, see the General lntroductron to Posuton 
Classtlicatlon Standards," Section Ill, for GS poslUons, or FPM 
Supplement 512-1, "Job Grading System for Trades and Labor 
Occupations," Part 1. Secllon Ill. 

• For "Pay Plan code, see FPM Supplement 292-1, ''Personnel 
Data Standards," Book Ill. 

• For •occupaUonal Code," see the applicable standard; or, 
where no standard has been published, see the "Handbook or 
Occupational Groups and Senes of Classes• for GS pos!Uons, 
or FPM Supplement 512-1, Part 3, for trades and labor 
positions. For all positions In scientific and englnoorlng 
occupations, enter the two-digit functional classlflcatlon 
code In rarenthosos Immediately following the 
occupatlona code e.g., "GS-1310{14)." The codes are 
listed and discussed In the General lnlroducl!on to "Position 
Classification Standards," Secllon VI. 

16. Enter the organlzatlonal, func!lonal, or working !Ille If lt differs 
from the official Ulla. 

17. Enter the name of the Incumbent. If there Is no Incumbent, enter 
•vacancy," 

•1 a. Enter the organizational Jocallon of Iha poslUon, starting with the 
name of the department or agency and working down from !here. 

19. If the position is occuplad, have the Incumbent read the attached 
description of duties and responslbllilies. The employee's 
stgnature Is optional. 

•20. Thls statement normally should be certified by the Immediate 
supervisor of the poslllon. At Its option, an agency may also 
have a hlgher.tevel supervisor or manager certify U1e statement. 

•21. This statement should be ce1tified by lhe agency ofllclal who 
makes the c!assificallon/job gradfng decision. Depending on 
agency regulations, this official may be a j)orsonnel office 
representative, or a mana~er or supc!Vlsor delegated 
classlflcallon/job grading auU1onty. 

22. Enter the poslllon classlficatlon/lob grading slandard(s) used and 
the date of Issuance, e.g., ··Moif and File, GS·305, May 1077 ." 

23. Agencies are encouraged to rev!ew perlodfcany each establlshed 
posltlon to determine whether the poslUon ls sun necessary and, 
If so, whelher Iha posllion description Is adequate and 
classlficatlon/i/ob g1adlng Is proper. See FPM Letter 530·1 (to be 
Incorporated nto FPM Chapter 536). Thls section may be used 
as part of the review process. 'fhe employee's inilials are 
optional. The l111tlals by the supervisor <ind classifier represent 
recertifioalions of the statements rn ltems #20 and #21 
respectively. 

24. This section may be used by the agency for addlllonal C-Odlng 
requirements or for any appropriate remarks. 

•25. Type the description on plain bond paper and attach to the form. 
The agency position number should be shown on the attach men1. 
Sea appropriate lnslrucllons for fonnat of the description and for 
any requirements for evaluation documentation, e. g., 
"lnstrucUons for the Factor Evaluation System," In the General 
Introduction to 'Position Classification Standards," SecUon VII. 



Deputy Press Secretary 
AD-301 (equiv to GS-301-09) 

MAJOR DUTIES: 

The incumbent serves as Deputy Press Secretary in the Office of Public & Media Affairs. Works 
closely with staff on all matters relating to the public affairs of the Office of the United States 
Trade Representative (USTR). 

Disseminates information when appropriate 011 all USTR activities. Serves as liaison between 
public groups, press, and· USTR, identifying any potential problems and suggesting possible 
solutions to improve USTR1s general public affairs outreach effort. 

Edits, and disseminates press releases, advism'ies, fact sheets, talking points and guidance for 
media, private sector and internal USTR use. Transmits press releases and speeches to the 
domestic press, foreign press and majol' newspaper editorial staffs. Assists in coordination of 
press conferences, press materials, news photographs, and special fe0:ture articles. 

Initiates and coordinates }Jrint and broadcast media interviews with USTR staff and oversees all 
arrangements with the media. 

Assists in coordinating public affairs outreach programming for the USTR. This includes 
speaking events and media interviews. Prepares briefing materials and oversees all logistics for 
these events, providing a comprehensive overview of each event's objective. 

Provides information to Wllite House staff, congressional staff, etc., concerning the operations 
and activities of the Office of the USTR or refers caller to appropriate USTR office. 

FACTOR l. KNOWLEDGE REQUIRED BY THE POSITION Level 1-6 -950 PTS 

Knowledge of the functions, structure, procedures, etc., of the USTR sufficient for responding 
timely and ~Pl)fopriately to requests fo1· information. 

Knowledge of written and oral communication principles methods and techniques; analytical 
methods and skill in applying and adapting such knowledge to precedented, recurring 
· assigmnents. Skills needed to assess media reaction and trends to promote the placement of 
USTR materials, to determine the needs and desires of the public and to deal effectively with the 
agency's audiences. 

Ability to analyze and judge information in reports and other materials covering policy issues. 

Knowledge and skill sufficient for writing and editing press releases on routine, non
controversial events. 



FACTOR 2. SUPERVISORY CONTROLS Level 2-3 - 275 PTS 

The AUSTR fol' Public and Media Affairs defines objectives, priorities and deadlines; and the 
incwnbent works independently in accordance with established office practices and from 
previous experience, The supervisor provides advice and guidance on new or controversial 
assignments. Completed work is reviewed .in terms of achievement of program objectives, 
technical soundness, and appropriations. · 

FACTOR 3. GUIDELINES Level 3-3 - 275 PTS 

Guidelines are available but are not completely applicable to the work or have gaps in 
specificity. The employee uses judgment in interpreting and adapting guidelines, such as agency 
policies, regulations, precedents, and work directions for application to specHic cases or 
problems. The employee analyzes results and recommends changes. 

FACTOR 4. COMPLEXITY Level 4-3 - 150 PTS 

Decisions regarding what needs to be done depends on an analysis of the issues and the most 
appropriate means of communicating the inf01matiou to the public. Incumbent must utilize a 
variety of c01m11unicatio11 methods and techniques in developing and disseminating press 
releases, advisories, fact sheets, articles, etc» concerning the agency's activities and events. 

FACTOR 5. SCOPE AND EFFECT Level 5-3 - 150 PTS 

The incumbent provides direct assistance to the A USTR and staff in coordinating the public 
affairs activities of the agency. The work involves treating a variety of conventional problems, 
questions, or situations in conformance with established crite~ia .. The work directly affects the 
effectiveness and success with which the agency accomplishes its assigned responsibilities. 

FACTOR 6. PERSONAL CONTACTS Level 6-3 - 60 PTS 

Contacts are with news media representatives (foreign and domestic media), state/local/Federal 
government officials, and representatives from various private organizations. 

FACTOR 7. PURPOSE OF CONTACTS Level 7-2 - 50 PTS 
Contacts are for the purpose of answedng questions and providing infonnation on cu11'ent USTR 
events and activities, rurnnging interviews, meetings, press releases, etc. 

FACTOR 8. PHYSICAL DEMANDS Level 8~1 - 5 PTS 

Work is sedentary. 



FACTOR 9. WORK ENVIRONMENT Level 9-1-5 PTS 

Work is performed in an office setting. 

Total points = 1,920 

Gracie Level = GS~09 
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Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order lo comply with the requlremenls of FPM Chapter 295, 
subchapler 3, and other provisions of lhe FPM, agencies must 
complete the Items marked by an asterisk. Agencies may determine 
whal other Items are to be used. 

•1. Enter position number used by the agency ror control purposes. 
See FPM Chapter 312, Subcliapler 3, 

•2. Check one. 

• 'Redescription" means the dulles and/or responslblllUes of an 
exlsllng position are being changed. 

• 'New'' means the eosltlon has not previously existed. 
• "Reestablishment means the position prevlously existed, but 

had been cancelled. 
• "Other' covers such things as change In title or occupallonal 

series without a change In duties or responslblliUes. 
• The "E)(planalfon" secllon should be used to show the reason If 

''Other" Js checked, as well as any posftlon(s) replaced by pr:>sft/on 
number, title, pay plan, occupat/r:>naf code, and grade. 

3. Check one. 

•4, Enter geographical location by cily and Slate (or If poslUon Is In a 
foreign country, by city and country). 

•5, Enter geographical location If different from that of #4. 

6. To be completed by OPM when certifying positions. (See llem i6 
ror date of OPM certification.) For SES and GS-16/16 
J>Osl\ions and equlvalenl, show the position number used on 
OPM Form 1390 (e.g., DAES0012). 

•7, Check one lo show whether the Incumbent Is exempt or 
nonexempt from the minimum wage and overtime provlslons of 
the Fair Labor Standards Acl. See FPM Chapter 551. 

8. Check box Ir statement Is required. Sea FPM Chapter 734 for 
lhe Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial Interests Slalement. 

9. Check one to show whether Identical Additional posllfons are 
perm!Ued. See FPM Chapter 312, Subchapter4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 ror Information on the 
compelitfve service and FPM Chapter 213 for the excepted 
service. For a postuon In the excepted service, enler authority 
for the axcepUon, e.g., "Schedule A-213.3102(d)" for Attorney 
poslllons excepted under Schedule A of the Civil Service 
Regulations. SES (Gen) stands for a General position In the 
Senior Executive Servloo, and SES (CR) stands for a Career 
Reserved position. 

11. Check one. 

• A "Suporvlsoiy'' position Is one that meets lhe requirements 
for a supervisory lllle as set forth Jn current OPM ciassificaUon 
and job-grading guidance. Agencies may designate first-level 
supervisory positions by placing "1" or "1sf' after "Supe.rvfsory." 

• A "Managerial" position Is one that meets the requrrements for 
such a designation as set forth In current OPM classification 
guidance. 

12. Check one lo show whether the position is non-sensllive, 
noncrllfcal sensitive, critical sensllive, or special sensitive for 
securily purposes. If this Is an ADP position, write the letter •c• 
beside !lie sensllivily. 

13. Enter competitive level code for use In reduction-In-force actions. 
See FPM Chapter351. 

14. Agencies may use this block for any additional coding 
requirement. 

•15. Enter classlflcatlon/job grading action. 
• For "OffldalTltle of Position,• see the appllcable classlficatlon 
or lob grading standard. For poslUons not covered bY. a 
J>Ublished standard, see the General Introduction to 'Position 
Classlllcatfon Standards," Section Ill, for GS poslllons, or FPM 
Supplement 512-1, "Job Grading System for Trades and Labor 
Occupations," Part 1, Section If!. 

• For "Pay Plan code, see FPM Supplement 292-1, "Personnel 
Data Standards,• Book Ill. 

• For "Occupational Code," see the appllcable standard; or, 
where no standard has been published, see the ''Handbook of 
Occupational Groups and Serles of Classes" for GS positions, 
or FPM Supplement 512-1, Part 3, for trades and labor 
positions. For all positions In scientific and engineering 
occu11allons, enter the two-digit functional classlflcatlon 
code In rarentheses Immediately following tho 
occupallona coda e.g., "GS-1310114)." The codes are 
listed and discussed In the General Introduction to "Position 
ClasslflcaU<m Standards,'' SecUon VI. 

16. Enter the organlzaUonal, funcllonal, or working title if JI differs 
. from !he official uue. 
17. Enterlhe name ofl!Je Incumbent. If there Is no Incumbent, enter 

"vacancy." 

•rn. Enter the organizational.local/on of U1e posllion, starting with the 
name of the department or agency and working down from there. 

19. lflhe position Is occupied, have the Incumbent read the aUached 
descnpllon of duties and responslbflltlas. The employee's 
signature Is optional. 

•20. This statement normally should be certified by the Immediate 
supervisor of lhe rosltlon. At Its opUon, an agency may also 
have a higher-lave supervisor or manager ce~ry the statement. 

•21. This statement should be certified by the agency official who 
makes the ciasslncatlonljob grading decision. Depending on 
agency re~ulatlons, this official may be a personnel office 
representative, or a manaP,er or supervisor delegated 
classlflcallon~ob grading authority. 

22. Enter the position ciasslflcatlonJ]ob grading standard(s) used and 
the dale of Issuance, o.g., "Mall and Fiie, GS-305, May 1977." 

23. Agencies nre encouraged to review perlodlcally each estabUshed 
position to determine whether the position Is still necessary and, 
If so, whether the positron description Is adequate and 
classification/lob grading Is proper. Sea FPM Leiter 5:'36-1 (to be 
Incorporated Into FPM Chapter 536). This section may be used 
as part of the review process. 'rhe employee's lnltlals are 
optional. The lnlllals by the supervisor and ciassmer represent 
recertlflcatlons of the statements In Items #20 and #21 
respectively. 

24. This sectton may be used by the agency for additional coding 
requirements or for any appropriate remarks. 

'25. Type the description on plafn bond paper and attach to the form. 
The agency liosltlon number should be shown on !he attachment. 
See appropr ale Instructions for formal of Iha descrlpllon and for 
any requirements for evaluation documentation, e. g., 
"lnslruclions for the Factor Evaluation System," In the Ganoral 
Introduction to "Position Classlflcallon Slandards," Section VII. 



Deputy P1·ess Secretary 
AD~301 (equiv to GS-301-07) 

STATEMENT OF DIFFERENCE TO: 

Deputy Press Secretary 
AD-301 (equiv to GS-301-09) 

The incumbent perfonns duties that are essentially the same as those performed at the 
GS-09 level, but with a closer level of suvervision. The incumbent is under the direction 
of the AUSTR for Public & Media Affairs, who defines objectives, priorities, and 
deadlines and assists the incumbent with unusual situations that do not have clear 
p1·ecedents. The incumbent plans and cru1'ies out the successive steps and handl~s 
problems and deviations in the work assignments in accordance with instrnctions, 
policies, previous training, or accepted practices in the occupation. Work is reviewed fo1· 
technical soundness and confom1ity with agency policy and esta\:>lished objectives. 



Deputy Press Secretary 
AD-301 {equiv to GS-301-09) 

MAJOR DUTIES: 

The incwnbent serves as Deputy Press Secretary in the Office of Public & Media Affairs. Works 
closely with staff on all matters relating to the public affairs of the Office of the United States 
Trade Representative (USTR). 

Disseminates information when appropriate on all USTR activities. Se1·ves as liaison between 
public groups, press, and USTR, identifying any potential problems and suggesting possible 
solutions to improve USTR's general public affairs outreach effort. 

Edits, and disseminates press releases, adviso1ies, fact sheets, talking points and guidance for 
media, private sector and internal USTR use. Transmits press releases and speeches to the 
domestic press, foreign press and major newspape1· editorial staffs. Assists in comdination of 
press conferences, press materials, news photographs, and special feature articles. 

Initiates and coordinates print and broadcast media interviews with USTR staff and oversees all 
arrangements with the media. 

Assists in coordinating public affairs outl'each programming for the USTR. This includes 
speaking events and media interviews. Pxepares briefing materials and oversees all logistics for 
these events, providing a comprehensive overview of each event's objective. 

Provides infom1ation to White House staff, congressional staff, etc., concerning the Oj)erations 
and activities of the Office of the USTR or refers caller to appropriate USTR office, 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION Level 1-6 -950 PTS 

Knowledge of the functions,rstructure, procedures, etc., of the USTR sufficient for responding 
timely and appropriately to requests for information. 

Knowledge of written and oral communication principles methods and techniques; analytical 
methods and skill in applying and adapting such knowledge to precedented, recurring 
assignments. SkiJls neede.d to assess media reaction and trends to promote the placement of 
USTR materials, to determine the needs and desires of the public and to deal effectively with the 
agency's audiences. 

Ability to analyze and judge information in reports and other materials covering policy issues. 

Knowledge and skill sufficient for writing and editing press releases on routine, non
controversial events. 



FACTOR2. SUPERVISORY CONTROLS Leve12-3 -275 PTS 

The AUSTR for Public and Media Affairs defines objectives, priorities and deadlines; and the 
incumbent wmks independently in accordance with established office practices and from 
previous experience. The supervisor provides advice and guidance on new or controversial 
assignments. Completed work is reviewed in terms of achievement of pmgram objectives, 
technical soundness, and appropriations. 

FACTOR 3. GUIDELINES Level 3-3 - 275 PTS 

Guidelines are available but are not completely applicable to the work 01· have gaps in 
specificity. The employee uses judgment in interpreting and adapting guidelines, such as agency 
policies, regulations, precedents, and work directions for ap1Jlication to specific cases or 
problems. The employee analyzes results and recommends changes. 

FACTOR 4. COMPLEXITY Level 4~3 ~ 150 PTS 

Decisions regarding what needs to be done depends on an analysis of the issues and the most 
appropriate means of communicating the information to the public. hiciumbent must utilize a 
variety of communication methods and techniques in developing and disseminating press 
releases, advisories, fact sheets, m1icles, etc., concerning the agency's activities and events. 

FACTOR 5. SCOPE AND EFFECT Level 5"3" 150 PTS 

The incumbent provides direct assistance to the A USTR and staff in coordinating the public 
affairs activities of the agency. The wmk involves treating a variety of conventional problems, 
questions, or situations in confo1mance with established criteria. The work directly affects the 
effectiveness and success with which the agency accomplishes its assigt.ied responsibilities. 

FACTOR 6. PERSONAL CONTACTS Level 6-3 - 60 PTS 

Contacts are with news media representatives (foreign and domestic media), state/local/Federal 
government officials, and representatives from various private organizations. 

FACTOR 7. PURPOSE OF CONTACTS Level 7-2 - 50 PTS 
Contacts are for the purpose of answering questions and providing information on curl'ent USTR 
events and activities, an-anging interviews, meetings, press releases, etc. 

FACTOR 8. PHYSICAL DEMANDS Level 8-1 - S PTS 

Work is sedentary. 



FACTOR 9. WORK ENVIRONMENT Level 9-1 - 5 PTS 

Work is perfo1med in ru1 office setting. 

Total points= 1,920 

Grade Level = GS~09 



q~ · • ~ United States • 
~ · ~ Office of Government Ethics a

@TESo~~ 

<fb.1 {1 1201 New York Avenue, NW., Suite 500 
~..f>~NT 'i>~ Washington, DC 20005-3917 

Demetra Lambros 
Office of the Vice President 
Eisenhower Executive Office Building 
Room268 
Washington, DC 20500 

March 25, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of Deputy 
Residence Manager 

Dear Ms. Lambros: 

You have requested that the future incumbents of the position titled Deputy Residence 
Manager, a Schedule C position, be excluded from the public financial disclosure reporting 
requirements of Title I of the Ethics in Government Act of 1978, as amended. Your request was 
made pursuant to 5 CFR § 2634.203, which allows the United States Office of Government 
Ethics to exclude the incumbents of Schedule C positions from reporting requirements if the 
incumbent has no policywmaking role with respect to agency programs. Based upon the 
submitted position description, your request to exclude future incumbents from reporting 
requirements is approved. 

You stated and the position description submitted in support of your request reflects that 
the incumbent would have no policywmaking role with respect to agency programs and, 
therefore; we find that the position meets the exclusion criteria. Accordingly, the position is 
hereby excluded from the public financial disclosure reporting requirement of Title I of the 
Ethics in Government Act of 1978, as amended. 

The exclusion applies to all subsequent incumbents who fill the position unless the duties 
of the position change. Because the position description may not change for several years, we 
recommend attaching this document to the position description to avoid inadvertent destruction 
that might occur in accordance with record retention policies. 

While the position description submitted to OGE supports excluding the position from 
public financial disclosure requirements, ethics officials should make a determination as to 
whether the position's incumbent should be required to file a confidential financial disclosure 
report. This is based on the position description's statements that the incumbent: 

... assists with oversight of purchases by multiple purchase card holders and 
administration of large value contracts ... 



Ms. Demetra Lambros 
Page2 

and 

... orders supplies; requests administrative services ... 

Determination as to whether an official is required to file a confidential financial disclosure 
report is at the discretion of the official's agency. 

If you have any questions regarding this matter, please contact Doug Chapman at 202-
482-9223. 

Sincerely, 

Jost :~ii Jf7 
Deputy Director for Compliance 



Deputy Residence Manager 
Official Residence of the Vice President 
GS-301-11 

MAJOR DUTIES 

Under the direction of the Residence Manager and Social Secretary to the Vice President and Dr. 
Jill Biden, the incumbent assists in the daily operations of the Official Residence of the Vice 
President. The incumbent carries out confidential and specialized assignments of special concern 
to the Vice President and Dr. Jill Biden, and assists with the execution of the activities and 
special events at the Residence. 

1. Supports the Social Secretary and Residence Manager with the administration of events at 
the Vice President's Residence: manages invitations, RSVPs, and guest tracking; 
coordinates gate staffing and volunteers for events; and coordinates with the United 
States Secret Service on clearance lists. 

2. Supports the management of the budget for the Residence of the Vice President: assists 
with oversight of purchases by multiple purchase card holders and administration oflarge 
value contracts; regularly prepares and presents data on the budgetary status of the 
Residence. 

3. Serves as the primary administrative liaison for the Vice President's Residence: orders 
supplies; requests administrative services; and acts as the point of contact with the United 
States Secret Service, Office of the Vice President Operations, various offices within the 
Executive Office of the President's Office of Administration, and event and general 
vendor contacts. 

Knowledge Required 

1. High degree of personal initiative and dedication to work. Ability to independently assess 
the support requirements of a variety of work projects and to execute the fulfillment of 
those requirements in a diplomatic, thorough, and consistent manner. 

2. Ability to establish and maintain good working relationships throughout all levels of the 
organization. Ability to work harmoniously with diverse groups and individuals, ranging 
from junior staff to senior policy officials in the Office of the Vice President and in other 
Federal agencies and in the private sector. Skill in eliciting the cooperation of others, 
particularly in situations involving extreme time constraints and stress. 

3. Thorough knowledge of the Executive Office of the President, the Office of the Vice 
President, and its role in the Executive Office of the President. Thorough knowledge of 
the operations, organization, and interrelationships of the Executive Office of the 
President. 



4. Strong organizational and administrative skills. Demonstrated ability to independently 
perform a wide variety of assignments rapidly and completely and to shift effectively 
from one assigmnent to another as the priorities change. Ability to recommend changes 
in administrative policies, develop and implement procedures and practices, and foresee 
administrative problems and requirements in response to both recurring and unfamiliar or 
unique work assignments. 

5. Ability to effectively apply reasoning skills and judgment to work projects. Maturity of 
thought processes. Capability of viewing isolated work assignments as part of the larger, 
overall management processes at the Vice President's Residence. 

6. Ability to express ideas and policies orally and in writing in a concise, convincing, and 
timely manner. 

7. Dependability and discipline of action so that the accuracy, completeness, and soundness 
of work products can be relied upon. 

8. Discretion and tact in dealing with sensitive subjects. 

Supervisory Controls 

The employee and supervisor, in consultation, develop the deadlines, projects, and work to be 
done at the Naval Observatory. 

The employee has responsibility for planning, designing, and carrying out projects, studies, or 
other work independently. Completed work is reviewed only from an overall standpoint in terms 
of feasibility, compatibility with other work, or effectiveness in meeting requirements or 
expected results. 

Guidelines 

Written and unwritten procedural and general policy guidelines in the form of manuals, Office of 
the Vice President memoranda, and decision memoranda are used as references for broad aspects 
of the work Established practices and procedures may condition the accomplishment of certain 
tasks. Oral guidelines may be provided to establish particular requirements of discrete work 
projects. The incumbent determines the application of the most appropriate guidelines by 
personal investigation, or by consulting other officials. The employee exercises judgment in 
applying analytical, technical, administrative, and other techniques within the framework of 
guidelines goveming a particular work assignment. The employee relies upon established 
techniques related to the accomplishment of ongoing or recurring projects and uses judgment and 
creativity in applying these techniques to a particular assignment. 



Complexity 

The principal responsibility of the incumbent is to provide assistance to the Residence Manager 
and Social Secretary at the Vice President's Residence by the performance of diverse tasks and 
activities that enhance the supervisor's effectiveness in conducting the Vice President and Dr. Jill 
Biden's affairs. Decisions regarding what needs to be done, and how to accomplish the tasks, are 
based on the incumbent's knowledge of duties, priorities, commitments, policies, and goals of the 
Residence Manager and Social Secretary. 

The employee exercises initiative and creativity in (1) organizing time and resources toward 
planning and accomplishment; (2) adjusting to shifting priorities; and, (3) ensuring the timeliness 
and quality of end products through effective monitoring of works in progress. 
The incumbent receives supervision and assignments from the Vice President of the United 
States and Dr. Jill Biden and operates with broad latitude and discretion within assigned areas of 
competence. The incumbent may be required to undertake special assignments on urgent, 
complex and confidential matters. 

Scope and Effect 

The incumbent provides support for the effective accomplishment of both ongoing and unique 
work assignments. The employee's efforts encompass and support a wide range of work 
responsibilities within the overall operation of the Office of the Vice President and the Vice 
President's Residence. 

Personal Contacts 

The incumbent has frequent contact with high level officials both within Office of the Vice 
President and the White House Office, as well as other Federal agencies. The incumbent also has 
frequent contacts with members of concerned interest groups, Congressional offices, and 
members of the general public. 

Purpose of Contacts 

The incumbent works closely with Federal officials, Congressional offices, and the general 
public in responding to inquiries concerning activities and general information requests. 

Physical Demands 

The physical work demands are standard requiring walking, standing, bending, and carrying of 
light items such as books and papers. 

Work Environment 

Work is performed within an office or conference room setting, with travel required. 



INTRODUCTION: 

Executive Office of the President 
Official Residence of the Vice President 

Deputy Residence Manager 
GS-0301-09 

The position is located in the Executive Office of the President (EOP), Official Residence of the 
Vice President (ORVP). The position serves as a Deputy Residence Manager with responsibility 
for assisting with the execution of activities and special events at the Residence. 

This is a developmental position that has been classified at less than the full performance level 
for recruitment and training purposes. The full performance level for the position is GS-11. At 
the agency's discretion, the employee may be promoted to the GS-11 upon meeting all 
qualification requirements, satisfactory performance, and demonstrated ability to perform the 
duties of the position at the full performance level. 

STATEMENT OF DIFFERENCE: 

The incumbent's work is similar to the major duties described in the GS-11 full performance 
position description with the exception that work is performed under closer supervision and work 
assignments are less complex at the GS-09 level. 



From: 

Sent: 

To: 

Cc: 
Subject: 

Attachments: 

Dear Doug: 

Joseph, Jeremy (b)(6) 
Friday, March 21, 2014 12:18 PM 

Douglas L. Chapman; Christopher J. Swartz 

DiBella, Roberto 

RE: Sched. C Exclusion 

2014 Deputy Residence Manager Position Description.pdf; non-responsive 

Following up on my conversations with Chris on Wednesday, per 5 CFR 2634.203, OVP seeks a 278 public financial disclosure 

report filing exclusion for OVP's sole Schedule C position. The exclusion is for the Deputy Residence Manager position at the 

Vice President's temporary official residence, the U.S. Naval Observatory (the "Residence"). The 2014 position description is 

attached. The position is presently classified between a GS-9 and -11, depending on the qualifications of the applicant .• 

(b)(5) 

I 

I 

(b)(5) 
We deeply appreciate your assistance in this matter. Please let me know if you have any questions 

or wish to discuss the history of this position further. Have a good weekend. 

Best regards, 

Jeremy 

Jeremy Joseph 

RE Sched. C Exclusion htm[S/5/2015 2:31:19 PM] 



Deputy Counsel I Office of the Vice President 

(b)(6) 

From: Douglas L. Chapman [majlto:dlchapma@oge.gov] 
Sent: Wednesday, March 19, 2014 4:26 PM 
To: Joseph, Jeremy; Christopher J. Swartz 
Subject: RE: Sched. C Exclusion 

Jeremy, 

No problem. Feel free to call if you have any questions. 

Doug 

Doug Chapman 
Chief, Professional Staff Group 2 

U.S. Office of Government Ethics 

1201 New York Avenue, NW Suite 500 

Washington, DC 20005 

202-482-9233 

Visit OGE's website: www.oi:e. i:ov 

Follow OGE on Twitter: @OfficeGovEthics 

From: Joseph, Jeremy [.u..m!.l.!.Wi """-"llillllli 
Sent: Wednesday, March 19, 2014 4:23 PM 
To: Christopher J. Swartz 
Cc: Douglas L. Chapman 
Subject: RE: Sched. C Exclusion 

Chris, Many thanks for your quick response here. And thanks Douglas for your review here as well. We'll send something up 

shortly. 

Best, 

Jeremy 

Jeremy Joseph 

Deputy Counsel I Office of the Vice President 

(b)(6) 

From: Christopher J. Swartz [mailto:cjswartz@oge.gov] 
Sent: Wednesday, March 19, 2014 4:18 PM 
To: Joseph, Jeremy 
Cc: Douglas L. Chapman 
Subject: Sched. C Exclusion 

Jeremy, 

As we discussed, please feel free to submit the PD and request for exclusion to Mr. Douglas Chapman, Chief of our Program 

RE Sched. C Exclusion htm[S/5/2015 2:31:19 PM] 



Review Branch. He is Cc'd here. 

Many thanks, 

Chris 

Christopher J. Swartz 
Assistant Counsel 
Office of Government Ethics 
Ethics Law and Policy Branch 
General Counsel & Legal Policy Division 
Telephone: 202-482-9266 

Visit OGE's website: www oge goy 
Follow OGE on Twitter: @OfficeGovEthics 

OGE Confidential Notice: This email, including all attachments, may constitute a Federal record or 
other Government property that is intended only for the use of the individual or entity to which 
it is addressed. This email also may contain information that is privileged, confidential, or 
otherwise protected from disclosure under applicable law. If you are not the intended recipient or 
the employee or agent responsible for delivering the transmission to the intended recipient, you 
are hereby notified that any dissemination, distribution, copying or use of this email or its 
contents is strictly prohibited. If you have received this email in error, please notify the 
sender by responding to the email and then immediately delete the email. 

RE Sched. C Exclusion htm[S/5/2015 2:31:19 PM] 



United States 
Office of Government Ethics 
·1201 New York Avenue, N\V., Suite 500 
\'{lashington, DC 20005-3917 

Janice Kaye 
Designated Agency Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of 
Director of Congressional Affairs (GS9/l 1) 

Dear Ms. Kaye: 

You have requested that the position of Director of Congressional Affairs (GS9/1 l), a 
Schedule C position, be excluded from the public financial disclosure rep011ing requirements of 
Title I of the Ethics in Government Act of 1978, as amended. Your request was made pursuant 
to 5 CPR § 2634.203, which allows the United States Office of Government Ethics to exclude 
the incumbents of Schedule C positions from rep011ing requirements if the incumbent has no 
policy-making role with respect to agency programs. Based upon the current position 
description for this position, your request to exclude incumbents of this position from reporting 
requirements is denied. 

The position description submitted in suppoit of the request indicates that the position 
entails policy-making responsibilities. In particular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

The incumbent serves as Congressional Affairs Specialist responsible for 
coordinating policy issues and papers of proposed legislation, and providing 
ongoing liaison between USTR, Congress, its committees, other agencies and the 
White House under direction of AUSTR. 

Provides research to senior USTR officials in the planning of significant trade 
issues through Congress. 

Provides support to the Assistant USTR in devising and orchestrating appropriate 
strategy for Congressional hearings in which the USTR, the Deputies, the Chief 
Textile Negotiator, the General Counsel, and senior staff will testify. Conducts 
research on Congressional requests for additional written information and 
meetings. 



Ms. Janice Kaye 
Page2 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure rep011. The due date for the repo11is45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223. 

an 
uty Director for Compliance 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Agency Pon11ion No. 

2. -Re~son for Submission---- ~ S&nilce 4. Emplc>ylog Office ~cation 5. Doty SIP!loo 6. OPM Certification No. 

Washington, DC DC B RedescripOon ~ New Hdq1rs n Re'.cl vy_~~~ington,_ 
Ree5t~b!~ment Other 1. Fair Labor Standardo Aat 8. Flnanclal Stetaments Requlrecl 9. svi>roct io· •A AciiCn-- --

E;:plenatl<m (Show vny positions rl!lp/ar:fld} n Exemot f'Vl Non&xemDt 
n E:cl'Wlrv~ PeI5:\'ll'.-I 

fl••"efbl DJ~OSUIO 
n fmp"'Jrn•il ind FB,.,,. atll\west nve9 [i!No 

1 v. roslU1>n l;ta\us 1 1 • ros1ron !s : H. :>onsllMly 13. Competitive Level Code 
- - :J t~Non· 121 3-Crit~al _ Comp&tirlve _ Sup..-.ilwry Stmsill>'• 

~ Excepted (Spscify In flemarksJ Monagerlal 14. A~orn:v IJso 

SES (Oeo.) n SES (CR) 7 :J l-.N<incdti.:.I 0 4··Spoc!o! 
Nollh« __ ..... Sen'11/V_e. __ __ G=I~~& 

111. Clo.oiflcd/Graded b~ Otftclal 11t1a al Pos1tmn Pay l'lari Oc clip a ti on al Co:lo Grade lnldtlt Date 
--

e. ""'"" 01 t'er· 
sonnel 
Maf'\ll!lt!Mnt 

b. Depertme~t, 00~ ~ 7/cylJol~ Agency 01 
Dlreclor of Congressional Affairs AD 30i Establishment 1 

o.Secor.I level 
Rt.view 

d.Flrat I eve! 
Review 

c. Recommmdod by 
Suporvisor 01 
lnidamg Olf~ 

16. Organlzal!onal Tllla ol Poshlon-{If diffe1iiii ftom ()ffl'csl title} 

1 S. Oep81tmant, Auancv, 01 Es1abh~hr11~11t 

Executlvo Office of the President 
a. Fhst Suhrtivinlon 

Office of the U.S. Trade Representative 
b. sacohd Sulxlivrslon-

Office of Congressional Affairs 

19. Ernpluyee Rev1ew·Th1s 18 an accurate description af the major 
dutf&s end responslbllitiaa of my po~ftlon. 

i...;.r I I . 

17. N•m~ of f:m&ioj°a (if vacanl, sper:ify) 

111·11111·1·11:tt·· 
o. Third S\JbtlivMon 

d. Fcutth Subdivision 

--· -- .. -
&. flfth Subdivision 

Slgu•ture of Employee (vµrmnal/ 

20. Supatvf&ory Certlllcatlo11. I certify t11ot this Is en accurate this Information Is ta be used for sta!uto,.Y-purposes relating lo 
statement of th11 mt1jcr d11fies and f&sponsiblfitfes of this fJ.tJsltton appointment Bild p11ym11nt of pup!lc funds, and that fB!se or misleading 
<md its <>rgenliatlonal tf'J/ationshlps, and thot th11 ppsiflor> Is stotomrmts may constitute violation.~ of m1ch statutes pr their 
nece.~S8fY to carry out Government functions for which I am impl11mtmtlng regulation.-;. 

_ _la:wgnslble,_ This cerllflcatlon /$JJJ8!!£. with the knowledg!l.Jhat _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
e. Typed Neme and Thie of lmmedlalB Supe1\ll•or jb. Typed Nome l!nd Tiiie of llloher-Uvel Supervisor 01 M1111n11er {optio11af) 

''1"1'f1t"f1@Asslstant U.S. Trade Representative 
or Congressional Affairs · 

tlon IJas been c/assifled/grnrlsd os rsquired by lr/o 5, U.S. Cade, 
in confotl(lanco with stondards published by thll U.S. Off/r.o of 
Personnel Mansgemerrr or, If no publfsl1od standards apply dlr11ct
/)I, consistently with tf/e most app/lcqbfo published standards. T·ipffltae of Offtclal Taking Aotkih" - - - - - - . -

Acting Dlroctor, USTR Off!~ of Human Resources . 
non-responsive 

.. : . 9 lnilla!s 

v. Empfoyeo (opflu1iul) 

b.Supervlsor 

c. Clesslflsr 

2-1. llemarh 

- [ff9te

I 
22. Position Classification Stalldo1ds Used in Class!lyln11IClrlllllno PO$ltlon 

US OPM PCS for M!scel!aneous Administration & Program Serles, 
GS-301, dated Jan. 1979; tntroducUon to the Posil!on Classification 
Standards· Primary Standards TS-134 July 1995 

l11formotlo11 for Employees. Tho standerds; eml lnf01mation on their 
ap11llcutlon, are avallable ln tho persdnnol office. ·1 ho classlflcallon of tha 
position may be reviewed and corrected by the ag11t1cy or tha U.S. Office 
of Personnel Management. lnformatloo on clesslficetlon/job grading 
eppe11ls, and complaints on exemption !tom rLSA, is ovolloble from the 
persornrnl ufllGe or ths U.S. Office of Pereonnol Mnnugement. 

Initials Date lnltlelt DPlG tnltl.Js Date 

I ·-r ·--- .. --· -· ·-·-·--

* Dulles descrlbttd !11 U1ls A0-301 Director or Congresslonitl Affairs PD are equl\lalenl lo GS.11 grade lewil. 

26. Description of Major Duties and Responsibilities (Seo Attached) 
NSN 7640-00·B34·42$S PraYloUs Edit/oh Usoblo 6006-106 OFB lliov.1-U&l 

U.S. Ol1'e<1 ol POl&ornol M"""Qorn<nt 
FPM C:h"11tl :'-96 



Opllonol Form 8 (l!ACKJ {A.vised 1155) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of l'PM Chapter 295, 
subchapter 3, and other provisions of the FPM, agencies must 
complete the Items marked by an asterisk. Agencies may determine 
what other items are to be used. 

• ! . Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. 

•2. Check one. 
• "Redescription• means the duties and/or responsibilities of an 

exisitng position are being changed. 
• "New" means the position has not previously existed. 
• "Reestablishment• means the position previously existed, but 

had been cancelled. 
• "Other" covers such things as change In title or occupatlonel 

series without a change fn duties or responsibilities. 
' The "Explanation" section should be used to show tha renson if 

"Other• Is oheoked, as well es any positionls) replaced by 
position number, title, pay plan, occupational code, and grado, 

3. Chec:k one. 

•4, Enter geographical location by city and State (or if position ls in a 
foreign country, by city and country}. 

•5, Enter geographical location If different from that of #4. 

6. To be completed by OPM when certifying positions. (Sea Item 
16 for date of OPM certification.) For SES and OS· 16/1 B 
positions end equlvalent, show the position number used on OPM 
Form 1390 (e.g., DAES0012), 

"7. Check one to show whether the Incumbent is exempt or 
nonexempt from the minimum wage and overtime provisions of 
t~e Fair Labor Standards Act. See FPM Chapter 551, 

8. Check box if statement Is required, Sea FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 2/8, 
See FPM Chapter 735, Subchapter 4, for the Employment end 
Finenclel Interests Statement. 

9. Check one to show whether Identical Additional posltfons are 
permitted. See FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Cheok one. Saa Ff'M Chapter 212 for Information on the 
competitive service and FPM Chapter 213 for the excepted 
service. For a postiion In the excepted service, enter authority 
for the exception, e.g., "Schedule A·213.3102(d)" for Attorney 
positions excepted under Schedule A of the Civil Service 
Reoutatlons. SES (Gen) stands for a General position ln the 
Senior Executive Service, end SES (CR) stands for a Career 
Rese1ved position. 

11 . Check one. 

' A "Supervisory" position is one that meets tho 1equlrements 
for a supervisory title as set forth In current· OPM classification 
and )ob-grading guidance. Agencies may designate first-level 
supervisory positions by piecing • 1 n or "1st• after 
•supervisory," 

' A "Monagerlal" position ls one that meets the requirements for 
such a designation as set forth in current OPM classlflcation 
guidance. 

12. Check one to show whether -the position Is non-sensitive, 
noncritical sonsitlvo, critical sonsltlvo, or spoclol sonsltivo for 
security pu1posos. If this Is an ADP position, write the lotter •c• 
bosido the sensitivity. 

13. Enter oompatltiva level code for use In reductlon·in·force actions. 
See FPM Chapter 361. · 

14. Agencfes may use this block for tiny addlttonal coding 
requirement. 

• 15. Enter classification/job grading action. 
• For "Offloiel Title of Position," sea the applic:eble classification 

or job grading standard, For positions not covered by a 
published standard, see the General Introduction to "Position 
Classification Standards,• Section Ill, for GS positions, or FPlVl 
Supplement 612-1, "Job Grading System for Trades and labor 
Occupations,· Part 1, Section Ill. 

• For "Pay Pian code, see FPM Supplement 292-1, "Personnel 
Data Standards," Book Ill. 

• For "Occupational Coda," see tha appllcable stondard; or, 
where no standard has been published, see the "Handbook of 
Occupational Groups end Series of Classes" for GS positions, 
or l'PM supplement 612-1, Part 3, for trades and labor 
positions. For all postlons in scientific and engineering 
oooupatlons, enter the two-digit functional cla sslflcetlon coda 
In parentheses lmmedlotey followln'1 the oc1Jupational code, 
e.g., "GS-1310(14}." The codes are listed and discussed in the 
General Introduction to "Position Classlflcatlon Standards,• 
Section VI. 

16. Enter the organizational, functional, or working title if It differs 
from the official title. 

17. Enter the name of tho Incumbent. If there ls no Incumbent, enter 
"vacancy." 

* 18. Enter the organizational location of tha position, starling with the 
name of the department or agency and working down from 
thero. 

19. 

*20. 

•21. 

22. 

23. 

24. 

•26. 

If the position is occupied, have tha incumbent read the altachod 
description of duties and rnsponslbllitles. Tha employee's 
signature Is optional. 

Thls statement normally should be certified by tho Immediate 
supervisor of tho position. At its option, an agency may also 
have a higher-level supervisor or manager certify the statement. 

This statement should be certified by the agency off!ciaf who 
makes the classlficatlon/job grading decision. Depending on 
agency regulations, this offlclal may be a personnel offlc11 
reprasentative, or a manager or supervisor delegated 
classification/job grading authority. 

Enter the position classification/job grading standardtsl used and 
the date of issuance, e.g., "Mail and File, GS·306, May 1917." 

Agencies are encouraged to review perlodlcally each establfshad 
position to determine whether the position Is stlll necessary and, 
If so, whether the position description is aclequate and 
classiflcotlon/job grading is proper. See FPM Lotter 536-1 (to be 
Incorporated Into l'PM Chapter 636). ihls section mey be used 
as part of the review process. The employee's initials are 
optional. The lnltitals by the supervisor and classif!er represent 
recertlflcatlons of the statements In items 1120 and #21 
respectively. 

This. section may be used by 1he agency for additional coding 
requirements or for any appropnate remarl<s. 

Type the description on plaln bond paper and attach to the form. 
The agency position number should be shown on the attachment, 
See appropriate Instructions for format of the description and 

for any requirements for evaluation documentation, e. g., 
•1nst1uotlons for the Factor Evalualfon System,• In the General 
Introduction to "Position Classification Standards,• Section VII. 



Director of Congressional Affairs 
AD-301 (equiv to GS-301-11 level) 

MAJOR DUTIES 

The incumbent serves as Congressional Affairs Specialist responsible for coordinating policy 
issues and papers of proposed legislation, and providing ongoing liaison between USTR, 
Congress, its conuhittees, other agencies and the White House under direction of AUSTR. 

This position requires continual access to highly sensitive information. The incumbent must be a 
person in who the USTR has complete tmst and confidence. 

Provides research to senior USTR officials in the planning of significant trade issues through 
Congress. 

Pl'ovides support to the Assistant USTR in devising and orchestrating appropriate strategy fol' 
Congressional hearings in which the USTR, the Deputies, the Chief Textile Negotiator, the 
General Counsel, and senior staff will testify. Conducts research on Congressional requests for 
additional written information and meetings. 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION Factorlevcl 1-7, 1,250 points 

1. Ability to build and sustain successful relationships in both the public and private sector. 

2. Working knowledge of activities and functions of the numerous Congressional 
Committees which have trnde policy interests. 

3. Substantial experience in working with legislative matters. 

4. Ability to express ideas clearly and forcefully both orally and in writing. 

5. Ability to quickly grasp very complex issues and to help devise ap1Jropriate strategies to 
deal with such issues. 

FACTOR 2: SUPERVISORY CONTROLS Factor Level 2-4, 450 points 

Incumbent works under the supervision of the Assistant USTR for Congressional Affairs who 
sets overall objectives. Incumbent is responsible for planning and can·ying out the assignment, 
resolving most of the conflicts that arise, coordinating the work with others as necessary, and 
interpreting policy 011 own htltiative in terms of established objectives. The incumbent keeps the 
supervisor informed of progress and potentially contmversial matters. The supervisor reviews 
work only from an overall standpoint in terms of effectiveness in meeting requirements or 
expected results. 



FACTOR3. GUIDELINES Factor Level 3~3, 275 points 

Guidelines are available but are not completely applicable to the work, or have gaps in 
specificity. The incumbent 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 Factor Level 4-4, 225 points 

The incumbent provides research and program support for the Assistant USTR for Congressional 
Affairs. The incumbent is responsible for serving as liaison between USTR and Members and 
Committees of Congress, working groups and sub~groups, providing infomiation on the status of 
negotiations and on U.S. trade policies. Ensures that Congressional inquities on these and 
related subjects are promptly and satisfactorily answered; and, advises the supervisor on 
Congressional attitudes or actions and legislative matters of concern to the USTR. Decisions 
regarding what needs to be done include tl1e assessment of unusual cirmm1stances, variations in 
apJJroach, and incomplete or conflicting data. The work requires making many decisions 
conceming interpl'etation of data I :infonnation, and planning the work. 

FACTOR 5. SCOPE AND EFFECT Facto!' Level 5-4, 225 points 

The U.S. Trade Representative is responsible for the implementation of the Trade Agreements 
Act of 1979; developing and coordinating U.S. international trade, con:unodity, and direct 
investment policy; and leading or directing negotiations with othe1· countries on such matters. 
The USTR is the President's chief advisor and spokesman on trade policy. The USTR is 
responsible for establishing policy, and develophig issues and recommendations for Presidential 
decisions. 

The success of U.S. trade policies and objectives depends on how well they are tmderstood and 
supported in Congress and by the public. The incumbent of this position works with the 
Assistant USTR in coordinating approach with Congres~ional committees. The work involves 
analyzing a variety of varying and unusual concerns or issues raised by Members of Congress> or 
officials in private industry, and formulating and executing a plan for effective communication of 
ongoing negotiating strategies on U.S. trade policies. 

FACTOR 6. PERSONAL CONTACTS Factor Level 6-3, 60 points 

The incumbent carries out confidential and technical assignments, including contacting key 
policymaking officials and staff of the Executive Branch and Congress. 

The incumbent is responsible for maintaining day-to-day liaison with all appropriate 
Cougrnssional Committees and·staffs, including Senate F'inance,. House Ways and Means~ the 
trade subcommittees ( Ol' trade subcommittees thereof) on Agriculture, Banking, Commerce and 
Fcfreign or International Relations. Contacts are not always on a routine basis, and the purpose 
and extent of each contact is different. 



FACTOR 7. PURPOSE OF CONTACTS Factor Level 7-2, 50 points 

Works closely with contacts, particularly the White House staff and the Office of Congressional 
Liaison, in helping to research and coordinate administration positions and strategies in supp01t 
of the Assistai1t USTR for Congl'essional Affairs. 

FACTOR 8. PHYSICAL DEMANDS Factor Level 8-1, 5 points 

The work is sedentary, although some domestic and intemational travel may be required. 

FACTOR 9. WORK ENVIRONMENT 

Work takes place in typical office and meeting room settings. 

Factor Level 8-1, 5 points 

Total Points = 2,545 
Grade Level::::: GS~ll 



POSITION DESCRIPTION f Pleese Raad Instructions on the Back) 
l. Agency Pos11l1>n N<>. 

2. Ru~•on 101 Subml'll;lo11 ~ 4. l'rnploying Oftlco looatfon 6. Duty Statf<>n 5. OPM Cerllflcallon No. B Reda•cription E:J tla1v Hdqll_!'_O Fl!lld Washington, DC Washington, DC 
Roostabilshment Other 7. Fair Lebor Stii~dards Act B. Rn611Cb1t Slalemenb Aeciu!red 9. Subjacl to IA Acll<>n 

Expl•n•tlon /Show any pc1lllons rop"1cad) l E•ornpt I:tJ Nonexe:not 
n tlO'JIJtlvo Plll•OllMI 

c1.;......ilJ Df$Qlnu1• n ~P~Y!'i~.t.!2'! n Yes 0No 
10. PDSlt!on Status 11 l, t'OSnlOll la l l. ~enotlMty 13. Compelilfva L•IVal Coda 
t- - :J 1-ttll<I- [Z) 3-0ltl;iJ -Competitive - S..'!>•1111•..Y Sefo~ltlve 

~ Excepted (Spl!Clfy In Romarks) f7 Menai;arla! 
1 4, Agency Usa 

SES IOe11.) Q_s~s !CAI 
n 2-tloncrltlCG' n ~Spoclal 

- Noillm SenJht1e Stnsltlvo --- --
16. C~alflod/(ltodod by Officl11I TltlA of Position Pay Plen Occupational Code Grade 1n1u.i. Dato 

---------a, um~• 01 rer-
sonnet 
Msna-;iemant 

b. Doportrn<H'll, oo.lt-~ ~4.4 
Agency or 

Dlreotor of Cong<essional Affairs AD 301 Eatahllshn-.ent 
---~ -----·-··---- ----- ---
c. Second level 

R~Vl&IV 

d.Flrst Lavel 
Revlew 

e. R~\:mm~nd-1d by 
Svpe:rvl5or 01 
J..ld~Offioe 

· f e. Organ111ii1oniifrii1e of l'll•ltlon (if dilfnw1t frdm oflilr;Qf title} 

. 

16, p,partment, Agency, or Establishment 

Executive Office of the President 
D. Flr.t SubdMilon 

Office of the U.S. Trade Representative 
b. Second SubdMslon 

Office of Congressional Affairs 

19. Employea Rev1ew-Th1s 1:1 an accurate description of the major 
dutlfts end tflsponsibUitlas of my position. 

7.0. supervisory cer!lflCatlon. I cert17Y~ilils-7s-·aii--8cc1iriiie
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b.Supervlsor 
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Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 296, 
subchapter 3, and other provisions of the FPM, agencies must 
complete the items marked by an asterisk. Agencies may detennlne 
what other items are to be used. 

• 1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312. Subchapter 3. 

•2. Check one. 
• "Redescription" means the duties and/or responsibilities of an 

exisltng position are being changed, 
' "New" means the position has not previously existed. 
• "Reestablishment" means the position previously existed, but 

had bean cancelled. 
• "Other" covers such things as change in title or occupatlonal 

series without a change fn duties or responsibilities. 
• The "Explanation" section 8hould ha used to show the reason If 
· "Other• Is checked, as well as any posltlon(s) replaced by 

position number, tltle, pay plan, ocoupatlonal code, and grado. 

3, Check one. 

0 4. Enter geographical locatlon by city eod State (or if position Is In a 
foreigo country, by city and country). 

* 6. Enter geographical location If different from that of #4. 

6, To ba completed by OPM when certifying positions. (See Item 
15 for date of OPM cer'tif!cation,J For SES end GS-16/18 
positions and equivalent, show the position number used on OPM 
Form 1390 [e.g., DAES0012). 

•7, Cheqk one to ahow whether tho incumbent fs exempt or 
nonexempt from the minimum wage and overtime provisions of 
the Fair labor Standards Act. Sea FPM Chapter 651. 

8. Chock box if statement Is required. Sae FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial Interests Statement. 

9. Check one to show whether Identical Additional positions are 
permitted. See FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized andfor established 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 for Information on the 
competitive service end FPM Chapter 213 for the excepted 
service. For a postllon in the excepted service, entar authority 
for tha exception, e.g., "Schedule A·213.3102(d)" for Attorney 
positions excepted under Schedule A of 1he Civil Service 
Regulations. SES (Gen) stands for a Genaral posltfon In the 
Senior Executlva Service, and SES (CR) stands for a Career 
Reserved position. 

11. Chock one. 

• A "Supervisory• position Is one that meets the requirements 
for a supervisory title as 11et forth In currant OPM classification 
and job-grading guidance. Agencies may designate first-level 
supervisory positions by placing "1" or "1st" after 
"Supervisory.' 

' A "Managerial" position Is one that moats tho requirements for 
such a daslgnetton as sat forth in cuffent OPM classification 
guidance. 

12. Check one to show whether the position Is non-sensitive, 
nonc11t1cal sensitive, crltlcol sensitive, or special sensitive for 
sacurlty purposes. If this is an ADP position, wdte tile letter ''C" 
beside the sensltlvity, 

13. Eoter competitive level code for uso in reduction-in-force actions. 
See FPM Chapter 351. 

14. Agencies may use this block for any addit!onal coding 
requirement. 

'15. Enter classification/job grading action. 
• For "Offlclal Tltle of Position," see the applicable classification 

or job grading standard. for positions not covered by a 
published standard, sea the Gene(al Introduction to "Position 
Classlficatlon Standards," Section Ill, for GS positions, or Ff'M 
Supplement 612·1, "Job Grading System for Trades and Labor 
Occupations,• Part 1, Section Ill. 

• For "Pay Plan code, see FPM Supplement 292· 1, •personnel 
Data Standards," Book Ill. 

• For "Occupational Code,• see the applicable standard; or, 
where no standard has been published, see the "Handbook of 
Occupational Groups and Serles of Classes• for GS positions, 
or FPM Supplement 512· 1, Part 3, for trades and labor 
positions. For all postions In scientific and engineering 
occupations, enter the two·dlglt functional classification code 
In parentheses lmmedlatey followlnljl the occupational code, 
e.g., "GS-1310(14)." The codes are listed end discussed in the 
General Introduction to "Posrtlon Classification Standards,• 
Section VI. 

16. Enter the organizational, functional, or working title if it differs 
from the offlclel tltla. 

17. Enter the name of the Incumbent. If there is no incumbent, enter 
•vacancy." 

'18. Enter the organlzatlonal location of the position, starting with the 
name of the department or agency end working down from 
there. 

19. 

•20. 

•21. 

22. 

23. 

24. 

'26. 

If the position ls occupied, have tha Incumbent read the attached 
description of duties and responsibilities. The employee's 
signature Is optlom11. 

This statement normally should be certified by the Immediate 
suparv!sor of the position. At Its option, an agency may also 
have a higher-level supervisor or manager certify tho statement. 

This statement should be certified by the agency official who 
makes the classlficetion/job grading decision. Dep1mdlng on 
agency regulations, this offlc!al may be a personnel office 
representative, or a manager or supervisor delegated 
clossiflcotion/job grading euthorlty. 

Enter the position classification/job grading standard{s) used and 
the data of issuance, e.g., "Mail and Fila, GS·305, May 1977." 

Agencies are encouraged to review periodically each establlshed 
P.ositlon to detllrmlna whether the position Is still necessary and, 
1f so, whether the position desctiptloo ls adequate and 
classlficatlon?ob grading is proper. See FPM Letter 636-1 (to be 
incorporated nto FPM Chapter 636). This section may be used 
as part of the review process. The employee's initials are 
optional. The initltals by the supervisor and classifier represent 
recertlflcetlons of the statements In Items 1120 and #21 
respectively. 

This section may be used by the agency for additional coding 
1oqulrornents or for any appropriate remarks. 

Typa the description on pleln bond paper and attach to the form. 
The agency position number should be shown on the attachrn0nt. 
Sao epproprlata lnstruotlons for format of the descrlpt!oo and 

for any requirements for ovaluatlon documentatlon, e. g., 
"lnstructluns for thu Factor Evaluatron System,• in \he G1Jn11ral 
Introduction to "Position Classification Standards," Section VII. 



Director of Congressional Affairs 
AD-301 (equiv to GS-09) 

STATEMENT OF DIFFERENCE TO: 

Director of Congressional Affail's 
AD-301 (equiv to GS-11) 

The incumbent perfo1ms duties that are essentially the same as thos~ perfonned at the 
GS-11 level, but with a closer level of supervision. The incumbent is unde1; the direction 
of the Assistant U.S. Trade Representative for Congressional Affairs, who defines 
objectives, priorities, and deadlines and assists the incumbent with unusual situations that 
do not have clear precedents. The incumbent plans and can"ies out the successive steps 
and handles problems and deviations in the work assigmnents in accordance with 
instructions, policies, previous training, or accepted practices in the occupation. Work is 
reviewed for technical soundness and conformity with agency policy and established 
objectives. 



Director of Congressional Affairs 
AD~301 (equiv to GSY301-11 level) 

MAJOR DUTIES 

The incumbent serves as Congressional Affairs Specialist responsible for coordinating policy 
issues and papers of proposed legislation} and providing ongoing liaison between USTR, 
C~ngress, its conuhittees, other agencies and the White House under direction of AUSTR. 

This position requires continual access to highly sensitive information. The incumbent must be a 
verson in who the USTR has complete trust and confidence. 

Provides research to senior USTR officials in the planning of significant trade issues through 
Congress. 

Provides support to the Assistant USTR in devising and orchestrating appropriate strategy for 
Congressional hearings in which the USTR, the Deputies> the Chief Textile Negotiator, the 
General Counsel, and seniot staff will testify. Conducts research on Congressional requests for 
additional written infonnation and meetings, 

FACTOR l. KNOWLEDGE REQUIRED BYTI-IEPOSIDON Factor level 1-7, 1,250 points 

~. Ability to build and sustain successful relationships in both the public and private sector. 

2. Working knowledge of activities and functions of the numemus Congressional 
Committees which have trade policy interests. 

3. Substantial experience in working with legislative matters. 

4. Ability to express ideas clearly and forcefully both orally and in writing. 

5. Ability to quickly grasp very ·complex issues and to help devise a1,propriate strategies to 
deal with such issues. 

FACTOR 2: SUPERVISORY CONTROLS Factor Level 2A, 450 points 

Incumbent works under the supervision of the Assistant USTR for Congressional Affairs who 
sets overall objectives. Incumbent is responsible for plamtlng and can-ying out the assignment, 
resolving most of the conflicts that arise, coordinating the work with others as necessary, and 
interpreting policy on own initiative in tenns of established objectives. The incumbent keeps the 
supervisor informed of progress and potentially controversial matters. The supervisor reviews 
work only from an overnll standpoint in terms of effectiveness in meeting requirements or 
expected results. 



FACTOR 3. GUIDELINES Factor Level 3-3, 275 points 

Guidelines are available but are not completely applicable to the work, or have gaps in 
specificity. The incumbent 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 Factor Level 4A, 225 points 

The incmnbent provides research and program support for the Assistant USTR for Congressional 
Affairs. The incumbent is responsible for serving as liaison between USTR and Members and 
Committees of Congress, working groups and sub-groups, providing information on the status of 
negotiations and on U.S. trade policies. Ensures that Congressional inquiries on these and 
related subjects are promptly and satisfactorily answered; and, aclvises the supervisor on 
Congressional attitudes or actions and legislative matters of concern to the USTR. Decisions 
regarding what needs to be done include the assessment of unusual circumstances, variations in 
approach, and incomplete or conflicting data. The work requires making many decisions 
conceming interpretation of data I information, and planning the work. 

FACTOR 5. SCOPE AND EFFECT Factor Level 5-4, 225 points 

The U.S. Trade Representative is l'esponsible for the implementation of the Trade Agreements 
Act of 1979; developing and coordinating U.S. intemational trade, commodity, and direct 
investment policy; and leading or directing negotiations with other countries on such matters. 
The USTR is the President's chief advisol' and spokesman on trade policy. The USTR is 
responsible for establishing policy, and developing issues and recommendations fol' Presidential 
decisions. 

The success of U.S. trnde policies and objectives depends on how well they are understood and 
supported in Congress and by the public. The incumbent of this position works with the 
Assistant USTR in coordinating appmach with Congressional committees. The work involves 
analyzing a variety of varying and unusual concems or issues raised by Members of Congress, or 
officials in private industry, and formulating and executing a plan for effective communication of 
ongoing negotiating strategies on U.S. trade policies. 

FACTOR 6. PERSONAL CONTACTS Factor Level 6N3, 60 points 

The incumbent carries out confidential and technical assigmnents, including contacting key 
policymaking officials and staff of the Executive Branch and Congress. 

The incumbent is responsible for maintaining day~to-day liaison with afl appropriate 
Congressional Committees nnd staffs, including Senate Finance,. House Ways and Means, the 
trade subcommittees ( 01· trade subconunittees thereof) 011 Agriculture, Banking, Commerce and 
Foreign or International Relations. Contacts are not always on a routine basis, and the purpose 
and extent of each contact is different. 



FACTOR 7. PURPOSE OF CONTACTS Factor Level 7-2, 50 points 

Works closely with contacts, paliicularly the White House staff and the Office of Congressional 
Liaison, in helping to research and coordinate administration positions and strategies in support 
of the Assistai1t USTR for Congressional Affairs. 

FACTOR 8. PHYSICAL DEMANDS Factor Level 8-1, 5 points 

The work is sedentary, although some domestic and intemational travel may be required. 

FACTOR 9. WORK ENVIRONMENT 

\Vol'k takes place in typical office and meeting room settings. 

Factor Level 8· I, 5 points 

Total Points = 2,545 
Grade Level= GS-11 



United States 
Office of Government Ethics 
J 201 New York Avenue, N\X~, Suite 500 
\Xlashington, DC 20005-3917 

Janice Kaye 
Designated Agency Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure repo11ing requirements for position of 
Director of lntergovermnental Affairs and Public Engagement (GS 11) 

Dear Ms. Kaye: 

You have requested that the position of Director of Intergovernmental Affairs and Public 
Engagement (GS 11 ), a Schedule C position, be excluded from the public financial disclosure 
repot1ing requirements of Title I of the Ethics in Government Act of 1978, as amended. Your 
request was made pursuant to 5 CFR § 2634.203, which allows the United States Office of 
Government Ethics to exclude the incumbents of Schedule C positions from reporting 
requirements if the incumbent has no policy-making role with respect to agency programs. 
Based upon the current position description for this position, your request to exclude incumbents 
of this position from reporting requirements is denied. 

The position description submitted in supp mt of the request indicates that the position 
entails policy-making responsibilities. In particular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

Develops and implements outreach strategies aimed at building relationships with 
state and local elected officials and their staffs on behalf of USTR. 

Develops strategic engagement plans to deploy state and local elected officials as 
well as non-elected allies in supp01t of the Administration's trade policy agenda. 

Develops domestic travel opp01tunities for the USTR, in coordination with the 
Director of Scheduling and Advance, in order to build public suppo1t for the 
Administration's trade policy agenda. 

Spearheads the plaiming and execution of stakeholder forums at negotiating 
rounds in pat1nership with USTR negotiators. 

Conducts outreach to and build support from interested domestic stakeholders in 
the business, agriculture, labor, environment, consumer, and other Non
Governmental Organization (NGO) groups on trade policy priorities and issues. 



Ms. Janice Kaye 
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Coordinates extemal engagement opportunities for the United States Trade 
Representative (the Ambassador) including speeches, panels, and meetings. 
Coordination includes writing briefing materials, coordinating logistics, creating 
agendas, collaborating with appropriate policy exports (sic) and sharing read-outs 
as appropriate. 

Collaborate with USTR's policy, communications, and Congressional offices 
regarding outreach planning and implementation of messages to extemal 
audiences and organizations. 

Serves as staff liaison to the President's Exp01i Council and provides staff level 
briefings as needed to the PEC staff. 

Carries out strategic engagement initiatives including soliciting statements of 
support from key allies on major announcements. Identifies and communicates 
with new stakeholders as pmt of this process. 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure rep01i. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223. 

11 

ty Director for Compliance 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
L Agency Posioon No. 

-
2. Reason for Submltsion 13. SeNle& 4. EmploylllQ Office Location 5. Dutt Station 6. OPM CcrtilicaUon No. 

0 Redesalp~on [8J New 18)Hdqtn 0Flttld Washington. DC Washington, DC 
0 Reestablishment 0 Other 7. Fair Labor Slandarda Act 8. Flnanclal Slataments Reqllired 9. SUllJect to IA Action 

Explanation (Show eny positrons r11placad) 
fX1 Exempt 0 Nonexempt 0 Exewtiv• Po™"""" 

Fir)a(lc!al O.sciosure oF.=efltand 
F al lnlelesl nves fXl No 

1 G. Position Status 11. Position Is 12. Senslllvity 13. Competitive Level Code 

Ocompelitlva QsvpelVisay o1~NOO· 
Sttnsrtiw l8J3-CMeal 

!8JExcepted (Sp&Cify I~ Romstks) QMIW\agorial 
2- Nonctitieal D Sonomv• 

04-Spedlll 
14. Agency Use 

QSES(Gen.) D SES(CR) fXJNo:lhor S&n~iti',. 

15. Classified/Graded by Olflclal Title of Posilfon Pav Plan OCGUoaUonatCod11 Grade Jnllfals Dale 
a. Offle11 of Personnel 

Management 

b. Oepartment, Direclor of Intergovernmental Affairs and Public 

1hl)/;</ Agency or 
~ Esteblls~mont Engagement 

c. Second Level 
Review 

II. fl1$I Level 
Rev!ew 

e. Recommended by 
Suparvlsor or 
ln111atinl) Offk.e 

16. Organlza!ional Tme of Posi!ion (if difft11in/ from olficlal title) 

18. Department. Agency, or Est.ablishment 

Executive Office of the President 
a. Fll'st Subdivlsloo 

Office of 1he U.S. Trade Represen1ative 
b. Sei;011d Subdlvlsloo 

Office of Intergovernmental Affairs & Public Engagement 

19. Employee Ravlew·Thls rs an aceuratedescripllon of the m.aJor 
duUes end responsibBitles of my pos11!otl. 

· ClasslflcatlonJJob Gradln~ Certification. I cortlfv that this posi
tion has been classiliedlgralled as required by Tilfe 5, U.S. Code, 
In confonnance with stendards pubflshtKJ oy lh11 U.S. omce of 
Personnel Msnsgem11nf or. If no ~ubllshed standards a~/y_ direct-

"-___ IJ'.t_c..o_'!.sJ~'!.!1.!1Y. '!~!!-'~~-1!1~!!.!IP!!!1E~~!~e!!g!!~~!~-3.!~~-~tc!~·---------ryp Name and Tltla of Offlcial Takl11g Action 
1.1. Mi·M·MN# 
Acting Director, USTR Office of Human Resources 
---------------------------------------------------,------------•• I l ~ 

non-responsive 
•. .., It • '' I: • •. 

a. Employee (optional) 

b. Supervisor 

c. Classrner 

24. Remarks 

Initials 

:Date 
I 
I 

l --/ 
' 

GS 0301 11 

- ( f 

17. Name of Employee {If vacant, specify) 
non-responsive 

c. Third Subdivision 

d. Fourth Subdivision 

8. fifth s~bdlvlslon 

lhls Informal/on Is to tis used for statutory purposes relaUng to 
appo/ntmant end payment of put>llc funds, and that fo/se or mlslcallfng 
$lat(:monts may constitute vlolel/ons of such statutes or the7r 
tmplemonting ragulat/ons. 

?2. Position Classification Standard' Used In Classifyif191GradinQ Position 

US OPM PCS for Miscellaneous Administration and Program 
Serf es, GS-0301, TS-34 January 1979 

lnfonnatlon for Employeos. Tho slandar~. and lnformoUon on their 
applicallon, are available In the personnel o ce. The ciassificallon of lhe 
p9sllion may be rev ewed and corrected by I agency or the U.S. Office 
of Personnel Management. Information on CJasslflcaUonJjob grading 
appeals, and complaTnts 011 exemutlon from FLSA, Is availaole from Ille 
personnel office or the U.S. Office of Personnel Management. 

lnl~als , Date lnitia s Dale Date 

Confidential relationship of a Schedule C nature is Imperative since the incumbent will be perfonnfng duties requiring a working 
knowledge of the poli!ical, personal, & mgml philosophies & views of the AUSTR for IAPE, and the U.S. Trade Representative 

25. Description of Major Duties and Responsibilities (See Attached) 
NSN 75~0.00·634-4265 Previous Editlon LJsabla 5008-106 



Director of Intergovernmental Affairs and Public Engagement 
GS-301-11 

Serve as Director of Intergovernmental Affairs and Public Engagement to the Assistant U.S. 
Trade Representative for Intergovernmental Affairs and Public Engagement (IAPE) at the Office 
of the U.S. Trade Representative (USTR). 

Duties 

Develops and implements outreach strategies aimed at building relationships with state and local 
elected officials and their staffs on behalf of USTR. 

Develops strategic engagement plans to deploy state and local elected officials as well as non~ 
elected allies in support of the Administration's trade policy agenda. 

Develops domestic travel opportunities for the USTR, in coordination with the Director of 
Scheduling and Advance, in order to build public support for the Administration's trade policy 
agenda. 

Spearheads the planning and execution of stakeholder f01ums at negotiating rounds in 
partnership with USTR negotiators. 

Conducts outreach to and build support from interested domestic stakeholders in the business, 
agriculnire, labor, environment, consumer, and other Non-Governmental Organization (NGO) 
groups on trade policy priorities and issues. 

Coordinates external engagement opportunities for the United States Trade Representative (the 
Ambassador) including speeches, panels, and meetings. Coordination includes writing briefing 
materials, coordinating logistics, creating agendas, collaborating with appropriate policy exports 
and sharing read-outs as appropriate. 

Collaborate with USTR's policy, communications, and Congressional offices regarding outreach 
planning and implementation of messages to external audiences and organizations. 

Serves as staff liaison to the President's Export Council and provides staff level briefings as 
needed to the PEC staff. 

Coordinates and manages invitations and special events from private sector, industry officials, 
and Non-Governmental Organizations NGOs; makes recommendations on the Ambassador's 
attendance. 

Carries out strategic engagement initiatives including soliciting statements of support from key 
allies on major announcements. Identifies and communicates with new stakeholders as part of 
this process. 



Serves on a variety of task forces and committees related to assigned unit/office to analyze 
specific problems or issues related to assigned unit/office. 

Assists in the preparation of Congressional testimony, speeches, or other senior level briefings 
and responds to contro11ed ~01Tespondence for the U.S. Trade Representative, Deputy U.S. Trade 
Representatives or other senior level official. 

Manages offices intern program and interns. Searches, interviews, and approves interns for each 
session with AUSTR to meet office needs. 

Factor 1. Knowledge Required by the Position Level 1-7, 1,250 Pfs 

Understanding of U.S. trade policy including provisions of new trade legislation which may be 
under consideration. 

Familiarity with the interagency process within the U.S. government. 

Exceptional written and oral communication skills required. 

Must be able to work independently, collaborate with team members, and with external 
organizations in a fast-paced environment. Strong interpersonal skills necessary. 

Strong strategic thinking, planning and organizational skills. 
Must be able to work under pressure, meet tight deadlines, and manage multiple priorities 
simultaneously. 

Strong interpersonal and leadership skills. 

Factor 2. Supervisory Controls Level 2-4, 450 Pts 

The incumbent reports directly to the AUSTR for Intergovernmental Affairs and Public 
Engagement (IAPE) and decides jointly with the supervisor on priorities and deadlines for 
assigned work. Work is reviewed for achieving expected outcome and compliance with agency 
policy. 

Factor 3, Guidelines Level 3-3, 275 Pts 

The guidelines are basic legislation and agency policy statements which require some 
interpretation. The incumbent must exercise judgment in adapting existing precedents and in 
developing new or improved approaches to research, analysis and policy formulation. The 
incumbent is responsible for the integrity and validity of analyses, advice and counsel provided. 

Factor 4. Complexity Level 4-4, 225 Pts 

The incumbent manages and provides advice on the ongoing activities of the USTR regarding 



strategic planning and outreach activities. The incumbent must have general understanding and 
background in international trade issues to communicate with interested parties. The incumbent 
must also be well versed in the issues and concerns of various organizations and constituencies. 

Factors. Scope and Effect Level 5-3, 150 Pts 

The work requires assisting in the development and execution of USTR' s external engagement 
initiatives. The incumbent is responsible for building and maintaining external relationships and 
crafting ideas for deploying those relationships in a manner which advances USTR's strategic 
goals. 

Factor 6. Personal Contacts Level 6-3, 60 Pts 

The incumbent has extensive contact with the senior USTR officials, policy and staff; state and 
local elected officials and staff; officials with other U.S. govenunent agencies and quasi
govemment agencies; Congressional staff; the private sector; non-governmental organizations; 
and representatives of international organizations. 

Factor 7. Purpose of Contacts Level 7-3, 120 Pts 

The incumbent's contacts are made to plan, coordinate and manage activities on behalf of the 
USTR. The purpose of these contacts is to build public support for the Administration's trade 
agenda and to help advance USTRs strategic goals. The incumbent may be required to persuade 
and listen to others and must integrate diverse points of view to yield a constructive product or 
result. 

Factor 8. Physical Demands Level 8-1, 5 Pts 

The work is sedentary. Work assignments may require long hours. The ability to handle stress 
and physical and mental endurance are required. 

Factor 9. Work Environment Level 9-1, 5 pts 

The work is performed in an office setting with adequate heating, ventilation, and lighting. May 
include limited domestic travel. 

Total Points: 2, 540 
Grade Level: GS-11 



United States 
Office.of Government Ethics 
1201 New York Avenue) N\X~, Suite 500 
\Xlashington, DC 20005-39'17 

Janice Kaye 
Designated Agency Ethics Official 
Room223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure rep011ing requirements for position of 
Director of Scheduling and Advance (GS 12/ 13) 

Dear Ms. Kaye: 

You have requested that the position of Director of Scheduling and Advance (GS12/13), 
a Schedule C position, be excluded from the public financial disclosure reporting requirements of 
Title I of the Ethics in Government Act of 1978, as amended. Your request was made pursuant 
to 5 CFR § 2634.203, which allows the United States Office of Government Ethics to exclude 
the incumbents of Schedule C positions from reporting requirements if the incumbent has no 
policy-making role with respect to agency programs. Based upon the current position 
description for this position, your request to exclude incumbents of this position from repo11ing 
requirements is denied. 

The position description submitted in support of the request indicates that the position 
entails policy-making responsibilities. In particular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

Receives and analyzes requests for events, meetings, and other major trade events. 
Works with senior staff to determine events and engagements that should be 
accepted and rejected ... Keeps track of major trade negotiations and incorporates 
key events into the schedule. Researches files and gathers background material 
on events and invitations in preparing schedules of a confidential nature for the 
Ambassador. 

Makes contact with a wide variety of individuals and performs research to locate 
information and reference materials on confidential subjects and activities of 
current interest to the Ambassador. Anticipates the need for assistance in this 
respect and organizes material to call attention to those facts or points of greatest 
significance. 

Attends meetings and conferences with senior staff members to discuss major 
operational and program implementation problems. 



Ms. Janice Kaye 
Page 2 

Receives and handles selected inquires (sic) and invitations of a confidential and 
sensitive nature from key officials, and other Federal agencies, private 
organizations, and state and local agencies. Assures (sic) that answers to 
questions and inquiries convey the views and concems of the Ambassador. 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure report. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223. 

n 
ty Director for Compliance 



PO~ITION DESCRIPTION IP/ease Read Instructions on the Back) 
1. Agtnley Posltfon o. 

2. Reason for Submission 4. Employing Offico location 6. Duty Station 6. OPM CA!tificatlon No. 

8 Redescriptlon 1ZJ Nsw ,........'-'Hd-'--''-"''s,......"'""'Fl"-'e"-'ld-~W-a~s-h_ln...;;g~to_n_,,...D....,C-......---+--W-a_s._i_n_...g~lo_n~·~D~C~------+.------.,..,....,.-..-.--~ 
Re"5!Bbllshmont D Oiiier 7. F~lr lai.t<Jr s1.rnlB1ds Act B. Flnanolol Slelemehl• Required 9. Subject to IA Action 

Explenatlon {Shaw BhY p0silloM f8plsced} Nonexempt r\'.,::t Yes No 

13. t;<>tnpeUtlva Lsvel Code 

IZI 3-Crltlo•I 

Excepted tspscify in RRn181k$/ 

SF.S !Oen.) 0 Sts CCR) 

14. A4Jency Use 

l~. Clot~f20d/Grsdad b~ 

a.Olf o o er
sonnel 
Managamoot 

OH!cle Posit on 

• ej>artmont, 
Aga:-.cv or 
E1tobl~h1m011I Director of Scheduling and Advance 

c. s~cond le\lel 
RaV:ew 

--------+---- --· ··----------
u. Fir$\ level 

Reviow 

e. Re«.>mmeoded by 
St.519tviso1 c; 
ltll:iMh>g Offloo 

16. Organlzo11onal Tille of Pochion {if cliffernn( from of/I/col rllfo) 

Executive Office of the President 
16. Oapartm:nt, Agency, or Esteblls.hment 

Office of Iha U .s. Trade Representative 
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Opllonal Form 8 !BACK.I {f\o\llsed 11861 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comp~ with the requirements of FPM Chapter 296, 
subchapter 3, an other provisions of the FPM, agencies must 
complete the Items marked by an asterisk. Agencies may datermlne 
whet other itan1s are to be used. 

• I. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. · 

• 2. Check one. 

• "Redescrlption" means the duties and/or responsibilities of an 
exlsitng position are being changed. 

• "New" means the position has not pravlously existed. 
' "Reestablishment" means the position previously existed, but 

had been cancelled. · 
• "Other" covers such things as change In title or occupational 

series without a change In duties or responsiblllties. 
• The "EJCplanatlon" section should be used to show the reason If 

"Other" Is checked, es well es any position{e) replaced by 
position number, tltlo, pay plan, occupational cods, and grade. 

3. Check ona. 

• 4. Enter geographical location by city and State (or lf position is In e 
foreign country, by city and country}. 

•5, Enter geographical location If different from that of //4. 

6. To be completed by OPM when certifying positions. (See Item 
16 for date of OPM certification.) For SES and GS·16/18 
positions and equivalent, show the position number used on OPM 
Form 1390 (e.g., DAES0012), 

"7. Check one to show whether the Incumbent Is exempt or 
nonexempt from tho minimum wage and overtime provlsfons of 
the Fair Labor Standards Act. See FPM Chapter 651. 

8. Check box If statement Is required. Seo FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapter 4, for the Employment and 
Financial Interests Statement. 

9. Check one to show whether Identical Additional positions ere 
permittod. See FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions aul11orized end/or establlshed 
after the "Yes" block. 

10. Check ona, See FPM Chapter 212 for Information on tho 
competitive service and FPM Chapter 213 for the excepted 
service. For a postiion in the excepted service, enter authority 
for the exception. e.o., "Schedule A-213,3102(d}" for Attorney 
positions excepted under Schedule A of tho Civil Service 
Regulations. SES (Gen) stands for a General position In the 
Senior Executive Service, and SE:S {CR) stands for a Career 
Reserved position. 

11. Check one. 

' A "Supervisory• position Is one that moots tho requirements 
for a supervisory title as set forth In current OPM classification 
and job-grading guidance. Agencles may designate first-level 
supervisory positions by placing "1" or "1st" after 
"Supervisory.• 

' A "Managerial" position Is one that meets the requirements for 
such a designation as set forth in current OPM classlflcatlon 
guidance. 

12. Check one to show whether the position is non-sonsltivo, 
noncrltical sensitive, critical sensitive, or speclal sensltlvo for 
security purposes. If !his Is an AD? position, write the letter "C" 
beside the sensltMty. 

13. Enter competitive level code for use In reduction-In-force actions. 
Seo FPM Chapter 351. 

14. Agencies may use this block for any additional coding 
requirement. 

.. 16. Enter classlfication/job grading action. 

' For "Offlcfel Title of Position,• sea the applicable classification 
or lob grading standard. For positions not covered by a 
published standard, see the General Introduction to "Position 
Classiflcatlon Standards,• Section Ill, for GS positions, er FPM 
Supplement 612-1, "Job Grading System for Trades and Labor 
Occupations,• Part 1, Section Ill. 

• For "Pay Plan coda, sea FPM Supplement 292-1, "Personnel 
Data Standards,• Book Ill. 

• For "Occupatlonal Code,• see the applicable standard; or, 
where no standard has been published, see the ~H1111dbook of 
Occupational Groups and Serles of Classes" for GS positions, 
or FPM Supplement 612-1, Part 3, for trades and labor 
positions. For all postlons In scientific and engineering 
occupations, enter ths two-digit functional clossiflcation coda 
In parentheses immedlatey following tho occupational code, 
e.g., "GS-1310114). • The codes are listed and discussed In the 
General Introduction to "Position Closslflcation Standards,• 
Section VJ. 

16. Enter the oroanlzatlonal, functional. or working title If it differs 
from the official title. 

17. Enter the name of the Incumbent. If there is no incumbent, enter 
"vacancy.• 

'18. Enter the organl2ational locatfon of the position, starting with the 
name of the department or agency and working down from 
there. 

19. 

*20. 

*21. 

22. 

23. 

24. 

'26. 

If the position Is occupied, have the Incumbent read the attachad 
description of dutlos and responsibilities. The employee's 
slgnatum Is optional. 

This sttitement normally should ba certified by the Immediate 
supervisor of the position. At Its option, an agency may also 
have a higher-level supervisor or manager certify the statement. 

This statement should be certified by the agency official who 
makes the classlfication/job grading decision. Depending on 
agency regulations, this official mey be a personnel office 
representative, or a manager or supervisor delegated 
clesslflcatlon/job grading authorltY. 

Enter the position classlficatlonl]ob grading standard(s) used and 
the date of Issuance, e.g., "Mail and File, GS-305, M<1y 1977." 

.Agencles·are encouraged to rovlaw per!odicolly each established 
position to determine whether tho position ls sllll necessary and, 
If so, whether the position description Is adequate and 
clesslflcation1ob grading Is proper. See FPM Letter 636· 1 (to be 
Incorporated nto FPM Chapter 636}. This section may be used 
as port of the review process. The employee's lnltlals are 
optional. The lnltitals by the supervisor and classifier represent 
recertlficatlons of the statements in Items #20 and #21 
respoctlvaly. 

This section may be used by tha agency for additional coding 
requirements or for any appropriate remarks. 

Type the description on plain bond paper em.I atloch to thCi form. 
Tho agency position numbar should be shown on the attachmant. 
Sea appropriate Instructions for format of the description end 

for any requirements for ovoluatlon documontatlon, e, g., 
"Instructions for the Factor Evaluation System," Jn the General 
Introduction to "Position Classification Standards," Section Vll. 



Director of Scheduling and Advance 
GS-301-13 

Duties 
This position is located in the Office of the U.S. Trade Representative. Incmnbent serves as the 
Scheduler and Advance Coordinator for the U.S. Trade Representative (USTR) [also referred to as 
the Ambassador]. The incmnbent perfo1ms a variety of confidential assignments in connection with 
various scheduling matters with which the Ambassador is personally concemed. The pe1fonnance 
of the assignments requires knowledge of the views, plans, and interests of the Ambassador. 

Receives and analyzes requests for events, meetings, and other majOl' trade events. Works with 
seni01· staff to determine events and engagements that should be accepted and rejected. Develops 
long and short range schedules for the Ambassador. Keeps track of major trade negotiations and 
incorporates key events into the schedule. Researches files and gathers background material on 
events and invitations in preparing schedules of a confidential nature for the Ambassador. Develops 
itineral'ies indicating times, places, and travel routes covering all of the Ambassador's trips 
especially those to foreign countries. Incumbent coordinates schedules with ofi1cials within the 
Depal'tment of State, with U.S. security and intelligence agencies, with foreign governments and 
non"government representatives, schedulers at the White House and others. Incumbent must use 
persistence, diplomacy· and diligence in carrying out his or her duties, 

Serves as Advance Coordinator for the Ambassador. Makes all necessary arrangements for trips, 
mainly overseas. Works with embassy officials, pdvate sector members and other foreign officials · 
on preparations for trips and other events. Coordinates all meetings and prepares agenda and 
schedules for the Ambassador. Travels in advance of meetings or with the Ambassador to make 
sure all plans and necessary arrangements are made to ensure a smootl1 and efficient trip. 
Coordinates lunches, dim1ers and other major social gatherings while on trips. 

Makes contact with a wide variety of individuals and performs research to locate information and 
reference materials on confidential subjects and activities of current interest to the Ambassador. 
Anticipates the need for assistance in this respect and organizes material to call attention to those 
facts or points of greatest significance. 

Attends meetings and conferences with senior staff members to discuss major operational and 
program implementation problems. 

Receives and handles selected inquires and invitations of a confidential and sensitive nature from 
key officials, and other Federal agencies, private organizations, and state and local agencies. 
Assures that answers to questions and inquiries convey the views and concems of the Ambassador. 

Performs other related duties as assigned. 

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION: Levell-8--1550 polllt.~ 

Knowledge and/or familiarity with the activities of the agency and the inunediate Office of the 
Ambassador. Knowledge of the agencis role in the Executive Office of the President. 

Knowledge of the views, strategies, and objectives of the Ambassador. Knowledge of the agency's 
pm grams, goals, policies and procedm·es. The incumbent must exhibit a high degree of 



confidentiality, personal integrity and loyalty based on the confidential relationship that must exit 
between the incumbent and the Ambassador. 

Knowledge of agency program goals and objectives, and the sequence and timing of key pm gram events 
and milestones. Work requires knowledge ofrelationships of agency programs with key administrative 
support :fimctiollS within the agency or ln other agencies. 

Ability to make onMtheMspot and authoritative decisions regarding scheduling, taking into account 
issues or programs critical to the Administration, and also taking into account delicate political 
sensitivities of persons or programs involved. 

Ability to deal effectively with a variety of people including agency professional and support staff, 
staff members of other Federal agencies, White House staff, members of Congress, Congressional 
staff members, private sector executives and representatives, and the public. A high degree of 
persistence, diplomacy, and diligence is required. 

Skill in establishing priorities and in organizing work. 

Ability to handle a val'iety of situations under pressure with a high degree of tact, poise persistence, 
diligence and diplomacy. 

FACTOR 2 - SUPERVISORY CONTROLS: Level 2M4 - 450 points 

Incumbent works under the general supervision of the Ambassador or the Chief of Staff, who sets 
the overall objectives of the work. The incumbent collaborates with the Chief of Staff on the setting 
of priorities and deadlines based on priorities and needs of key senior staff and of the agency. The 
incumbent plans and cru1·ies out assignments, resolving most conflicts that arise, coordinating work 
with others as necessary, in accordance with priorities, policies and practices of the office. 

\Vork is reviewed in terms of effectiveness in meeth1g requirements and expected results. 

FACTOR 3 - GUIDLINES: Level 3M4 -M 450 points 

Geneml guide1ines are provided to the incumbent relating to the overall policy and objectives of the 
Ambassador. The incumbent plans and carries out work assigrunents in accordance with 
instmctions, previous training or accepted practices and takes into consideration White House, EOP 
and USTR policies and procedures. Many situations are not covered by guidelines and the 
incumbent must use initiative and res9urcefidness in deviating from usual practices to adapt 
guidelines and determine which of several alternate methods apply. 

FACTOR4" COMPLEXITY: Level 4-5 -- 325 points 

The bicumbent performs substantive assignments involving the total spectrum of scheduling and 
advance responsibilities, which involve different and umelated processes and approaches. The 
inc~1mbent must understand the mission of USTR. Decisions regarding what must be done require 
sound judgment, ingenuity and an understanding of the specific functions and staff assignments of 
each office in order to effectively handle shifting changes in programs or priorities, and conflicting 
requirements. 



FACTOR 5 - SCOPE AND EFFECT: Level 5-4 - 225 points 

The incumbeut's work involves analyzing a variety of unusual or unexpected problerns, 
circumstances or i:equests. The incmnbent must have knowledge of USTR policy, programs, and 
staff assignments. The incumbent's work directly affects the effectiveness and success with which 
the USTR accomplishes agency responsibilities. The incumbent is expected to exercise a high 
degree of discretion and judgment, in supp01t of the preparation and coordination of confidential 
con·espondence to SUflpo1t the scheduling of official visits and meetings held within and outside of 
the United States, the role and responsibilities. The timely and accurate provision of infollllation 
facilitates the work of the office and the USTR to which services are provided. 

FACTOR 6 -PERSONAL CONTACTS: Level 6-4 -- 110 points 

The incumbent works closely with the staff of the itmnediate office and staff of the USTR, and a 
diverse and extensive group of top level persons throughout the government, Cabinet officials, 
Members of Congress, high ranldng private sector officials, White House officials, embassy and 
other foreign government officials, and high level officials of the general public. 

FACTOR 7 -PURPOSE OF CONTACTS: Level 7-2 -- 50 points 

Contacts are for the purpose of planning, coordinating, and advising on scheduling and advance 
work, answering questions, providing information, arranging interviews and meetings, planirlng 
events, obtaining and providing facts, and making domestic and foreign travel arrangements. 

FACTOR 8- PHYSICAL DEl\iIANDS: Level 8-1 -- 5 points 

The work is mostly sedentary; Inci.unbent is required to walk, stand, bend, lift, and carry light items 
such as papers, briefing books, manuals, etc. The incumbent will be required to work long hours 
oftentimes under stressful conditions and within severe time constraints. Frequent travel is 
requil'ed. 

FACTOR 9 - WORK ENVffiONl\iIENT: 

Work is performed in an office setting. 

Level 9-1 -- 5 points 

Total Points: 3,170 
Grade Level: GS~ 13 
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Executive Office of the President 
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11, First Subdivision 

-· ---·· 
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duties and re9ponsibllitlos of my position. 

d. Fourth Subdilltslon 

e. Aftll. Subdivision 
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.. 
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Optlonol form 8 !BAC!() (Re,Jsed 1185) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

fn order to comply with the requirements of FPM Chapter 295, 
subchapter 3, and other provisions of the l'PM, agencies must 
complete tlw items marked by an asterisk. Agencies may determine 
what other items are to be used, 

• 1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchepter 3. 

•2. Check one. 
• "Redascrfption• means the duties and/or responsibilltles of an 

oxlsltng position are being changed. 
• "New• means the position has not previously existed, 
• "Reestablishment" means the position previously existed, but 

had bean cancelled. 
• "Other" covers such things as change In title or occupatfonal 

ser[as without a change In duties or responslbllitlos. 
• The "Explanation" seotlon should be used to show the reason If 

"Other" Is checked, as well us any positionlsJ replaced by 
position number, title, pay plan, occupational code, and grade. 

3. Check one. 

•4, Enter geographical location by city and State (or if position Is In a 
foreign country, by city and country), 

*6, Enter geographical location if different from thot of #4. 

6. To bo completed by OPM when certifying posltlomi. lSoe Item 
16 for data of OPM certification.I For SES end GS-16/18 
positions and equivalent, shciw the position number used on OPM 
Form 1390 (e.g., DAES0012). 

'"7. Check one to show whether the Incumbent is exempt or 
nonexempt from the minimum wage and overtime provisions of 
the Fair Labor Standards Act. Seo FPM Chapter 551. 

8, Check box if statement Is required. See FPM Chapter 734 for 
the Executlvo Personnel Financial Disclosure Report, SF 278. 
Sea FPM Chapter 735, Subchapter 4, for the Employment and 
Flnnnclal Interests Statement. 

9. Check one tu show whether Identical Additional positions oro 
permitted. See FPM Chapter 312, Subchapter 4. Agcmcles may 
show the numoor of such positions authorized and/or establlshod 
after the "Yes" block. 

10. Chock one. See FPM Chapter 212 for Information on tho 
competitive servfce and FPM Chapter 213 for the excepted 
service. For a postllon In the excepted service, entur authority 
for the exception, e.g., "Schedule A-213.3102(d) 0 for Attorney 
positions excepted under Schedule A of the Clvil Service 
Regulations. SES !Gen) stands for o General position In the 
Senior Executive Service, and SES (CRJ stands for a Career 
Reserved position. 

11. Check one. 

' A "Supervisory" position ls one that meets the requirements 
for a supervisory title as set forth in current OPM classification 
and job-grading guidance. Agonclos may designate first-level 
supervisory positions by placing "1" or •1st" after 
"Supervisory.• 

• A "Managerial" position is one that meats the requirements for 
such a designation as set forth in currant OPM classification 
guidance. 

12. Chilek one to show whether tho position Is non-sensitive, 
noncritical sensitive, critical sensitive, or special sensitive for 
security purposes. If this is an ADP position, write the latter •c• 
beside the sensitivity. 

13. Enter competitive level coda for use rn reduction-in-force actions. 
See FPM Chapter 3151. 

14. Agoncios may use this block for any additional coding 
· requirement. 

• 15. Enter c!asslffcat!on/Job grading action. 
• for "Offlclol Title of Position,~ sea the applicable classification 

or Job grading standard. For positions not covered by a 
publlshed standard, see the General Introduction to "Position 
Classiflcatlon Standards,• Section IU, for GS positions, or l'PM 
Supplemont 512·1, •Job Grading System for Trades and Labor 
Occupations," Part 1, Section Ill. 

• For "Pay Plan code, sea FPM Supplement 292-1, "Personnel 
Data Standards,• Book Ill. 

• For •occupational Code,• see the appl!cable standard; or. 
where no standard has been published, see the "Handbook of 
Occupational Groups and Series of Classes• for GS positions, 
or FPM Supplement 512-1, Part 3, for trades and labor 
positions. For all postlons In scientific end engineering 
occupations, enter the two-digit functlonal classlflcatlon code 
In parentheses lmmedlatoy following the occupational coda. 
e.g., "GS·1310(14J," The codas are listed and discussed in the 
General Introduction to "Position Classification Standards," 
Section VJ. 

16, Enter the organlzatio1111I, funot!onal, or working title if ft differs 
from the official title. 

17. Enter the name of the Incumbent. If there ls no incumbent, enter 
"vacancy." 

•1s. Enter the organizational location of the position, starting with tha 
nama of the department or agency and working down from 
th era, 

19. 
If tho positlon is occupied, have the incumbent read the attached 
description of duties and responslbllltles. The employee's 

· signature Is optlonal. 
•20. 

"21. 

22. 

23. 

24. 

•20. 

This statement normally should be certified by the Immediate 
supervisor of the position. At Its option, on eganoy may also 
have a higher-level supervisor or manager certify tho statement. 

This statement should be certified by tho agency otf!cia! who 
makes the classlflcationJJob grading decision. Depending on 
aoenoy regulations, this offlclal rnay ba a personnel office 
representative, or a manager or supervisor defeoated 
classlflcation/Job grnding authority. 

Enter the position classlffoation/job grading standard(sJ used and 
the date of Issuance, e,g,, "Mail and Fiia, GS-306, May 1977," 

Agencies.ere encouraged to review periodically each established 
position to determine whether the position Is still necessary and, 
If so, whether tha position description Is adequate and 
classmcatlon/job grading Is proper. See l'PM Letter 536·1 (to be 
incorporated into FPM Chapter 635). This section may be used 
as par! of the review process. The employoe's lnmars are 
optional. The lnltitals by the supervisor and classlflor ropresent 
recertlficatlons of the statemants In items 1120 and t/21 
respectively. 

This section may be used by the agoncy for addltlonal coding 
requirements or for any appropriate remarks. 

Type the description on plain bond paper and attach to the form.
The agency position number should be shown on tha attachment. 
See appropriate Instructions for format of the description and 

for any requlremonts for evaluation documentation, a. g., 
"Instructions for the Factor Evaluation System," In the General 
Introduction to "Position Classlflcatlon Standards,• Section VII. 



Director of Scheduling and Advance 
GS-301-12 . 

STATEMENT OF DIFFERENCE TO: 

Director of Scheduling and Advance 
GS-301-13 

The incumbent perfo1ms duties that are essentially the same as those performed at the 
GS-13 level, but with a closer level of supervision. The incumbent is under the direction 
of the Chief of Staff, who pmvides general instmctions as the objectives, priorities, and 
deadlines. Work is perfonned independently with assistance available from the 
supervisor as needed. Work is reviewed for technical soundness and confo1mity with 
agency policy and established objectives. 



Director of Scheduling and Advance 
GS-301-13 

Duties 
This position is located in the Office of the U.S. Trade Representative. Incumbent serves as the 
Schedule1· and Advance Coordinator for the U.S. Trade Representative (USTR) [also refe11'ed to as 
the Ambassador]. The incumbent performs a variety of confidential assignments in connection with 
various scheduling matters with which the Ambassador is personally concetned. The perfonnance 
of the assignments requil'es knowledge of the views, plans, and interests of the Ambassador. 

Receives and analyzes requests for events, meetings, and other major trade events. Works with 
senior staff to determine events and engagements that should be accepted and rejected. Develops 
long and sho1t range schedules for the Ambassadol'. Keeps track of major trade negotiations and 
incorporates key events into the schedule. Researches files and gathers background material on 
events and invitations in preparing schedules Of a confidential nature for the Ambassador. Develops 
itineraries indicating times> places, and travel routes covering all of the Ambassador, s trips 
especially those to foreign c0untries. Incumbent coordinates schedules with officials within the 
Department of State, with U.S. security and intelligence agencies, with foreign govermnents and 
non-government representatives> schedulers at the White House and others. Incumbent mtist use 
persistence, diplomacy and diligence in cru·rying out his or her duties. 

Serves as Advance Coordhmtor fo1· the Ambassador. Makes all necessary arrangements for trips, 
mainly overseas. Works with embassy officials, private sector members and other foreign officials 
on preparations for trips and other events. Coordinates all meetings and prepares agenda and 
schedules for the Ambassado1·, Travels in advance of meetings 01· with the Atnbassador to make 
sure all 1,lans and necessary arrangements are made to ensure a smooth and efficient trip. 
Coordinates lunches, dinners and other n1ajor social gatherings while on trips. 

Makes contact with a wide variety of individuals and performs research to locate information and 
reference materials on confidential subjects and activities of cmreut interest to the Ambassador. 
Anticipates the need for assistance in this respect and organizes material to call attention to those 
facts or points of greatest significance. 

Attends meetings and conferences with senior staff members to discuss major operational and 
program implementation problems. 

Receives and handles selected inquires and invitations of a confidential and sensitive nature from 
key officials, and other Federal agencies, private organizations, and state and local agencies. 
Assures that answers to questions and inquiries convey the views and concerns of the Ambassador. 

Performs other related duties as assigned. 

FACTOR 1 - KNOWLEDGE REQUillliD BY THE POSITION: 

Knowledge and/or familiarity with the activities of the agency and the immediate Office of the 
Ambassador. Knowledge of the agency>s mle in the Executive Office of the President. 

Knowledge of the views, strategies, and objectives of the Ambassador. Knowledge of the agency's 
programs, goals, policies and proccdUl'es. The incumbent must exhibit a high degree of 



confidentiality, personal integrity and loyalty based on the confidential relationship that must exit 
between the incumbent and the Ambassador. 

Knowledge of agency program goals and objectives, and the sequence and timing of key program events 
and milestones. Work requires knowledge of relationships of agency programs with key administrative 
suppo1t functions within the agency 01· in other agencies. 

Ability to make on-the-spot and authoritative decisions regarding scheduling, taking into account 
issues or programs critical to the Administration, and also talcing into account delicate political 
sensitivities of persons or programs involved. 

Ability to deal effectively with a vadety of people including agency professional and suppo1t staff, 
staff members of other Federal agencies, White House staff, membel's of Congress, Congressional 
staff members, private sector executives and representatives, and the public. A high degree of 
persistence, diplomacy, and diligence is required, 

Skill in establishing priorities and in organizing work. 

Ability to handle a variety of situations under pressure with a high degree of tact, poise persistence, 
diligence and diplomacy. 

FACTOR 2- SUPERVISORY CONTROLS: Lewd 2-4- 450 poiuts 

Incumbent works under the general supervision of the Ambassador or the Chief of Staff, who sets 
the overall objectives of the work. The incumbent collaborates with the Chief of Staff on the setting 
of priorities and deadlines based on priorities and needs of key seniol' staff and of the agency. The 
incumbent plans and cai1·ies out assignments, resolving most conflicts that arise, coordinating work 
with others as necessary, in accordance with priorities, policies and practices of the office. 

Work is reviewed fo terms of effectiveness in meeting requirements and expected results. 

FACTOR3-GUIDLINES: Level 3-4 -- 450 points 

General guidelines are provided to the incumbent relating to the overall policy and objectives of the 
Ambassador. The incumbent plans and earlies ollt work assignments in accordance \Vith 
iustnJCtions, previous training or accepted practices and takes into consideration White House, BOP 
and USTR policies and procedures. Many situations are not covered by guidelines and the 
incumbent must use initiative and resourcefoluess in deviating from usual practices to adapt 
guidelines and determine which of several alternate methods apply. 

FACTOR4-COMPLEXITY: Level 4-5 -- 325 points 

The incumbent performs substantive assignments involving the total spectrum of scheduling and 
advance res1,01IBibilities, which involve different and u111·elated processes and apJJl'oacbes. The 
incumbent must understand the mission ofUSTR. Decisions regarding what must be done require 
sound judgment, ingenuity and an understanding of the specific functions and staff assignments of 
each office in ol'der to effectively handle shifting changes in programs or priorities, and conflicting 
requirements. 



FACTOR 5- SCOPE AND EFFECT: Level 5-4 - 225 points 

The incumbent's work involves analyzing a variety of unusual or unexpected problems, 
circmnstances or requests. The incumbent must have knowledge of USTR policy, programs, and 
staff assignments. The incumbent's work directly affects the effectiveness and success with which 
the USTR accomplishes agency res1JOnsibilities. The incmnbent is expected to exercise a high 
degree of discretion and judgment, in support of the preparation and coordination of confidential 
coITespondence to support the scheduling of official visits and meetings held within and outside of 
the United States, the role and responsibilities. The timely and accurate prnvision of information 
facilitates the work of the office and the USTR to which services are provided. 

FACTOR 6 -PERSONAL CONTACTS: Level 6-4 - 110 points 

The incumbent works closely with the staff of the immediate office and staff of the USTR, and a 
diverse and extensive group of top level persons throughout the government, Cabinet officials, 
Members of Congress, high ranldng private sector officials, White House officials, embassy and 
other foreign government officials, and high level officials of the general public. 

FACTOR 7 -PURPOSE OF CONTACTS: Level 7-2 ~- 50 poi11ts 

Contacts are for the purpose of planning, coordinating, and advising on scheduling and advance 
work, answering questions, providing information, a1rnnging interviews and meetings, planning 
events, obtaining and providing facts, and making domestic and foreign travel arrangements. 

FACTOR 8 -PHYSICAL DEMANDS: Level 8-1 -- 5 points 

The work is mostly sedentary. Incumbent is requfred fo walk, stand, bend, lift, and carry light items 
such as papers, briefing books, manuals, etc. The incumbent will be required to work long hours 
oftentimes under stressful conditions and within severe time constraints. Frequent travel is 
required. 

FACTOR 9 - WORK ENVIRONMENT: 

W01·k is perfonned in an office setting. 

Total Points: 3,170 
GradeLcvcl: GS-13 



September 30, 2014 

Aswathi Zachariah 
Assistant General Counsel 
National Endowment for the Arts 
1100 Pc1msylvania Avenue KW., Suite 608, 
Washington, DC 20506 

SUBJECT: Request for exclusion from disclosure reporting requirements for 
Director of Scheduling 

Dear ~1s. Zachariah: 

non-responsive 

non-responsive You have requested that a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title l of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon"1•1:11@'1•1:W's current position description, your request is approved. 

The documents submitted in support of your request reflect thaW'•1•11f•1•1•f'f s position, 
Director of Scheduling, has no policy-making role with respect to agency programs and, 
therefore; we find that the position meets the exclusion c1itcria. Accordingly, the position is 
hereby excluded from the publi<.: financial disclosure reporting requirement of Title I of the 
Ethics in Government Act of 1978, as amended. 

The exclusion and its conditions apply to all subsequent incumbents who fill the position 
unless the duties of the position change. Because the position description may not change for 
several years, we recommend attaching this document to the position description to avoid 
inadve1tcnt destruction that might occur in accordance with record retention policies. 

If you have any questions regarding this matter, please contact me at 202-482-9223. 



ART WOR ~·!». 

September 10, 2014 

Walter M. Schaub, J1. 
Director 
U.S. Office of Gover1 mf nt I ithics 
1201 New York Avert ue1 NV J, Suite 500 
Washington, o.c., 2( 05 

National 
Endowntentr 
for the A1rts 
orts.gov 

Pumiant to S C.F. t § i :634-.203, I am seeking an excluslan from the public reporting 
requirement for thi.' f!lllOl !fine: Schedule C appointee: . She will serve as the non-respons1. e 

Director of Sched ulil g hr tl le Chair, GS-301~12. 

As the enclosed 11osltio1 i description states, the incumbent. assists the Chair ln the 
accomplishment of >rQ.ieC1. s and activities related to the operati~ns of the Chair's office. Her 
duties include trav !I .1ind meeting coordination, event schedluling and related planning, 
information prepara loil an::d dissemination, serving as the liaison ~E."1:ween the Chair and Jlcency 
staff, as well as assl 1tln'.!J with ongoing office functions. Th·e positic>n incumbent has no policy~ 
making role with rel .,e1:t t(f agency programs; for that reason, th~t position should be excluded 
from the public repei '1ir' ~ r( .Quirement outlined in 5 C.F.R. §§ 263.l:~.201-202. 

If you need any addi :io11al hiformation or have any questions as ta the exclusion of this position 
from the public: rep xti.ng fE!quirement, please contact me at (2[)2) 682-5007 or via email at 
zachariaha@arts.go\ .. 

Sincerely, ~.;;a ~dd-

1 ('' _,i· . ·--Aswathi Zachariah 
Alt~rnate Designate< Ac;en( )/ Ethics Official 

------·--
.ilOX> 7th Street, S ~1 • 'Nci~hlngton DC 20506 



Title: Scheduler 
Organizati0 na' n le: Director of Scheduling 

GS-301-12 (SCHEDULJ8 C) 
Exempt 

Grade/Seri£ :3: 

FLSA Statt• s: 

A. INT R.O.Dl :cTJON 

Thii pc .sit! on is located in the Office of the Chi!lirman, National Endowment for 
the, \rt;i (}iEA). The incumbent provides assi~ance and support directly for the 
Cha rrt, :in ~nd carries out projects and activitic!: related to the operations of the 
Cham ~·11 office. The incumbent's particular focus is to serve as the Chairman's 
schc du;er I or internal Agency meetings, prepar~ c01Tespondence on behalf of the 
Cha rm an, and serve as liaison between the Clla:innan, and the Agency concerning 
rel a! ed f.te1 ns of interest to the Chainnan. Given the close working relationship 
witt th~: C iairman, the incumbent must mainta!!n confidentiality and exercise 
con! idtrab le tact, discretion and judgme11t when representing the Chairman and 
the ! )ff lee, In accomplishing duties, the incumbent works closely with the 
Cha. rm.an, staff in the Office of the COS, and staff in the Office of the Senior 
Dep Jty Cb airman. The incumbent reports to thie Chairman. 

B. DU 'IE.~ 

11 Scl 1edules meetings and. maintains appoiritrnent calendar for the Chairman. 
l3ai 1ed on knowledge of the Chain.nan's interests and activities, uses 
judgment in assessing relative importa:n.1~e and priority. Plans and carries 
bul all necessary logistical arrangeme1"kts associated with such meetings. 

11 Se1 ves in a liaison capacity between the Chairman and other Agency staff 
am! obtains from them information needed by the Chairman. Coordinates 
av ..1ricty of internal communications an:d administrative activities on the 
Ch 1imlan1s behalf. 

1 • ~fr nitors a full range of action it~m1s, in:cluding replies being prepared by 
Ag.mcy staff, to ensure timely response~. Inform and instruct NEA 
pe1 :;onnel on established procedures for' preparation of correspondence and 
de: rrance of action documents. 

'' Ba:ied on knowledge of the Chairman''.~ priorities, assists v.ith and/or 
.ac<· omplishes on own initiative special JrirOjects. or activities in anticipation 
Jf i he Chaim1an's needs. Uses independent judgment when prioritizing 
wo 1k, particularly mtttiers lhat should be brought, directly, to the 
Ch 1irman's attention. 



• F Us.:s tact and diplomacy in regular cont~ct between the NEA ar.d the 
Wl1ite House, Congress. National Council on the Arts, important members 
of1 he arts community and the ge11eral p1ublic. Handles sensitive or 
~011fidential material with discretion. 

;) Composes a variety of memoranda and ~orrcspondcnce for the Chairman's 
sig Mlture involving a wide range of ma:tters and issues of concern to the 
Ch:linnan. Maintains logs of all correspondence and invitations. 

• • As ;ists with the coordination of travel arrangements for the Chairman and 
im1 nediate staff, as directed. Prepares and submits any required vouchers 
an(i reports. Processes any necessary requisitions or required 
ad1 ninistrative forms for the O:fice. 

'~ 111 ! incumbent will supervise the Staff .Assistant in the Office of the 
Ch 1innan. As such> the incumbent wm be expected to provide leadership, 
me t1toring, coaching. direction, and quid<: responses to questions and 
cladfications. 

, 1 In he absence of the Office Staff Asshtant, handles routine office activity 
St;1: has receiving telephone calls and ,rJsitors, handling routine inquiries 
including those received by mail; mainf!aining Office correspondence 
co1 Ltrol~ referring more technical inqui:fos to appropriate staff for 
re=~ poase, and maintaining files. 

Pn 1vides assistance and support to othe:r staff within the office, as 
re~ ucsted. 

Te 111'.l. participation is vital to effectively/efficiently accomplish office 
as~ ignments. The inct:.mbent will also be expected to serve as a team 
m{ mber on ad hoc teams convened to provide quick responses to special 
pr~ jects and studies which may cut act(1r.s organizational lines, divisions, 
di~ dpl ines and functions. Successful participation in both routine and 
sp1 cial assignments requires flexibility, effective interactive skills and 
wi' lingness to cooperate to enhance team accomplishments. 

1 Pe fonns other related duties as assigned. 

1. (n :)wi edu.e Required by the Position 

Su.:,stantive knowledge of priorities ancl commitments of the Chairman of 
th< NEA including policies and procedttres and of the NEA's overall 
mi ;sion to complete a variety of .internal administ:ative assignments and 
sp1 ~cia1 projects. 

2 



'• Sul )Stantive knowledge of admini.strative concepts. principles and 
pra etices to effectively monitor a full rznge of action items and ensure the 
inti ~grity of correspondence for the Churman's signature. 

• • De'nonstrated ability to handle m.ultiple concurrent tasks and to adjust 
pri Jrities or prior work commitments ~ind skill to adapt poUcies and 
pre cedures and establish practice·~ to m~et new or respond to emergency 
sin iations. 

1 1 Ski 11 in both oral and written communi<mtion to effectively carry out the 
res .,onsibilitics of the position. 

• 1 Ski 11 in interpersonal communications in a team environment sufficient to 
OJ>( irate effectively in providing subjecb·matter input in an interdisciplinary 
set mg and to contribute to harmonious working relationships to 
acc. omplish the team's objectives. 

2. ; U.U:·m· tso1y Controls 

· '.'h€: int:umbent reports to the Chairman who provides general direction 
! nci udi ng objectives, priorities and deadlines. The incumbent discusses with 
1.uperv:,sor contemplated fmal detenninatioi11s that are extremely sensitive. 
hav1~ a substantial negative impact or do not have usable precedents. Work is 
1 ev:ew,.~d for overall soundness and adhereinr..e to the Chairman's objectives 
end Nl \A policy. The incumbent also works closely with staff1n the Office of 
I ne COS and in the Office of the Senior De:puty Chairman. 

I Jul del lnes are broadly stated and nonspecif.ic; e.g., general policy statements 
1 ~ncl ba:~ic legislation. Incwnbent must indej~endently devise work methods 
t.nd prt 1cedures, adapting and revising methi::•ds as appropriate. 

' "ht' w1 irk consists of many varied, complex and sensitive duties and 
1 esi ion iibilities related to the Chairman1s Q~j ectives. The employee is 
l eq11ire d to apply judgment in adapting precedents and established practice to 
l ~et brr il the assignment. 

5. ! )Cc~. md Effect 

· 'h~ W( irk is national in scope and the inCUl1f1bent speaks directly with national 
I ;;:ader~ in 1he arts and business communitie.~. Incumbent represents the Senior 
, \d1,-is1,1.r and the Chairman by phone and in writing. 

3 



6. ~:sor al Contacts 

!:1e1 :;oi al contacts are usually with pe:rsonnd of the Arts Endowment at all 
ev:~ls1 the White House, Congress, die Nati.onal Council on the Arts, 
mporl ant members of the arts community and the general public. 

7. !1u1 llQ\ ~e of Contacts 

fh; pW]JOSe of contacts is to obtain, clarii)r Of exchange information and to 
·ecom nend options/alternatives i11 resolving issues. 

8. &rsical Demands 

Thi;• w >rk is primarily sedentary. 

9. W<!rk faivironment 

rhi :: w lrk is performed in an office setting. 

4 



Un1tcd States 

Office of Government Ethics 
·1201 New York Avenue, N\V., Suite 500 
Washington, DC 20005-3917 

Janice Kaye 
Designated Age11cy Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure rep011ing requirements for position of 
Executive Secretariat (GS9/1 1) 

Dear Ms. Kaye: 

You have requested that the position of Executive Secretariat (GS9/l l), a Schedule C 
position, be excluded from the public financial disclosure reporting requirements of Title I of the 
Ethics in Government Act of 1978, as amended. Your request was made pursuant to 5 CFR 
§ 2634.203, which allows the United States Office of Government Ethics to exclude the 
incumbents of Schedule C positions from reporting requirements if the incumbent has no policy
making role with respect to agency programs. Based upon the current position description for 
this position, your request to exclude incumbents of this position from reporting requirements is 
denied. 

The position description submitted in suppmt of the request indicates that the position 
entails policy-making responsibilities. In pai1icular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

Pai1icipates in Senior Staff strategic meetings and provides input on procedural 
and substantive considerations. 

Coordinates work on USTR offices on specific projects as assigned by USTR. 
Conducts interoffice meetings and phone calls to develop and implement plan of 
action to achieve objectives. 

Works on special projects, performs research using a variety of sources to include 
the internet, current news articles, think tank websites, etc, to obtain information 
to be used for presentations, briefings and speeches. Gathers pertinent 
information, summarizes and analyzes data and prepares rep011s reflecting 
comparative data. Examines case files to locate specific information, and to 
isolate facts pertinent to an issue. 

Provides guidance to staff members and others 011 requirements and views of the 
USTR. 



Ms. Janice Kaye 
Page2 

Please advise the position's incumbent (if applicable) to subm..it a public financial 
disclosure report. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please con me at 202-482-9223. 

Sil cere y, 

mru1 
eputy Director for Compliance 



POSITION DESCRIPTION (Please Road lnslroc:tlo11s on tha Baak} 
1. A!'lency POIHlon No. 

2. Reason for SUl>n'llH~OO r Servlce 4. Employing Olllee LOC.llan · 5. IJUly SIJl1Uon 6. OPM CB111ficatfor. ND. 

0RedoSClfpUon IRJ New ~Hdqlrs 0Flakl W~shlngton, DC Washln9lon, DC 
0 Rees!eblisflment oolher 7. Fair lebor Standards Act 8, Financial S!lllemente Required 9. Sulljett lo IAAdlon 

Explanallon (Show any polllfom 19placed) n El\81lljl' l&J N011oxempl 0~6 f'ermvwl 
Flrumd•l O:se!Mure D~~~ nves IXI No 

to. PoslUon Slllttl1 11. Position I$ 12. Senalllvlly 13. Competillve Level Code 

Ocompetatve 0Slf6t\'l$ill)r 01-~ 18J~11ce1 
l&JEx9eplMI (Specify 111 Remati<r) DM-awt 0 2-NonctrurA! D ~ 14. Agency Use 

oses (Gen.) D SES,(CR) lX!NeJ!ler Sanslti\IG Sens'll'we 

16. C!as&lfledJGreded by Official TIUe of Poslllon 
a. omae or Parsonnal 

Mans11ement 

b. oeparlmeot, 
Ag&ncyor 

Executive Secretariat E;atabtlshment 

o. S&CO(ld Level 
Review 

d. Fll'llt Level 
Review 

e, RBCC!fllm•nded by 
s~&i.atvlsor ot 
1111 ng 0111Ca 

16. Organizational Titlo or PosllJon (if (lifforonl fff)RI olficlaJ tllltl} 

18. oeparfrnen1, Ausncy, or t:.tabllstimont 

Executive Office of the President 
a. Fll'SI SubdMslon 

Office of lhe U.S. Trada Representative 
b. second SubdM&lon 

19. Employee Relllew·'l'hl• II an acwrale deacrlptfon of lht rMjor 
dijtlH and tHpo11s!blflll911 of myf!osb~. 

20. Supeivlsoiy Certl~catlon. I cerllfY tl1at Ulfs Is w.i eii/<u ta 
slelemenl 01 the ma or duties and responslbDiUes of this Yon 
end Its 019.snlztdfo al relalionshtps.. fJnd that the w on Is 
nOC$ssa.O'. 'to ca(fY 011.t GoVtimmenr ru11ctfons for 1"'1/Ch I am 
f9sponslOle. This t»lflfic<iUon Is made wilh the /<Jlowfedg8 lhDI 

-~-~----------~-oii~inadiai;-s-upe,...~.:;;.~--~-~--------~--------
• !...!:i..'.. ..:: • 1 ·JI.! I 

non-responsive 

1 •• I ~ II ; I I I L 

non-responsive 

Jn~lals 

a. Employeo (opliomd) 

b. Supervisor 

c. Clnslller 
24. Remarn 

Pav Plan oco1101111on• I Code Grade Initials Date 

AD 0301 oo• a; 7hlf/N - I f 

17. Name Of EmpJoyee (If vac11nl, sp«!ify) 

c. ll\lrd s 
non-responsive 

d. Fotrrth Subdivision 

o. Flftll SUbclivl~!«i 

s19na111re Of Emp!ovea (opllonel) 

this l11formatlon ls to bo 11~ for 6fafutory PIJfPOSOS re!etlna lo 

~
mointment end payment or pu tic funds, ancrfhQt retse or mlslealll11a 
alvmentt1 may constitute ofations ot such statures or the1r 
'f)Jementing f69Ufalions. · 

b~r'YP;tNMl&a~iii;to~ii;r:tevOls~soror~faii";;~(~'O;;r---------~ 

22. Poshfon Cla&siflc1111on Stonderde Ueod In crautfylng/Gral'.llng Position 

US OPM PCS for Miscellaneous Administration & Program 
Serles, GS-301, dated Jan. 1979; Administrative Analysis 
Grade Evaluation Gulde, TS-98 August 1990; Primary Standard 

lnformallon for Employeoa. Tho standar~, end lnformellon on lhiilr 
apf)!toolion, are avallao e In the personf!el o ce. The elasslflcaUon of Iha 
p~slllon may be reviewed and correcled by e agancv or the U.S. Office 
or Personnel Management. lnfom'lalkm on aasstllcal!on.llob grad1Jl9' 
appeals, 011.c.I complaTnls on exemp_tlon from FLSA, Is avalla~le f'om lie 
i>9t&onnol omce or Iha U.S. Office of Personnel Management. 
lnlUBls ala lnlllals Date ntlals Oale 

* Dulles described Jn this AD~301 Executive Secretariat PD are equivalent to the GS-11 grade level. 

25. Description of Major Dulle; and ReeponsiblliUes (See Attached) 
NSN 7640.01).83~-4265 P1evlous l!dillorl Usable 5008-100 OF 8jRev. 1-6$) 

V.$. Offl1:9 of PiftOMel M~ 
FPMCflap<wm 



OpllMal Form 8 (E!ACIQ (Re.fm! 1185) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 295, 
subchapter 3, and . other provisions of lhe FPM, agencies must 
complete lhe Items marked by an asterlsl<. Agencies may detem1lne 
what other Items are lo be used. 

•1, Enter position number used by the agency for control purposes. 
See FPM Chapler 312, Subchapter 3. 

•2. Check one, 

• '"Redescrlptlon" means the duties and/or responslbllllles of an 
existing pos\t.lon are being changed. 

• "New" means the position has not previously existed. 
• "Reestablishment" means the position previously existed, but 

had been cancelled. • 
• 'Other' covers such things as change In titre or occupallonal 

series without a change In duties or responslblllties. 
• The "Explana.tlon'' section shllllld be us~ to show the reason If 

"Othor'' Is chacked, as welt as any pos!Uon(s) replaced by posll!ol\ 
number, tltlo, pay plan, oc~:mpauonal code, and grade. 

3. Check one. 

'4. Enter geogrnphlcal locallon by city and Slate (or If position Is In a 
foreign country, by city and country). 

•5, Enter geographical location Ir different from thal of#4. 

6, To be completed by OPM when certifying positions. (See Jtem 15 
for dale of OPM certification.) For SES and GS-16/18 
(losltlons and equlvalenl, show the poslUon number used on 
OPM Form 1390 {e.g., DAES0012). 

•7, Check one to show whether the Incumbent Is exempt or 
nonexempt from the minimum wage and overUme provisions of 
the Fair Labor Standards Act. See FPM Chaplet 551. 

6. Check box If statement Is required. See FPM Chapter 734 for 
lhe Executive Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapler 4, for the Employment and 
Financial Interests Statement. 

9. Check one to show whether ldentlcal Addlllonel poslt!ons are 
permitted, See FPM Chapter 312, Subchapter 4. Agencies may 
show tho number of such poslllons authorized and/or esliiblished 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 for lnfonnallon on lhe 
competitive service and FPM Chapter 213 for the excepted 
selV!ce. For a poslllon In the excepted sef\llce, enter authority 
for lhe exception, e.g .. "Schedule A-213.3102{d)" for Attorney 
positions excepted under Schedule A or tlie Civil Service 
Regulallons. SES (Gen) stands for a General position In Iha 
Senior Executive Service, and SES (CR) stands for a Career 
Reserved position. 

11. Check one, 

• A •supervisory" position Is one that meets the requirements 
for a supervisory title as set forth In current OPM cl11ssificatlon 
and jo~oradlng guidance. Agencles may designate flrst-level 
supervisory positions by placing "1" or"1sl" after •supervisory." 

• A "Managerial'' position Is one that meets the requirements for 
such a deslgnaUon as sat forth In cummt OPM classification 
guidance. 

12. Check one to show whether the position Is non-sensUive, 
noncrl\lcal sensltlve, crillcal sensitive, or special sensitive ror 
security purposes. If this Is an ADP poslllon, write the letter "C" 
beslde the sensllMty. 

13. Enter competitive level code for use In reduction-In-force acUons. 
See FPM Chapter 351. 

14. Agencies may use this block for any additional coding 
requirement. 

'15. Enter classlflcationljob grading action. 
• For ''Official Tiiie of Position,'' see !he applicable classification 
or Job grading standard. For positions no! covered bX a 
i>ubllshed standard, see the General Introduction to' Position 
Classlficatlon Standards," Section Ill, for GS poslUons, or FPM 
supplement 512·1, •Job Grading System for Trades and Labor 
Occupations,• Part 1, Section Ill. 

• For "Pay Plan code, see FPM Supplement 292-1, "Personnel 
Oala Standards," Book Ill. 

• For "Occupational Code," see the applfcable standard; or, 
where no standard has been published, see the "Handbook of 
Occupallonal Groups and Serles of Classes" for GS poslllons, 
or FPM Supplement 512-1, Part 3, for trades and labor 
positions. For all posl!lons In scientific and engineering 
occupations, enter the lwo·dlglt functlonal classlflcatlon 
code In p<1rentheses Immediately following the 
occupatlonal code e.g., "GS-1310{14)." The codes are 
listed and discussed In the General lntrod11cUon lo "Poslllon 
Classlflcatlon Standards," Section VI. 

16. Enter the organizational, funcHonal, or working lllle If II differs 
from Iha offlclal title. 

17. Enter the name of the Incumbent. If there is no Incumbent, enter 
"vacancy." 

*16. Enter the organizational loca!lon of the position, slartlng with the 
name of the department or agency and working down from there. 

19. If the position Is occupied, have the Incumbent read the attached 
descnpllon of dulles and responsibilities. The employee's 
signature Is optronal. 

•20. This statement normally should be cartified by the Immediate 
supervisor of the poslUon. At Its option, an agency may also 
have a higher-level supervisor or manager certify the slatement. 

•21. This sla!ement should be certified by the agency official who 
makes tho classification/job grading decision. Depending on 
aoency regulatlons, this official may be a personnel office 
represenlatlve, or a manaP.er or superV!sor delegated 
classlflcatlon/job grading authonly. 

22. Enler the position classlflcatlon/job grading standard(s} used and 
the data of Issuance, e.g., 'Mail and Fiie, GS·305, May 1977. • 

23. Agencies are encouraged lo review periodically each established 
1>oslllon to determine whether the position Is sllll necessary and, 
If so, whether the position description Is adequate end 
classlficatlonllob grading is proper. See FPM Leiter 536·1 {to be 
Incorporated Into FPM Chapter 536). This section may be used 
as part of the review process. Iha employee's Initials are 
optional. The Initials by the supervlsor and classllier represent 
recertfflcatlons of the statements In Items #20 and #21 
respectively. 

24. This section may be used by the agency ror addlllonal coding 
roqulromonls or for any appropriate remarks. 

•25. Type the desclipHon on plain bond paper and attach to lhe form. 
The agency posllion number should be shown on Iha altachment. 
See appropnale instructions ror format of the description and for 
any requirements for evaluation documentation, e. g., 
"lnslructions for the Factor Evaluatlon System," in the General 
Introduction lo "Position Classlficatlon Standards,'' Section VII. 



Execittive Secretary 
AD-301 (equiv.to GS-301-11) 

.1. INTRODUCTION 

The incumbent is assigned to the Office of the U.S. Trade Representative and serves as a special 
assistant to the U.S. Trade Representative. The incumbent has responsibility for the day to day 
management of administrative operations of the office, efficient functioning of agency controlled 
con·espondence, administrative and/or program work, and plruming .and organizing special 
projects, as well as researching material for briefings, presentations and speeches. 

II. MAJOR DUTIES AND RESPONSIBILITIES 

1. Responsible for review and.management of all documents from staff for ti.mdy 
submission to the USTR. Serves as final revi~wer of all correspondence for the USTR's 
signature, Ensures that all documents requiring the USTR's attention are acted upon an 
in a timely manner and establishes deadlines for USTR staff to meet requirements. 
Maintains hard copy file of all documents USTR marks up and distribute to USTR staff 
for review or action. 

2. Reviews all briefing materials and supervises production of briefing books for all USTR 
travel. Reviews all documents from interagency 01· White House to the USTR. Provides 
cover notes summarizing documents that require USTR action. Follows up with agency 
or White House staff should questions regarding the documents arise. 

3. Prepares late letter reports and summaries to USTR Staff to ensure timely responses to all 
USTR correspondence. Follow up directly with AUSTRs and DAUSTRs who have late 
letters for drafting and clearance. 

4. Reviews al~ Administration documents from White House or interagency and assures 
copies are sent to approptiate Frpnt Office and Administration Office staff for action. 
Follows up to ensure that all deadlines are met. 

5, Assists USTR with drafting language for memoranda from the USTR to staff, the White 
House or to other Agencies. Assists with preparation of all Notes and Me1nomnda to 
the President from the USTR. Revises all Notes and Memoranda to the President before 
submission to USTR. Works with USTR to revise, ru1swer questions, and finalize all 
Notes and Memoranda to the President from the USTR. 

6. Supervises review of correspondence in response to FOIA requests which are coordinated 
though Policy Coordination office. 

7. Pruticipates in Senior Staff strategic meetings and provides input on procedural and 
substantive considerations. Prepares notes of strategic planning and decision making 
meetings with USTR and ensures all assigmne.nts a.re completed under the agreed upon 
deadlines. 



8. Coordinates work of USTR offices on specific projects as assigned by USTR. Conducts 
interoffice meetings and phone calls to develop and implement plan of action to achleve 
objectives. 

9. Works on special projects) performs research using a variety of sources to :U1cl~de the 
intemet, cmrent news ru.ticles, think tank websites, etc, to obtain information to be used · 
for presentations, briefings and speeches. Gathers pertinent inf01mation, summarizes and 
analyzes data and prepares rep01ts reflecting comparative data. Examines case files to 
locate specific information, and to isolate facts pertinent to an issue. 

10. Conducts ongoing reviews of the office's administrative management and support 
functions, work flow, new or altered requirements, and related concerns. Assesses 
cu1Te11t practices and develops proposals for change in the interest of int proving the 
quality and efficiency of the office's administrative functions. Develops and presents 
recommendations to the office head. Represents the supervisor on matters affe.cting the 
application and/01· improvement of administrative practices and procedures in can·ying 
out the work of the office. Serves 011 USTR conunittees established to address various 
administrative functions and issues. 

11. Provides guidance to staff members and others on requirements and views of the USTR. 
Coordinates responses to a wide variety of issues with USTR staff, other offices and 
agencies. Ensures dissemination anlong appropriate parties of info11uatio11 concerning 
technical requirements, timing, rep011ing f01mats, and the like. Evaluates work unit 
submissions for adequacy, consistency, and adherence to prescribed administrative 
requirements and consolidates responses. 

12. Perfo1ms other duties as assigned 

Ill. FACTOR LEVELS 

Factor 1 - Knowledge Required by the Position Level 1-7 1250 Pts 

Knowledge and skill in applying analytical and evaluative methods and techniques to issues or 
studies concerning the efficiency and effectiveness of program operations carried out by 
administrative or professional personnel, or s1ibstantive administrative support functions (i.e., 
internal activities or ftmctions such as supply, budget, procurement, or personnel which serve to 
facilitate line or program operations). 

Knowledge of administrative and management methods and techniques for developing 
management control systeins, improving processes and assessing program effectiveness, 
particularly as related to .the agency controlled correspondence system. 

Knowledge of pertinent laws, regulations, agency and White House policies and pl'ecedents which 
affect the functioning and efficiency of agency programs controlling correspondence, briefing 
materials, and other documents, 



Ability to work i.t1 a confidential environment, knowledge of document secmity measures and 
ability to protect iluormation and demonstrated ability to plan and organize multiple assignments 
requiring a high level of discretion and judgment with minimal supervision. 

Knowledge ofUSTR's operations and processes and knowledge of the missions and 
responsibilities of USTR' s geographic and functional offices and those of other agencies 
s1tfficient to recognize the need for coordmation on work .activities. 

Knowledge of administrative concepts and practices, and the ability to analyze same, sufficient 
to enable the incmnhent to recommend changes in administrative policies, devise and install 
procedures and office practices affecting own as well as other offices and foresee administrative 
problems and requirements. · 

Ability to develop tables, graphs, charts, and power point presentations, draft correspondence 
and bdefmgs using data from a variety of sources. 

Knowledge of the supervisor's priorities and views sufficient to enable the incumbent to perfo11n 
duties such as developing material for the supervisor's use in conferences and meetings, is able 
to independently assess the administrative requirements of a variety of work projects and to 
determine the source and background materials needed to meet the supervisor's requirements. 

Skill in oral and written communication. 

Factor 2 - Supervisory Controls Level 2-4 450Pts 

The supervisor sets the overaJI objectives and resow·ces available. The employee and supervisor, in 
consultation, develop deadlines, projects, and work to be done. 

The employee, having developed expe1tise in the line of work, is responsible for planning and 
carrying out the assignment, resolving most of the conflicts that arise, coordinating the work with 
others as necessary, and interpreting policy on own initiative in terms of established objectives. In 
some assignments, the employee also determines the approach to be taken and the methodology to be 
used. The employee keeps the supervisor informed of progress and potentially controversial matters. 

Completed work is reviewed only frnm an overnll standpoint in terms of feasibility, compatibility 
with other work, or effectiveness in meeting requirements or expected results. 

Factor 3 - Guidelines Level 3-3 275 Pts 

Procedural guidelines in the form of manuals, USTR office memoranda, decision memoranda, 
and the like cover broad aspects of the work, but may not be completely applicable to the work 
in every instance, or may have gaps in specificity. 



Established USTR and office practices and procedures may impact the accomplishment of 
certain tasks. Oral guidelines may be provided to establish particulat requirements of discrete 
work projects. · 

Due to the sensitivity of the position, specific guidelines may not always be available and the 
incumbent must use judgment in inte1preting and adapting broader guidelines, such as agency 
policies, regulations, precedents, and work directions for application to specific issues or 
problems. 

Factor 4 w Complexity Level 4~4 225 Pts 

The work involves gathering information, identifying and analyzing issues, and developing 
recommendations to resolve substantive problems of effectiveness and efficiency of work operations 
in a program or program support setting. This is in addition to improving conditions of a procedural 
nature \vhich relate to the efficiency of agency administrative programs, such as the controlled 
correspondence system. 

Subjects and projects assjgued at this level usually consist of issues, problems, or concepts that are 
not always susceptible to dh'ect observation and analysis (e.g., projected missions and functions). 
Difficulty is encountered in measuring effectiveness due to variations in the natt~re of administrative 
processes studied (e.g., those associated with processing information, reorganizing to meet changes 
in mission, or providing support services). Information about the subject is often conflicting or 
incomplete, cannot readily be obtained by direct means, or is otherwise difficult to document. 

Characteristic of this level is originality in refining existing work methods and techniques for 
application to the analysis and resolution of problems. For example, the employee may revise 
develop new approaches to telate timeliness, accuracy, and productivity measurements for the USTR 
controlled correspondence system. 

Factor 5 - Scope and Effect Level 5-3 150 Pts 

The purpose of the work is to plan and ci:my out projects to improve the efficiency and 
productivity of organizations and employees in the agency controlled correspondence system, as 
well as information flow to and from the Ambassador. The incmnbeut identifies, analyzes, and· 
makes recommendations to resolve conventional problems and situations in work-flow, work 
distribution, and/or adminisb.·ation. Work may also involve developing detailed procedures and 
guideJines to supplement established administrative regulations or program guidance. 

The work requires coordinating information gathered from senior officials, other countries, the 
private sector, White House and Congressional Staff and other Federal Agencies. Work products 
are developed for the use of the USTR and other senior officials. The incumbent plays a 
significant role throughout this process in a variety of ways, including : (1) advising staff 
preparing information concerning relevant requirements including proper formats and timing 
requirements; (2) effectively coordhlating with senior staff in other offices; (3) preparing 
accurate, high quality work products, ensuring consistency among similar products prepared by 



diverse staff; and, ( 4) conducting effective liaison within the offic~ as well as with the other 
offices involved. · 

Frequently, the employee's work involves preparing materials that al.'e time~sensitive and that 
receive high visibility in national and intemational arenas. The employee's application of the foll 
range of administrative skills facilitates the work of the office as well as the exchange of 
infonnation among officials and staff involved in the process. The work may involve identifying 
problems, studying, analyzing and making recommendations concerning the e~ciency and 
productivity of the operation of the controlled correspondence system as well as information 
flow (i.e., memos, briefing papers, etc to and from the USTR) within the agency. 

Factor 6 - Personal Contacts Level 6-3 60 Pts 

Extensive personal contacts are required with high-level professionat and managerial staff 
including Senior Executive Service and Presidential Appointees within and outside the USTR, 
and/or outsiC:le agency repl'esentatives, high ranking intemational officials the White House, 

. Congressional staff and the private sector. The contacts are not made on a routine basis; the 
pmvose and extent of each contact is different; and the role and authority of each party is 
identified and develo1Jed dlll'ing the course of the contact. 

Factor 7 - Purpose of Contacts Level 7-2 50 Pts . . 
Contacts are for the puivose of planning, coordinating, and complet_ing assignment as well as for 
gathering factual and opinion data from a wide variety of people at l)ll levels of Govenunent, 
business firms, private groups, etc. Contacts include formal and infotmal meetings, briefings 
and discussions where incumbent must be prepared for actual participation, including trucing the 
lead on some issues, Due to the political nature of the agency, incumbent must be able to give 
quick and accurate responses to many issues and to integrate diverse patiicipant positions from 
constmctive product or result. The incumbent uses exceptional tact and negotiating skills to 
negotiate appropriate solutions or develop alteinatives. 

Factor 8- Physical Demands 

The work is pdmarily sedentary. 

Factor 9 -Work Environment 

The work is normally performed in an office setting. 

'. 

Level 8-1 5 Pts 

Level 9-1 5 points 

TOTAL POINTS - 2,470 
Grade Level= GS-11 

This position is covel'e<l under the Fair Labor Standards Act. 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Agency PosHlon No. 

2. Reason for Subml&&!on r· aarvlGll 4. Employlrw Oflk;e L~Uon 6. Duly Slallon 6. OPM CerOOcellon No. 

0 RedesCliptlon 18] New l&JHdqlro 0Fftld Washington, DC Washington, DC 

D Reeslabllsllml!lll D 01111!( 7. l'ai' Labor Slandards Act u. Flnanc:lat Stalemenla Re.quired 9. Sul>Jecl lo IA Act!Ofl 

expra11aUon (Show ~ny poslUotts roplaced} n Exempl ~ NonOl!empl DElcKol.ivePenOMGI 
Ff~ .. Oi•dosuv D~~ nves fXI No 

10. Posllfon Slaws 11. Po•!tlon Ill 12. Sene!INlty 1:J. compe11uvo Love! Cocl9 

Ocompalff"'e o~ 0 1-~n l&J 3-0f(al 

18]Excapled (Spec/f'/ltt Remsrl<sJ oi.~anagerial D 2~ai- D 4-Sped;d 
14. Agency Use 

0SES {Oen.) 0 SES {CR) IXJNeilhet Sl.llls7Jt-.. StN!!Ne 

16. Classiftadl(;;rcide<I by Oflic:fal TJ!le of PoslOon 
a. omce of Pemonnel 

Ma.nagemanl 

b. Oepaitm1>nl, 
Ageneyor 

Executive Secretariat eateblblunonl 

o. Seccnd Level 
Re11!t'lw 

d. First Level 
RevleW 

a. Recomm1111ded by 
~IVlsoror I etlng o~ 

16. 0rganlzallolla1 Tllla ()f PosfUon (If diffimmt frotn omdlll lil!o} 

1$. Dapertmen1, Agonoy, or Eatabllfhmanl 

Exequtlve Office of the President 
o. F fret su bd!vls!on 

Office of the U.S. Trade Representative 
b. second SubdlVls~n 

19. Emproyee Rev!Bw-Tnls Is an aectll'ale doscrlpllon ortrio m a)or 
du lies and re •ponsibilltles or my po•lllon. 

20. Supervlsoiy CerUfJeatlon. I certl(y lhat this Is sn accurote 
td8lfJment 01 lh& meJOr duUes and (6°8pt>t1slb0itl0$~1 thlt; P!).Sil/011 
and fls org_enlzatfooaf relationships. and that e mW/On ts 
necessary lo carry out Government funct!ons r IJ'/1fch I am 
respooslbl9. Tiiis cerl/licalfoo Is made wilh the lrnmvfadga that ,q:ijWjjr-;o;-rm;;-;diiiesU?Otv>--;;r---------------

ch1et of Staff 

• Clasalfk:atlon!Job Gradln11 Corttflcallon. I cortifv that th s posl· 
/loo has bean classili6d/JJraC!ed as requfred by Tllf'e 5, U.S. Code, 
In confonnenco with standards pubflshed oy the U.S. 0/tif.D Of 

r'=tJ:l:i'1;ftffl:'lC~'m~{ : 0 ~g~y:ag,:,i:1:~~~~Zt11ect· _____ !/J _______________________ lf!p ______ e ________________________ _ 
JtJI i •I II • IOlllel:il TaklngAcUon 

non-responsive 

lnltrals 

a. Employaa (opllonBI) 

b. Supervisor 

c. Classifier 

24.Remarfcs 

Pav Piao OllC4!1>at1ona1 COiie Gra!le lnlllefg Dale 

AD 0301 00" 1 <:Ji) 11k.,)J<1 
·- ( I 

17. Namo Cf Emp!oyeo (ii vacant, specify) 

c. 'third &ibdMslon 

d. Foutt~ subdMs!on 

e. Flflh Subdivision 

Srgnalute OI Emptoyoo (opUMSI) 

22. Pgs!llon Clanlflcatlon standarda Used In Clasaifyfng/Qrodlng Poslllol\ 

US OPM PCS for Miscellaneous Adrninistratlon & Program 
Serles, GS-301, dated Jan. 1979; Administrative Analysis 
Grade Eva!uatlon Gulde, TS-98August1990; Primary Slandard 

lnfo1m~tlon for Emp1oyt1os. The ·slander~, ol'}d lnl~rmallon on lholr 
appllcauon, ate avalfab e In the personnel o~ ce. rhe ciasslffcalloJl of the 
poslllon may be reviewed and r.orceeled by I e ag_enc:.v. or the U.S. omco 
of Porsonlfel Manaaanient rntonnaUon M CfaSSllJcallonljob gradl11!1 
appeals, and com11laTnts 011 elCemi;iJlon from FLSA, Is avafl11lilo fri'im tile 
personnel office or the U.S. Offlce Of Personnel Management. 
lnitfeb 1 Initials Dale lnHfa!s Oe!a 

GS-09 level Statement of Difference to GS-11 level Executive Secretariat PD. 
• AD position duties described In this Statement of Difference are equivalent to the GS-09 grade level. 

25. Description of Major Duties and Responslbllitles {See Attoch&d) 
NSN 7640-00·634-426' Prevloos Edhlon Usable 6008·100 01' 8 {RoV. 1-8li) 

U.S. Offit>!I oll'ffwmd r~n1 
FPMCll~r295 



Opt'alal Fmn8(BACK) (Re>ised 1/85) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 295, 
subchapter 3 and other provisions of the FPM, agencies must 
comrlete the Items marked by en asterisk. Agencies may determine 
wha other Items are lo be used. 

•1. Enter posl!lon number used by Iha agency for control purposes. 
See FPM Chapter 312, Subcliapler 3. 

•2. Che~k one. 

• "Redescripllon• means !he duUes and/or responslblllllas of an 
existing posfllon are being Changed. 

• "New• means the eoslllon has not previously existed. 
• "Reeslabl!shmen!' means the position previously existed, but 

had been cancelled. 
• 'Other• covers such things as change In tiUe or occupational 

series without a change In dulies or responsibllities. 
• The "Explanation" secflon should be used to show the reason 1r 

"Other" Is checked, as well as any posltlon(s) replaced by position 
number, llUe, pay plan, occupational code, and grade. 

3. Check one. 

'4. Enter geographlcal location by city and Stale {or If position Is In a 
foreign countiy, by city and counlly). 

•5. Enler geographical location Ir different from that of #4. 

6. To be completed by OPM when certifying pos!Uons. (See Hem 15 
for date of OPM certification.) For SES and GS-16/16 
posiltons and equivalent, show the position number used on 
OPM Form 1390 (e.g., DAES0012). 

•1. Check one to show whelher the Incumbent Is exempt or 
nonexempt from Iha mlnfmum wage and overtime provisions of 
the Fair Labor Standards Acl. Sea FPM Chapler 551. 

8. Check box If statement Is required. See FPM Chapter 734 for 
lhe Execullve Personnel Financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchapler 4, for the Employment and 
financial Interests Sfalemenl. 

9. Check one to show whether ldentlcal Addltfonal poslllons am 
permitted. Sea FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such poslHons aulhorlied andfor established 
after Iha "Yes• block. 

10. Check one. See FPM Chapter 212 for Information on the 
competitive service and FPM Chapter 213 for the excepted 
service. For a position In the excepted service, enter authority 
for the exception, e.g., "Schedule A·213.3102{d)" for Attorney 
positions excepted under Schedule A of the Civil Service 
RegulaUons. SES (Gen) stands for a General posltlon In lhe 
Senior Executive Service, and SES (CR) stands for a Career 
Reserved position. 

11. Check one. 

• A "Supervisory'' position Is one lhat meets lhe requirements 
for a supervisory !Ille as set forth In current OPM classlficallon 
end job-grading guidance. Agencies may designate first-level 
supervisory positions by placing •1 • or "1st" after "Supervisory.'' 

• A "Managerial" position Is one that meels the requirements for 
such a designation as set forth In current OPM classlficaUon 
guidance. , 

12. Check one to show whether the position Is non-sensitive, 
nonctlUcal sensillve( cr!Ucal sensltlve, or special sensitive for 
security purposes. f !his ls an ADP posillon, write the lelter •c• 
beside U1e sensitivily. 

13. Enter compeUUve level code for use In reduction-in-force aclions. 
see FPM Chapter351. · 

14. Agencies may use this block for any addlllonal coding 
requirement. 

•15. Enter classiRcaUonljob grading action. 
• For "Official Title of Position," see the appllcable cfasslficatlon 
or lob grading standard. For poslUons not covered bY, a 
published standard, see the General lntroducilon lo 'Position 
Classincatlon Standards," Section Ill, for GS poslllons, or FPM 
Supplement 512·1, "Job Grading System for Trades and Labor 
Occupations,'' Part 1, Secllon Ill. 

•For "Pay Plan code, see FPM Supplemenl 292-1, 'Personnel 
Data Standards," Book Ill. 

• For •occupational Code,• see the applicable standard: or, 
where no standard has been published, see lhe "Handbook of 
OccupaUonal Groups and Senes of Classes" for GS positions, 
or FPM Supplement 512-1, Part 3, for !fades and labor 
poslllons. For all positions In scientific and engineering 
occupations, enter tho two-digit funcllonal classification 
code In parentheses Immediately following lhe 
occupational code, o.g., 0 GS·1310f14)." The codes are 
listed and discussed In the General lntroducUon to "Position 
Classrncalfon Standards," Section VI. 

16. Enter the organlzallonal, functional, or worl<lng tiUe if It differs 
from the official lllle. 

17, Enter Iha name of the Incumbent, lf!here Is no lncumbenl, enler 
"vacancy.• . 

•1 a. Enter the organizational location of the poslllon, sterling with the 
name of the department or agency and worldng down from there. 

19. If tho position Is occupied, tiave !he Incumbent read Iha attached 
descnpUon of duties and responsibilities. TI1e employee's 
signature Is optional. 

•20. This slafement normally should be certified by lhe Immediate 
supervisor of the rosltlon. At Its option, an agency may also 
have a higher-lave supervisor or manager c:erlify the slalement. 

•21. This slatemenl should be certified by the agency offtcfal who 
makes Iha classlftcallonqob grading Cleclslon. Depending on 
agency regulations, this official may be a personnel office 
representative, or a manager or superVlsor delegated 
dasslficallon/job grading aufhorlty. 

22, Enter the position classification/job grading slandard{s) usod and 
Iha dale oflssuam:e, e.g., "Mall and Fiie, GS-305, May 1977." 

23. Agencies are encouraged to review perlodlcafly each established 
eoslllon to determine whether the position Is sllll necessary and, 
tf so, whether !he position description Is adequate and 
classlflcatlon/lob grading Is proper. See FPM Letter 536-1 (lo be 
Incorporated Into FPM Chapter 536). This secUon may be used 
as part of the review process. The employee's lnillals are 
optional. The lnlllals by the supervisor and classifier represent 
recertlllcations of the statements In Items #20 and #21 
respectiwly. 

24. This section may be used by the agency for addlllonal coding 
requirements or for any appropriate remarks, 

'25. Type the desctlption on plain bond paper and allach lo lhe form. 
The agency positron number should be shown on the attachment. 
Seo appropriate Instructions for format of the description and for 
any requirements for evaluation documentallon, e. g., 
''lnstrucUons for Iha Factor Evaluation System," In the General 
lnlroducUon to "Position Classification Standards," SecUon VII. 



Executive Secretary 
AD-301 {equiv to GS-301-09) 

STATEMENT OF DIFFERENCE TO: 

Executive Secretary 
AD-301 (equiv to GS-301-11) 

The incumbent performs duties that are essentially the same as those performed at the 
GS-11 level, but with a closer level of supeivision. The incumbent is under the direction 
of the Chief of Staff» who defines objectives, priorities, and deadlines and assists the 
incumbent with unusual situations that do not have clear precedents. The incumbent 
plans and carries out the successive steps and handles pmblems and deviations in the 
work. assignments in accordance with instructions, policies, previous training, or accepted 
practices in the occupation. Work is reviewed for teclmical soundness and conformity 
with agency policy and established objectives. · 



Executive Secretary 
. AD-301 (equiv to GS-301-11) 

I. INTRODUCTION 

The incumbent is assigned to the Office ofthe U.S. Trade Representative and serves as a special 
assistant to the U.S. Trade Representative. The incumbent has responsibility for the day to day 
management of administrative operations of the office, efficient functioning of agency controlled 
corl'espondence, administrative and/or program work, and planning and organizing special 
projects, as well as researching material for briefings, presentations and speeches. 

II. MAJOR DUTIES AND RESPONSIBILITIES 

1. Responsible for review and management of all documents from staff for timely 
submission to the USTR. Serves as fmal reviewer of all conespondence for tl1e USTR's 
signature. Ensures that all documents requiring the USTR,s attention are acted upon an 
in a timely manner and establishes deadlines for USTR staff to meet requirements. 
Maintains hard copy file of all documents US1R marks up and distribute to USTR staff 
for review 01· action. 

2. Reviews all briefing materials and supervises production of briefing books for all USTR 
travel, Reviews all documents from interagency or White House to the USTR. Provides 
cover notes summarizing documents that require USTR action. Follows up with agency 
or White House staff should questions l'egarding the documents arise. 

3. Prepares late letter reports and smmnaries to USTR Staff to ensure timely responses to all 
USTR correspondence. Follow up direct.Iy with AUSTRs and DAUSTRs who have late 
letters for drafting and clearance. 

4. Reviews all Administration docu.pients from White House or interagency and assures 
copies are sent to appropriate Front Office and Administration Office staff for action. 
Follows up to ensure that all deadlines are met. · 

5. Assists USTR with drafting language for memoranda from the USTR to staff, the White 
House or to qther Agencies. Assists with preparation of all Notes and Memoranda to 
the President from the USTR. Revises all Notes and Memornnda to the President before 
submission to USTR. Works with USTR to revise, answer que'stions, and finalize all 
Notes and Memoranda to the President from the USTR. 

6. Supervises·review of correspondence in res1,onse to FOIA requests which are coordinated 
though Policy Coordination office. 

7. Participates in Scnio1· Staff strategic meetings and prnvides input on procedural and 
substantive considerations. Pre1)ares notes of strategic planning and decision making 
meetings with USTR and enslU'es all assignments are completed under the agreed upon 
deadlines. 



8. Coordinates wmk ofUSTR offices on specific projects as assigned by USTR Conducts 
interoffice meetings and phone calls to develop and implement plan of action to achieve 
objectives. 

9. Works on special projects, performs research using a variety of sources to include the 
interpet, cun-ent news atticles, think tank websites, etc, to obtain information to be used 
for presentations, briefings and speeches. Gathers pertinent infonnation, summarizes and 
analyzes data and prepares repmts reflecting comparative data. Examines case files to 
locate specific information, and to isolate facts pertinent to an issue. 

10. Conducts ongoing reviews of the office's administrative management and suppot1 
functions, work flow, new or altered requirements, and related concems, Assesses 
cull'ent practices and develops proposals for change in the interest of improving the 
quality and efficiency of the office's administrative functions. Develops and presents 
recommendations to the office head. Represents the supervisor on matters affecting the 
application and/or improvement of administrative practices and procedures in carrying 
out the work of the office. Serves on USTR committees established to address various 
administrative functions and issues. 

11. Provides guidance to staff members and others on requirements and views of the USTR. 
Coordinates responses to a wide variety of issues with USTR staff, other offices and 
agencies. Ensures dissemination among appropriate parties of information concerning 
technical requirements, tinling, reporting formats, and the like. Evaluates work writ 
submissions for adequacy, consistency, and adherence to prescribed adminish'ative 
requh'ements and consolidates responses. 

12. Performs other duties as assigned 

Ill. FACTOR LEVELS 

Factor 1 - Knowledge Required by the Position Level 1-7 1250 Pts 

Knowledge and skill in applying analytical and evaluative methods and teclmiques to issues or 
studies concerning the efficiency and effectiveness of pm gram operations carried out by 
administrative or professional personnel, or substantive administrative support functions (i.e., 
internal activities or functions such as supply, budget, procurement, or personnel which serve to 
facilitate line or program operations). 

Knowledge of administrative and management methods and techniques for developing 
management control systems, improving processes and assessing program effectiveness, 
particularly as related to the agency controlled correspondence system. 

Knowledge of pertinent laws, regulations, agency and White House policies and precedents which 
affect the functioning and efficiency of agency programs controlling correspondence, briefing 
matedals, and other documents. 



Ability to work in a confidential environment> knowledge of document security measmes and 
ability to protect infonnation and demonstrated ability to plan and organize multiple assignments 
requiting a high level of discretion and judgment with minimal supervision. 

Knowledge of USTR's operations and processes and knowledge of the missions and 
responsibilities ofUSTR's geographic and ftmctional offices and those of other agencies 
sufficient to recognize the need for coordination on work activities. 

Knowledge of administrative concepts and practices, and the ability to analyze same, sufficient 
to enable the incumbent to recommend changes in administrative policies, devise and install 
procedures and office practices affecting own as well as other offices and foresee administrative 
problems and requirements. 

Ability to develop tables, graphs, charts, and power point presentations, draft correspondence 
and briefings using data from a variety of sources. · 

Knowledge of the supervisor's priorities and views sufficient to enable the incumbent to perfonn 
duties such as developing matel'ial for the supervisor's use in conferences and meetings, is able 
to independently assess the administrative requirements of a variety of work projects and to· 
detemline the source and background materials needed to meet the superviso1·'s requirements. 

Skill in oral and written commuhication. 

Factor 2 - Supervisory Controls Level 2-4 450Pts 

The supervisor sets the overall objectives and resources available. The employee and supervisor, in 
consultation, develop deadlines, projects, and work to be done. 

The employee, having developed expertise in the line of wot·k, is responsible for platming and 
carrying out the assignment, resolving most of the conflicts that arise, coordinating the work with 
others as necessary, and interpreting policy on own initiative in terms of established objectives. In 
some assignments, the employee also determines the app1·oach to be taken and the methodology to be 
used. 111e employee keeps the supervisor informed of progress and potentially controversial mat,ters. 

Completed work is reviewed only from an overall standpoint in te1·ms of feasibility, compatibility 
with other work, or effectiveness in meeth~g requirements or expected results. 

Factor 3 - Guidelines Level 3-3 275 Pts 

Procedural guidelines in the form of manuals) USTR office memoranda, decision memoranda, 
and the 1ike cover broad aspects of the work> but may not be completely applicable to the work 
in every instance, or may have gaps in specificity. 



Established USTR and office practices and procedures may impact the accomplishment of 
ce11ain tasks. Oral guidelines may be provided to establish pat1icular requirements of discrete 
work projects. 

Due to the sensitivity of the positio~ specific guidelines may not always be available and the 
incmubent must use judgment in interpreting and adapting broader guidelines, such as agency 
policies, regulations, precedents, and work directions fol' application to specific issues 01· 

problems. 

Factor 4 - Complexity Level 4-4 225 Pts 

The work involves gathering information, identifying and analyzing issues, and developing 
recommendations to resolve substantive problems of effectiveness and efficiency of work operations 
in a program or progrnm suppo1t setting. This is in addition to improving conditions of a pl'ocedural 
nature which relate to the efficiency of agency administrative programs, such as the controlled 
correspondence system. 

Subjects and projects assigned at this level usually consist of issues, problems, or concepts that are 
not always susceptible to direct observation and analysis (e.g., projected missions and functions). 
Difficulty is encountered in measuring effectiveness due to variations in the nature of administrative 
processes studied (e.g., those associated with processing information, teorganizing to meet changes 
in mission, 01· providing support services). Info1mation about the subject is often conflicting or 
incomplete, caimot readily be obtained by direct means, or is otherwise difficult to document. 

Characteristic of this level is originality in refining existing wot'k methods and techniques for 
application to the analysis and resolution of problems. For example, the employee may revise 
develop new approaches to relate timeJiness, accuracy, and productivity measurements for the USTR 
controlled correspondence system. 

Factor 5 - Scope and Effect Level 5-3 150 Pts 

The purpose of the work is to plan and ca11y out projects to improve the efficiency and 
productivity of organizations aud employees in the agency controlled correspondence system, as 
well as infonnation flow to and from the Ambassador. The incumbent identifies, analyzes, and 
m.akes rec01mne11dations to resolve conventional problems and situations in work-flow, work 
distiibution, and/or administration, Work may also involve developing detailed procedures and 
guidelines to supplement established administrative regulations or program guidance. 

The work requires coordinating info1matio11 gathered from senior officials, other countries, the 
private sector, White House and Congressional Staff and other Federal Agencies. Work products 
are developed for the use of the USTR and other senior officials. The incumbent plays a 
significant role throughout this process in a variety of ways, including: (1) advising staff 
preparing information concerning relevant requirements including proper formats and timing 
requirements; (2) effectively coordinating with senior staff in other offices; (3) preparing 
accurate, high quality work products, ensuring consistency among similar products prepared by 



diverse staff; and, ( 4) conducting effective liaison within the office as well as with the other 
offices involved. 

Frequently, the employee's work involves preparing materials that are time-sensitive and that 
receive high visibility in national and international arenas. The employee's application of the fhll 
range of administrative skills facilitates the work of the office as well as the exchange of 
inf01mation among officials and staff involved in the process. The work may involve identifying 
problems, studying, analyzing and making recommendations concerning the efficiency and 
productivity of the operation of the controlled col'l'espondence system as well as infonnation 
flow (i.e., memos, briefing papers, etc to and from the USTR) within the agency, 

Factor 6 - Personal Contacts Level 6-3 60 Pts 

Extensive personal contacts are required with high~level professional, and managerial staff 
including Senior Executive Service mid Presidential Appointees within and outside the USTR, 
and/or outside agency repre..qentatives, high ranking international officials the White House, 
Congressional staff and the private sector. The contacts are not made on a routine basis; the 
purpose and extent of each contact is different; and the role and authority of each party is 
identified and developed dming the course of the contact. 

Factor 7 ~Purpose of Contacts Level 7-2 50 Pts 

Contacts are for the purpose of planlling, coordinating, and completh1g assignment as well as for 
gatheritig factual and opinion data from a wide variety of people at all levels of Government, 
business firms, }Jrivate gl'oups, etc. Contacts include fonual and informal meetings, briefings 
and discussions where incumbent must be I'repared for actual participation, including taking the 

· lead on some issues. Due to the political nature of the agency, incumbent must be able to give 
quick and accurate responses to many issues and to integrate diverse participant positions from 
constructive product or result. The incmnbent uses e~ceptional tact and negotiating skills to 
negotiate appl'opdate solutions or develop alternatives. · 

Factor 8 - Physical Demands 

The work is primarily sedentary. 

Factor 9 -Work Environment 

The work is notmally perfonned in an office setting. 

Level 8-1 5 Pts 

Level 9-1 5 points 

TOTAL POINTS - 2,470 
Grade Level = GS-11 

This position is covered under the Fair Labor Standards Act. 



United States 

Office of Government Ethics 
·1201 New York Avenue, NW., Suite 500 
\vashington, DC 20005--3917 

Janice Kaye 
Designated Agency Ethics Official 
Room223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure rep011ing requirements for position of Press 
Assistant and New Media Director (GSS/7) 

Dear Ms. Kaye: 

You have requested that the position of Press Assistant and new Media Director (GS5/7), 
a Schedule C position, be excluded from the public financial disclosure reporting requirements of 
Title I of the Ethics in Government Act of 1978, as amended. Your request was made pursuant 
to 5 CFR § 2634.203, which allows the United States Office of Government Ethics to exclude 
the incumbents of Schedule C positions from reporting requirements if the incumbent has no 
policy-making role with respect to agency programs. Based upon the current position 
description for this position, your request to exclude incumbents of this position from rep011ing 
requirements is denied. 

The position description submitted in suppm1 of the request indicates that the position 
entails policy-making responsibilities. In paiiicular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

Writes, edits and issues press releases, advisories, fact sheets, "talking points," 
and other USTR Material to the media and private sector, and/or to be posted 
through new media. 

Performs or delegates research and ensures provision to requestor of all relevant 
information. 

Tracks analytics of website traffic and social media sites to determine statistics of 
website views. 

Manages the Open Govermnent Directive for the Public Affairs Office. 



Ms. Janice Kaye 
Page 2 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure rep011. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223. 



POSITION DESCRIPTION {Please Read Instructions on th6 Back) 
1. A11tncv Poalllon No. 

2. Reason for SubmlM!on tlJ SOIVfoo 4. Employl1111 Ofllce Looat!on 6. Outy S1atlon 6. OP"4 Certification No. 

.Washington, DC Washington, DC B Retf~scrlptlon ~ Nsw HdQll8 n Flo!d 
llee1tabllahm1mt Other 7. Folr lollor Stend1Hds .Act 8, Flnanolal Statements fleqlArod 9. Sub)oot to IA Aol!on 

Explanation (Shaw Bii)' positions rap/8~ I E11empl [i'.1 Nonexempt 
I e.oc'11Mt Pei.,.,ne1 

P.nanol.ll lllsdosllle 
n Em~lo\mellt tnd 

A•>~l•I •~--·• !if Yes 0No 
i u. t'OSlllon stirtua 11. Posmon Js 112. ot!lllSlliVlty 13. Competitive Level Code - - D 1·-Non- 12) 3-Crhle\>I _ Compotitlve _ 6'i1>01\'lsory Stn.itl-le 
~ Excepted (Spscify in R&narbJ Mooogedal 14. Agancy Use ., D 2--nc-11b.1 n 4-spec1a1 SES {Gen.I D SES (CR) 

111. Cliullltd/Ondtd by Ottcctat Tille o1 Position 
a.1,1nrg& of Per-

sonnel 
Man89smen1 

b. Oepartmtnt, 
Ag-v or 

Press Assistant and New Media Director Estebllshmont 

o. Sooooo Lewi 
ltG\lf!IW 

d.Flrst l.ovel 
Re\lfow 

e. AKoOrnmtnds~ by 
S1lp6tvlsoi u 
!nltlil'"IJ Office 

16. Organlzatlonal lltle ol Position (if difftNtmt from ofrticaf tilkJ 

18. l>epsrtment, Agency, 01 Esteblishment 

Executive Office of the President 
11. Flr•t Svbdivlllon 

Office of the U.S. Trade Representative 
b. Seoond Subdivision 

Office of Public and Media Affairs 

19. Employee Revl11w-Thls Is an accurate d•scriptlon of the milJOr 
dutl11:s ancl 1csponsibltitles of my position. 

20. Superviso1y CertHlcatlon. I ctJttlfY thBt this is sn accur.ate 
8tatement of the mojar duties and r(l.Sponsfblfitles of tllis p_as1l/on 
snd its 01ganfzatlonol relatlon!lh/ps, and lhtJt th11 position ls 
nece&-$110". to ct1rfl/ out. Govamment functions for which I am 

NtiilHI seri!(!IYa 80l'ltlt1Ye 
>ay Pinn Oc~upallonal Cado Grad a lnhlal• Date 

AD 301 oor ~ '7/dr-J J<I 
f 

' 

17. Namt of Emllomef wc.ont. spsdly} 

l1l-l1llH· 1 ~i-
o. llllrd Subdivbton 

d. Fourth SLlbdMslon 

e. Fifth SubdMslon 

Slunatut& of F.mJ>l<>V"" (optfonaf} 

thi11 lnforma1lon Is to be tJsed 101 statutof'/ pufl)O$&s rtJlating lq. 
appointment end paym8flt of public funds, and that false or misleadlnq 
statements may constltule vlolatlom; of such ststutea or their 
implementing regulations. 

_ _re~1W!ila,_ TbJ.I. c.1!.Ji/jgtlon /Uf.led&. with Ulg kmwlodflJ!]hfll. "· flf+!-iM!JNIMllete Supervisor jb:-TvP8d Name and Tttla of Hlghed .. evol Supervisor or Maneoor {optional/ 

~"uTfc & Media Affairs J 
jSQ'Mtiiii -

llritlels 

11. rmployao {options/) 

b.Supervlsor 

o. Cl11sslfl11r 

24: Rormuh 

22, Poshlon Ctou!llco.tfon Stoodnrds Used in Cluslf\lfn1J/6rodin11 Position 

US OPM PCS for Misc Admlnlslratlon & Program Series, GS·301, did 
Jan 1979; US OPM PCS for Public Affairs Serles, GS-1035; TS-53 
July 1981: Intro to the Psfn Class S1ds TS·134 dtd July 1995 

Information for J;mployeee. 'fhe standards, and Information on their 
oppllcotlon, ere avaljable In the parsonnul ortlcfJ, The claselflcatlon of lh1t 
position muy ba raviowed and correclod by the age11cv or the U.S. Ofllco 
of Personnel Ma11agemant. Information on closslticatlon/Job grading 
eppaels, ond complaint& on exemption from FLSA, lo avarlable lrom the 
parsonnol office or th& U.S. Office of Personnel Management. 

htldalti Dato lnltials DHIB lnlllels Del& 

'i-- Dulios descdbed In this AD-301 Pross Asst. & New Media Director PD are equivalent to GS-07 grade level. 

26. Description of Major Dudes end Responsibllltles (See Attached) 
NSN 71i40·00-!l34·4201i P!evlous Edition Usable 6008-106 OF 6 ffi1111, 1 ·D~I 

U.S. Ofll•• vi Po1<on""I Mana9"m"'1t 
fl'M Cl1optot 296 



Optional Form 8 (SAC!<) (R6vf•ed 1186) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In ordor to comply with the requirements of FPl...., Chapter 295, 
subchapter 3, and other provisions of the FPM, agencies must 
complete the Items marked by an asterisk. Agencies m11y determine . 
what other Items ere to be used. 

•1. Enter position number used by the agency for control purposes. 
Sae FPM Chapter 312, Subchapter 3. 

•2. Check one. 
• "Redescription• means the duties end/or responsibilltles of an 

extsitng position are being changed. 
• "New" means the position has not P.revfously existed, 
• "Reestablishment" means the position previously existed, but 

had been cancelled. 
• "Other• covets such things as change In title or occupational 

series without a change In duties 01 responsibilities. 
• The "Explonetlon" section should be used to show the reason if 

"Other" Is checked, as well as any posltlon(s) replaced by 
position number, title, pay plan, occupational code, and grade. 

3. Check one. 

"4. Enter geographical location by city and State (or if position is in a 
foreign country, by city and country). 

• 6. Enter geographical locatlon If different from that of. #4, 

6. To be completed by OPM when certifying positions. (See Item 
16 for date of OPM certification.) For SES end GS-16/18 
positions and oquivnlont, show the position number used on OPM 
Form 1390 (e.g., DAES0012). 

•1. Check one to show whether the Incumbent ls exempt or 
nonexempt from the minimum wage and overtime provisions of 
the Fair Labor Standards Act. Sea FPM Chapter 651. 

8. Check box If statement Is required. See FPM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
Sea FPM Chapter 735, Subchapter 4, for the Employment end 
Financial Interests Statement. 

9. Check one to show whether Identical Additional positions are 
permitted. See f PM Chaptor 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 for Information on Um 
competitive service and FPM Chapter 213 for Iha oxceptod 
service, For a postiion In the excepted service, enter authority 
for the exception, e.g., "Schedule A-213.3102(d}" for Attorney 
positions excepted under Schedule A of the Civil Service 
Regulations. SES {Gen} stands for a General position in the 
Senior Executive Service, and SES (CR) stands for a Career 
Reserved position. 

11. Check one. 

' A •supervisory" position Is one that meets the requirements 
for a supervisory tltle as set forth in current OPM classllicatlon 
and )ob-grading guidance, Agencies may designate first-level 
supervisory .Positions by piecing •1" or "1st" after 
"Supervisory. 

' A "Managerial" position ls on11 that meets the requirements for 
such a designation as set forth in cutrent OPM classlficatfon 
guidance. 

12. Chock one to show whether the position Is non-sensitive, 
noncrltlcal sensitive, crltlcal sensitive, or special sensitive for 
security purposes. If this Is an ADP position, write the letter "C" 
bos!de the sensitivity. 

13. Enter competitive level code for use In reduction-In-force actions. 
See FPM Chapter 351. 

14. Agencies may use this block for any additional coding 
requirement. 

* 15. Enter clesslficatlonl)ob grading action. 
• for "OH!clal Title of Position," see the applicable clsss!ffcation 

or job grading standard. For positions not covered by a 
published standard, see the General Introduction to "Position 
Classification Standards," Section Ill, for GS positions, or FPM 
Supplement 512·1, "Job Grading System for Trades and Labor 
Occu,eations, • Part 1, Section Ill. 

• for Pay Plan code, see FPM Supplement 292-1, "Personnel 
Data Standards,• Book HI. 

• For "Occupational Code," see the epplicsble standard; or, 
where no standard has been published, see the "Handbook of 
Occupational Groups and Serles of Classes• for GS positions, 
or FPM Supplement 612-1, Part 3, for trades and labor 
positions. For 1111 postions in scientific and engineering 
occupations, entflt tho two·dlglt functlonal classlflcatlon code 
In parentheses fmmedlatey following the occupational code, 
e.g., "GS·1310{14)." The codes aro fisted and discussed in the 
General Introduction to "Position Classification Standards," 
Section VI. 

16. Enter the organii.ationel, functional, or working title If it differs 
from the offlclal title. 

17. Enter the namo of tho incumbent. If there is no incumbent, enter 
•vacancy.• 

• 1 s. Enter the organizational lmmtlon of the position, starting with the 
name of the department or agency and working down from 
there. 

19. 

•20. 

•21. 

22. 

23. 

24. 

421). 

If the position Is occupied, have the Incumbent read the attached 
description of duties and responsibllities. The amployeo's 
signature Is optional. 

This statement normally should be certified by the Immediate 
supervisor of tho position. At Its option, an agency mey also 
have e higher-level supervisor or manager certify the statement. 

This stotemont should bo certified by the agency official who 
makes the classlflcatlon/job grading decision. Depending on 
agency regulations, this official may be a personnel office 
representative, or a manager or supervisor delegated 
classincatlon/job oradfng authority. 

Enter the position classlflcotionJJob grading standard(s) used and 
the date of Issuance, e.g., "Moll and File, GS-305, May 1971." 

Agencies are encouraged to rovlow periodically each established 
position to determine whether the position Is still necessary and, 
it so, whether the position description is adequate and 
clessiflcatlon//ob grading Is proper. See FPM Letter 636-1 (to be 
fncorporuted nto FPM Chapter 536), This section may be used 
as part of the f!IVlaw process. The employee's Initials are 
optional. The !nltita1s by tho supervisor and classifier represent 
reoertlficatlons of the statements in items 1120 and #21 
1espactlvoly. 

This section may be used by the agency for additional coding 
requirements or for any appropriate remarks. 

Type the description on plafn bond paper and attach to tho form. 
The agency position number should be shown on the attachment. 
See appropriate Instructions for format of the description and 

for any requirements for eveluatlon documentation, o. g., 
"Instructions for the Factor Evaluatlon System," In the General 
Introduction to "Position Classification Standards," Section VII. 



Press Assistant and New Media Dil'ector 
AD-301 (equivalent to GS-301-07) 

The incumbent serves as a Press Assistant and New Media Director with primary responsibility 
for new media relations for the Office of the U.S. Trade Rep1·esentative, Executive Office of the 
President~ a nati~1ial security agency. This includes, but is not limited to the following duties: 

1. Writes, edits and issues press releases, advisories, fact sheets, "talking points", and other 
USTR material to the media and private sector, and/or to be posted through new media. 

2. Coordinates press conferences, press materials, new photographs, and special feature 
articles. 

3. Updates USTR.gov with cm1·ent approved information. 

4. Manages and u1ldates USTR.gov homepage, blog, and press pages, and updates with 
current and new information. 

5. Oversees, maintains, and updates USTR Social Networking sites to maintain consistency 
with postings on USTR.gov. 

6. Coordinates with IT and Quotient to ensure responsiveness to new needs and/or 
expansions on the w~bsite or social network sites. 

7. Creates new USTR pages on appropriate social network site(s) as assigned. 

8. Coordinates with inter-agency new media teams when posting inter-agency information 
to maintain a consistent message across new media Ol!tlets. 

9. Pe1forms or delegates research and ensures provision to requester of all relevant 
information. 

10. Uploads multimedia projects (pictmes, video, audio). 

11. Tracks analytics of website traffic and social media sites to determine statistics of 
website views. 

12. Manages the 01lerr Government Directive for the Public Affairs Office. Highlights 
USTR1s public engagement efforts on USTR.gov and social networks. 

13. Provides media information to the White House staff, Congressional staff, etc., 
concerning the operations and activities of USTR. Determines which items requires 
White House clearance and obtains such clearance, As required, travels to foreign 
countries to assist the U.S. Trade Representative, Deputy U.S. Trade Representative, and 
other senior staff witl1 advance arrangements for trade negotiations, . ~inisterials, 
conferences, etc. 



14. Prepares travel arrangements, authorizations, and vouchers for supervisor. Processes visa 
and passport infonnation according to established agency procedures. 

15. Refers callers and visitors who can11ot be assisted by the Public Affairs Office to the 
appropriate office or USTR staff member for assistance. 

FACTOR 1 ~KNOWLEDGE REQUIRED BY THE POSITION: Level 1-6 - 950 points 

1. Knowledge of the principles, methods, practices, and techniques of cmmnunication that 
enable the incumbent to complete assigned work requirements for a program of national 
and intemational scope and significance. 

2. Knowledge of the functions, structme, procedures of USTR sufficient to respond timely 
and accurately to challe1~ges to the Administration's trade policies and to requests for 
information from the Congress, the media, and the public. 

3. Knowledge of current media trends sufficient to promote the appropriate and timely 
placement of USTR materials and information. Knowledge of key media (social 
networking, digital, print, radio and television) 1)ersonnel. 

4. Ability to convey info1mation about international trade policy to the media, the public, 
Congressional staff, and the private secto1· in a variety of fora including meetings, 
briefings> press conferences> etc. on USTR and cun·ent trade issues. 

5. Ability to wl'ite a variety of documents (e.g., press releases, speeches, "talking points", 
interview outlines, articles, letters, reports, and memoranda) which address international 
trade topics. 

6. Skill in effectively interacting with news media representatives. 

7. Skill in researching, gathering and evaluating the appropriateness of information 
communicated through media. · 

FACTOR 2 - SUPERVISORY CONTROLS: Lel'e/ 2-2 -- 125 points 

The Assistant U.S. Trade Representative (AUSTR) for Public and Media Affairs makes 
continuing or individual assignments by indicating generally what is to be done, limitations) quality 
and quantity of work expected) deadlines for completion, and priority of various assignments. The 
supervisor provides additional, specific instructions for new, difficult, 01· unusual assigrunents 
including suggested work methods or techniques or advice on locating source material. 



POSITION DESCRIPTION (Please Read Instructions on the Back} 
1. Agency Position No. 

2. Reason for Sub miss Ion l7i Savic& 4. Employlng Olftc& Looatlon 5. l>uty Station 6. OPM Cattlflcalfon No. 

Washington, DC Washington, 0( B Redescr!ptlon ~ Naw Hdotn n Field 
ReastablishmMI - Other 7. FalrlllbQrSlandlllds Act 0. Floanclal Slateme11ls ReQUlred 9. SWJoot to IA Aotion 

Elq>lanatron (Show sny po#tioM Ttlp/acedJ ~ f1(9hll>t [";if Non•l«lmpt ri~6Cl.ili\'e1'8r5«11191 
flnandal Disclosure n~=:lend Fina al lnwost WI Yes nNo 

1 o. 1'01F1t1on :stetva 111 • l'OBlllOn 18 I~. SGnsltMIY 1 3, Compolltfvo Level Code - I- :J 1 .. Non· llJ 3-·c.llloal _ Competitive loo- S14>"rvftOIV Sensld•t 

.J!:. Excepted ($pkf(y In Roo1arksl M..n.t11..W 14. Agency Usa 

SES (Gen.) 0 SES !CRI ~ n 2-Nono1111oa1 o 4-Sii•clal 

1&. cr1>U1rJOcW1•~c4 i.v Ofholal Title of Poartion 
a.umca or Per-

sonnel 
Manage merit 

b. Dop srtmont, 
Agency or 
Etlebllshmenl Press Assistant and New Media Director 

u. s~ond level 
Review 

d, first Level 
Rev!Bw 

o. Recom111eridoll Ly 

~Sa~~ 
16. Or911n!zat!onal Tltte of f>oshton f/f diffwttnl ffom olr1JG1Jf 111'91 

18. Deportment, Agenll)', or Establishment 

Execulive Office of the President 
o. First Subdlvblon 
Office of the U.S. Trade Representative 

b. Second Subdivision 

Office of Public and Media Affairs 

. 19. Employee Review-This Is en accurate dHcrlptlon of the m11101 
duties end responsli>llftias of mv position. 

1_1 L-1 \ I ' 

non-responsive 

Acting Dl,e1;tor, USTR Office of Human Resources 
- - - - - - - [D:lto-

1 /;'a.fl'/1 
lnltral9 Date 

a. Employoo {options!) 

b. S upervlsor 

o. Claeslfier 

24. Ramarke 

l{.,;lher Sensl~o SOmlllvtl 
Pay Plan O~upa11ooel Code Grade lnt"Ulb Date 

AD 301 oo'1f" ~ 7)01.s-;'N 
~ 

I . . 

17. Name of Employee tlfvacant, $p•cifyl 

c. Th11d Subdlvlslon 

d. Fourth SulxlMslon 

o, Flllh Subdivision 

018fll>luro of Employee (opt/041111) 

Information for Employees. The standards, and information on their 
application, nro ouallable In tM personnel office. The classlfioatiotl ol the 
position may be ro11Jowod 11nd corroclod by tho agency or the U.S. Office 
of Personnel Managament. lnfonnatlon on clesslf!cotlvnljob grading 
appeals, end complalnts on exemptlori from FLSA, ls availablo from lho 
poroonriel offlco or tho U.S. Office of Personnol M&nogomont. 

lnltltls Oa!a lnllials Dalli lhlllals Dato 

;t" GS·OS g1!1dt1 IGVGI StatelTlQnl or DJrference lo GS-07 lovol Pross Asal. & New Media Dlratlor PD. 

25. Doscription of Major Duties and Respon~ibilities (See Attached/ 
NSN 7640·00·634·4266 Prevlo11s Edition Unble 6008·106 OF & t.i•Y. 1-hi U.S.~•• of P•nomol Ma.'1all'Jment 

fPM Cl111p\er 2 911 



Optional form 8 (BACK! IR•vl5od 1/8$) 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 206, 
subchapter 3, and other provisions of tha FPM, agencies must 
complete the items marked by an asterisk. Agencies may determine 
what other Items ala to be used. 

• 1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. 

•2. Check one. 
• "Rodoscription• means the duties and/or responsibllit!es of an 

exlsltng position are being changed. 
• "New" means the position has not prevlously existed. 
• "Reestablishment'" means the position pravlously existed, but 

had been cancelled. 
• "Other~ covers such things as changa in title or occupational 

series without a changa in duties or rasponslbllities. 
• The "Explanation• seotlon should be used to show tho reason if 

•other" Is checked, as well as· any position(s) replaced by 
position number, tltle, pay plan, occupational coda, and grade. 

3. Check one. 

*4. Enter geographical location by city and State (or if position ls In a 
foreign country, by city and country). 

* 5. Enter geographical location if different from that of #4, 

6. To bo completed by OPM when certlfyrno positions. {Se!' Item 
15 for date of OPM certification.) For SES and GS-16/18 
positions and equivalent, show the position number used on OPM 
Form 1390 {e.g., DAES0012). 

"7. Check one to show whether the Incumbent Is exempt or 
nonexempt from the minimum wage end overtime provisions 6f 
the Fair Labor Standards Act. Soa FPM Chapter 551. 

8. Check box If statement Is required. Sea FPM Chapter 734 for 
the Executive Pe1sonnal Flnanclal Disclosure Report, SF 278. 
See FPM Chapter 73!1, Subchapter 4, for the E"mployment and 
Financial Interests Statement. 

9. Check one to show whether ldantlcal Additional positions are 
permitted. See Ff'M Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Check ona. Sae FPM Chapter 212 for informatfon on the 
competitive service end FPM Chapter 213 for the excepted 
service. For e postilon In the oxcopted serviae, enter authority 
for the exception, e.g., "Schedule A·213.3102(d)" for Attorney 
positions excepted under Sch&dule A of the Civll Service 
Regulations. SES (Gen) stands for a General position In the 
Senior Execullve Service, and SES !CRl stands for a Career 
Reserved position. 

11. Check ona. 

• A "Supervisory" position Is one that meats tho requirements 
for a supervisory tltle as set forth fn current OPM classlficetlon 
and Job·gradlno guidance. Agencfes may desfgnata first-level 
supervisory positions by placing "l" or "1st'" after 
wsupervlsory •• 

• A "Managerial" position Is one that meets the requirements for 
such a designation as set forth In current OPM clesslflcatlon 
guidance. 

12. Check one to show whether tha position Is non·aensltive, 
noncritical sensitive, crltlcal sensitive, or special sensitive for 
security purposes. If this is an ADP position, write tho letter "C" 
beside the sensitivity. 

13. Enter competitive Jovel coda for use in reduction-in-force actions. 
See FPM Chapter 361. 

14. Agencies may use this block for any addltlonal coding 
requirement. 

'15. Enter classlficatlon/)ob grading action. 
• For "Offlclal Tltle of Position." see the applicablo classification 

or Job grading standard. For positions not covered by a 
published standard, see the General Introduction to "Position 
Classiflcatlon Standards,• Section Ill, for GS positions, or FPM 
Supplement 612-1, •.Job Grading System for Trades and Labor 
Occupations," Part 1, Section Ill. 

• For "Pay Plan code, see FPM Supplement 292·1, "Personnel 
Data Standards," Book Ill. 

• For 'Occupationol Coda," eea the applicable standard; or, 
where no standard has bean published, see the "Handbook of 
Occupathmal Groups and Series of Classes" for GS positions, 
or fPM Supplement 612·1, Part 3, for trades and labor 
positions. For all postlons In scientific and enlillneerlng 
occupations, enter the two·dlgll funotlonal classifioat1011 coda 
In parentheses lnimedlatey followlni;r 1ha oacupational code, 
e.g., "GS·1310(14)," The codes are listed end discussed In the 
General lnttoductlon to "Position Classification Standards,• 
Section VI. 

16. Enter tho organlzatlonal, functional, or working tltle If It differs 
from the officlal title. 

17. Enter the name of the incumbent. If there Is no Incumbent, enter 
qvacanay. • 

* 18. Enter the organizational location of the position, starting with tho 
name of the department or agency and working down from 
there. 

19. 

~20. 

"21. 

22. 

23. 

24. 

"25. 

If the position Is occupied, have the incumbent read the attached 
description of duties and responslbilitles. The employee's 
signature Is opdonal. 

This statement normally should be certified by the Immediato 
supervisor of the position. At Its option, en agency may also 
have a higher-level supervisor or manager certify tho statement. 

This statement should be certified by the agency official who 
makes the classiflcatlon/job grading decision. Depending on 
agency regulations, this offlclal rnoy be a petsonnel office 
representative, or a manager or supervisor delegated 
classification/job grading authority. 

Enter tho pos!tfon classification/job grading standard(s) used and 
the date of Issuance, o.g., "Mall and file, GS-305, May 1977." 

Agencies are encouraged to review periodically each established 
position to determine whether the position Is still necessary and, 
!f so, whether the position description is adequate and 
classification/job grading Is proper. See FPM Letter 636-1 Ito be 
Incorporated into FPM Chapter 636}. This section may be used 
as part of the review process. The employee's initials are 
optional. The lnltltals by the supervisor ond classifier represent 
recertlficatlons of the · statements In Items. 1120 and #21 
respectively. 

This section may be used by the agency for additional coding 
requlrenients or for any appropriate remarks. 

Type the description on plain bond paper and attach to the form. 
The agency position number should be shown on the attachment. 
See appropriate Instructions for format of the description and 

for any requirements for evaluation documentation, a. g., 
"Instructions for the Factor Evaluation System," In the General 
Introduction to "Position Classification Standards,• Seotlon VII. 



Press Assistant and New Media Director 
~-301 (equiv to GS-05) 

STATEMENT OF DIFFERENCE TO: 

Press Assistant and New Media Directol' 
AD-301 (equiv to GS-07) 

The incwnbent performs duties that are essentia1ly the same as those performed at the 
GS-07 level, but with a closer level of supervision. The incumbent is under the direction 
of the A$sistaut tJ.S. Trade Rep1·esentative for Congressional Affairs, who defines 
objectives; priorities, and deadlines and assists the incumbent with unusual situations that 
do not have clear precedents. The incumbent plans and canies out the successive steps 
and handles problems and deviations in the work assignments in accordance with 
instmctions, policies, previous training, or accepted practices in the occupation. Work is 
reviewed for technical sow1d11ess and conformity with agency policy and established 
objectives. 



P1•ess Assistant and New Mcclia Director 
AD-301 (equivalent to GS-301-07) 

The incumbent serves as a Press Assistant and New Media Director with primary responsibility 
for new media relations for the Office of the U.S. Trade Representative, Executive Office of the 
President - a national security agency. This includes, but is not limited to the following duties: 

1. Writes, edits and issues press releases, advisories, fact sheets, "talking points", and other 
USTR material to the media and private sector, and/01· to be posted through new :media. 

2. Coordinates press conferences, press materials, new photographs, and special feature 
articles. 

3. Updates USTR.gov with cunent approved information. 

4. Manages and updates US1R.gov homepage, blog, and press pages, and updates with 
cul'rent and new information, 

5. Oversees, maintains, and updates USTR Social Networking sites to n}aintain consistency 
with postings on USTR.gov. , 

6. Coordinates with IT and Quotient to ensure responsiveness to new needs and/or 
expansions on the website or social network sites. 

7. Creates new USTR pages on appropriate social network site(s) as assigned. 

8. Coordinates with inter-agency new medifl teams when posting inter-agency information 
to -maintain a consistent message across.new media outlets. 

9. Performs or delegates research -and ensures provision to requester of all relevant 
information. 

10. Uploads multimedia projects (pictures, video, audio). 

11. Tracks analytics of website traffic and social media sites to determine statistics of 
website views. 

12. Manages the Open Govenuuent Directive for the Public Affairs Office. High.lights 
USTR's public engagement efforts on USTR.gov and social networks. 

13. Provides media information to the White House staff, Congressional staff, etc., 
concerning the operations and activities of USTR. Detennines \vhich items requires 
White House clearance and obtains such clearance. As required, travels to foreig11 
countries to assist the U.S. Trade Representative, Deputy U.S. Trade Representative, and 
other senior staff with adva11ce arrangements for trade negotiations, mh1isterials, 
conferences, etc. 



14. Pl'epares travel atrnngements, authorizations, and vouchers for supervisor. Processes visa 
and passp01t info1111ation according to established agency procedures. 

15. Refers callers and visitors who cannot be assisted by the Public Affairs Office to the 
appropriate office or USTR staff membel' for assistance. 

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION: Level 1-6 --950 poi11ts 

l. Knowledge of the principles, methods, 1n·actices, and techniques of communication that 
enable the incumbent to complete assigned work requirements for a program of national 
and intemational scope and significance. 

2. Knowledge of the functions, structlll'e, procedures of USTR sufficient to respond timely 
and acctu'ately to challenges to the Administration's trade policies and to reqliests for 
information from the Congress, the media, and the public. 

3. Knowledge of current media trends sufficient to promote the appropriate and timely 
placement of USTR materials and information. Knowledge of key media (social 
networking, digital, print, radio and television) personnel. 

4. Ability to convey information about international trade policy to the media, the public, 
Congressional staff, and the pdvate sector in a variety of fora including meetings, 
briefings, press conferences, etc. on USTR and current trade issues. 

S. Ability to write a variety of documents (e.g., press releases, speeches, "talking points'', 
interview outlines, articles, letters1 reports, and memoranda) which address intemational 
trade topics. 

6. Skill in effectively interacting with news media representatives. 

7. Skilf in researching, gathering and evaluating the appropriateness of information 
communicated through media. 

FACTOR 2 ~SUPERVISORY CONTROLS: Level 2-2 ~-125 points 

The Assistant U.S. Trade Representative (AUS1R) for Public and Media Affairs makes 
continuing or individual assignments by indicating generally what is to be done, Jimjtations, quality 
and quantity of work expected, deadlines for completion, and priority of vmfous assignments. The 
supervisor provides additional, specific instmctions fol' new, difficult, or unusual assignments 
including suggested work methods or techniques or advice on locating source material. 



United States 
Office of Government Ethics 
1201 New York Avenue, N\\(, Suite 500 
\Xlashington, DC 20005-3917 

Janice Kaye 
Designated Agency Ethics Official 
Room 223 
600 17th Street, NW. 
Washington, DC 20506 

August 28, 2014 

SUBJECT: Request for exclusion from disclosure reporting requirements for position of Special 
Assistant to the USTR (GS7/9) 

Dear Ms. Kaye: 

You have requested that the position of Special Assistant to the USTR (GS 719), a 
Schedule C position, be excluded from the public financial disclosure reporting requirements of 
Title I of the Ethics in Govermnent Act of 1978, as amended. Your request was made pursuant 
to 5 CFR § 2634.203, which allows the United States Office of Government Ethics to exclude 
the incumbents of Schedule C positions from reporting requirements if the incumbent has no 
policy-making role with respect to agency programs. Based upon the current position 
description for this position, your request to exclude incumbents of this position from repmiing 
requirements is denied. 

The position description submitted in suppo1i of the request indicates that the position 
entails policy-making responsibilities. In pa1iicular, the following language indicates that the 
position includes advisory responsibilities that could impact policy-making decisions: 

Reviews outgoing correspondence for content to ensure that documents respond 
to the incoming correspondence and accurately reflects the views of the agency. 

Works with others in preparing daily briefing books to ensure that the 
Ambassador has all materials needed for meetings, conferences, etc. The 
incumbent anticipates the information the Ambassador needs and, depending 
upon the meeting or activity, includes such material in the briefing books. 

Assists in carrying (sic) a variety of activities involving public relations efforts to 
promote trade initiatives and organizing conferences and other projects as 
necessary. 

Using own initiative, writes a variety of documents including letters, 
memorandums, reports, position papers, et~. for the Ambassador>s signature in 
response to incoming document or requests. 



Ms. Janice Kaye 
Page 2 

Please advise the position's incumbent (if applicable) to submit a public financial 
disclosure report. The due date for the report is 45 calendar days from the date of this letter. If 
you have any questions regarding this matter, please contact me at 202-482-9223. 

pman 
......,.,""·

11•eputy Director for Compliance 



POSITION DESCRIPTION (Please Read Instructions on the Back) 
1. Agency Poslllon No. 

2. Ruson fot Submission ~ SelVJe. , , 4. Em ploying Ofltco location 6. Outv S~11on O. OPM Ctt"fflC)ldOI\ No. 

Washington, DC Washington, DC B RedellCrlption ~ New Hd!rtts n Field 
ReNteblithment Other 7. F~lr Labor Stllnll•rds A.ii 8. Flnam:h1I Statoment~ Rllqlllred 9. Sub)act 1o IA Action 

E.xpla~etlon /Show 111y ~sltlo11r teplaCfdJ n lixe1111>t ra NoMXMll't 
n E><eeuliv• P•ISOMll 

FNnclol Dlscl..,.e 
n Em~~'j?.lenl end 

~- -- ·-·-· ~· rY'l Vas DNo 
IV. t'~•llOI) StlrtU~ 11. Position Is l z. ;:senGnmlY 13. Compatillve Laval C<ide 
r- - :J l"N"°' 121 3-Clllloal _ Competitrto """ ~rvllory s ... •hl•e 

~ Excepted ($poclly In R~ma1ksJ 

SES (<leri.J D S~S (CRI r7 
MOO"llodal 

--, 2-Noncrltlo..i n 4-Spedll 

14. Agency Use 

I e. Cl•lll~edlllreded by u1f!clal Title of Position 

a.urllceof Per· 
soonel 
Man~emerrt 

b.DeJ)llrtrnent, 
Ag91lCV or 
F.i:tabll&hmerrt Specie! Assistant to the USTR 

o. St«1nd LGVlll 
Re View 

d,Ffret l.fivel 
Rovlew 

e. l!llCOCM'ltnded bV 
Bupo....,.or or 
lnltlallr,g Olflca 

16. Organlutlonol Tiiie of PoslUon (if d/ffl!(S(lt from offiicml title) 

18. Departm9bt, Agonoy, or Est~llll!ibment 

E}(OOutiva Office of the President 
a. First SubdiYlalon 

Office of the U.S. Trade Representative 
b. S9Cond Subdivlilon 

19. Employea Review-This Is an accutate description of tho major 
duties 11nd responslbilllles of my position. 

20. Supervisory cerUllcatlon. I cotttfy thot this Is an accurate 
stotemont of th9 mo/or dutfe1 and rtJBponslblHtfos Qf this position 
tmd ii$ org11nlz11tlon11( re/attonshfps, and that tho posltkJ'f Is 
necessBrY. to cony out GovtJrnmont functions for whfch om 

l\'1111her Sff!sltlYe S1>11oltlw 
'ay Plan OcCllJ>at!onal Code Grado ln1d1's Dote 

AD 301 oo""' Qd ?lJ.s-)1-<1 
- • 

' 

17. H~ma of Employee (if viicanr. specify} 

c. Third Subdivision 

d. Foutth Subdivision 

o. flflh SubdM$IOn 

Siii' 1alure ol Emp!o)i•o (optlrma/J 

this mfo1motfo'1 Ii to be u1tad for statutory purposes re/sting to 
appointment ond poymant of public funds, end thet fa/so ot mlsletidlng 
stotpmants moy co11stltult1 violations of such statutes or their 
lmplemtmllng regu!sllons. 

_ _Ie¥lf!n;djjf6,,_ Th/§ certification fs made with /he knowledg_e t1111t 
a, T§ed Name enll lltle of lmlnedh1te Supel\lfsor 

, ·r~:1:1·'·1rr1 : ? Ce epresai'llative 

\b. Typed Namo and Title of Higher-Level s111111rvlaoror M&naoor (opl/01111/J 

........... 
non-responsive 

Acting Director, USTR ornce of Human Resources 

non-responsive 
23. Posltlcn RO'llow ln/t!Dla Date lnltiata 

a. Employee (optional} 

b.Supervisor 

c. Closslflar 

24. Romarlct 

22. Poslllon Classltrcalfon Standards Usod In Cltssllylng/Gradlng Position 

US OPM PCS for Mlscellaneous Administration & Pcogram Serles, 
GS-301, dated Jan. 1979: .lntroducUon to the Position Classlflcat!on 
Standards - Plfmary Standards TS-134 July 1995 

Information for Employees. The st11ndards, and Information on their 
application, aro avellable In the personnel office. Thi! elacAlfleatlon of the 
position may be reviewed and correcled by the agency or the U.S. Office 
of Parsonnal Management. lnfounatlon on cl&S$IHOatloriljob grading 
eppaals, end compl11Tnts on oxomptlon from FLSA, Is available from the 
JUtfllonnel office or the U.S. Ofllmt of Per1onnal Management. 

lnt1lel1 lnltials Dale lnhl~& Dale 

t- DuUes described In this A0·301 Spoclal Ass!. to tho USTR PD oro oqulvalenl to GS-00 grade lovel. 

25. Description of Major Duties and Responsibilities (Soo Attached) 
NSN 7640-00-634-4285 Previous Edition Usab'o 6008·108 l'lF 8 ll!iil. 1·861 

U.S. Ofllco o! l'trsOMel Mlnagernonl 
FPM Cl'qil$! 29ti 



Optional Fein\ 8 [aACK) !RO\'l•ed 11B6l 

Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 296, 
subchepter 3 and other provisions of the FPM, agencies must 
complete the Items marked by an asterisk. Agencies may determine 
what other Items are to be used. 

• 1. Enter position number used by the agency for control purposes. 
Sae FPM Chapter 312, Subchapter 3. . 

•2, Check one. 

• "Redescrlptlon" me11ns the duties and/or responslbllit!es of an 
exisitng position era being changed. 

' "Naw• means the position has not previously existed. 
• "Reestablishment" means the position previously existed, but 

had been cancelled. 
• "Other• covers such things as change In Utle or occupatlonal 

series without a change In duties or r~sponsibi1ities. 
• The "Explanation" section should be used to show the reason If 

"Other" is checked, as well as any position(s) replaced by 
position number, tltle, pay plan, occupatl~nal code, and grade. 

3. Check one. 

•4, Enter g1:1ogrnphlcal location by city and State (or If position Is In a 
foreign country, by city and country}, 

•5, Enter geogrnphlcel location If different from that of #4. 

6. To ba completed by OPM when certifying positions. (See Item 
15 for date of OPM certification.) For SES and GS-16/1 B 
positions and equivalent, show the position number used on Ol>i\'I 
Form 1390 (11.g., DAES0012}. . 

•7, Chock one to show whethar the incumbent Is exempt or 
nonexempt ftom the mfnlmum wage and overtfme provisions of 
the Fair Labor Standards Act. Seo FPM Chapter 561. 

B. Chock box H statement Is required. Sae FPM Che1>ter 734 for 
the Executive Personnel financial Disclosure Report, SF 278. 
See FPM Chapter 735, Subchaptor 4, for the Employment and 
Financial Interests Statement. 

9. Check one to show whether Identical Additional positions are 
permitted. Sea FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or established 
after the "Yes" block. 

10. Check one. See FPM Chapter 212 for Information on the 
competitive service and FPM Chapter 213 for the excepted 
service. For a postilon in the excepted service, enter authority 
for tl111 exception, e.g., "Schedule A·213.3102(d)" for Attorney 
positions excepted under Schedule A of the Civil Service 
Regulations. SES !Gen} stands for a General position In the 
Senior l!xecutlva Service, end SES {CR) stands for a Career 
Reserved position. 

11. Check ono. 

• A "Supervisory" position is one that meets the requirements 
for a supervisory title as set forth In current OPM classlficetlon 
and job·grading guidance. Aofl'ncles may designate first-level 
supervisory positions by placing "1 '' or •1st" after 
'Supervisory.• 

• A "Managerial" position Is one that meets the requirements for 
such a designation as set forth in current OPM olessificotion 
gu!~ance. 

12. Check one to show whether the position is non·sensllivo, 
noncrltlcal sensitive, critical sensitive, or special sensitive for 
security purposes. If this is an ADP position, write the letter "C" 
beside the sensitivity. 

13. Enter competitive level code for use in reduction·in·force actions. 
See FPM Chapter 361. 

14. Agencies may use this block for any additional coding 
requirement. 

"15. Enter classfficetlon/job grading action. 
• For "Official Title of Position,• see tho applicable classification 

or job grading standard. For positions not covered by a 
published standard, see the General Introduction to "Position 
Classlficatlon Standards,• Section ·Ill, for GS positions, 01 FPM 
!?upplement 512· 1. •Job Grading System for Trades and Labor 
Oi:cupations, • Part t, Section Ill. 

• For "Pay Plan code •. see FPM Supplement 292-1, "Personnel 
Data Standards," Book Ill. 

• For •occupational Code," see the applicable standard; or, 
where no standard has been publlshad, see tho "Handbook of 
Occupational Groups and Series of Classes~ for GS positions, 
or FPM Supplement 612-1, Part 3, for trades and labor 
positions. For all postions In sclontifio snd ens;rlneerlng 
occupations, entar the two-digit functional classification code 
lrt parentheses lmmadiatey following the occupational code, 
e.g., "GS·1310(14l." Tha codas are llsted and discussed in the 
Genoral Introduction to "Posftion Classification Standards," 
Section VI. 

16. Enter tho organizational, functlonol, or working title if it differs 
from th~ official title. 

17. Enter the name of the Incumbent. If there Is no Incumbent, enter 
"vacancy.• 

"18. Enter tho organizational location of the position, starting with the 
name of the department or agency and working down from 
there. 

19. 

•20. 

"21. 

If tho position Is occupied, have the Incumbent road tho attached 
description Of duties and responsibllltles. The amployee's 
slgnaturo ls optional. 

This statament normally should ba certified by the Immediate 
supervisor of the position. At Its option, an agency may also 
have a higher-level supervisor or manager certify the statement. 

This statement should be CBrtifled by the agency afflclal who 
makes the classlflcatfon!Job grading decision. Depending on 
agency regulations, this official may be a personnel office 
representative, or a manager or supervisor delegated 
classification/job grading authority. 

22. ' 

23. 

24. 

•25. 

Enter the position olassifioation/job grading standard{s) used end 
the date of issuance, e.g., "Mall and File, GS-306, May 1977. • 

Agencies are encouraged to review periodically each established 
P.ositlon to determine whether the position Is still necessary end, 
1f so, whether tho position description Is adequate and 
classfficatlon//"ob grading Is proper. Sae FPM letter 636·1 (to be 
Incorporated nto FPM Chapter 536}. lhls section may be used 
es part of tho review process, The employee's Initials aro 
optional. The lnitltals by tho supervisor and classifier represent 
recectificatlons of the statements In Items #20 and 1121 
rospactlvoly. 

This section may be used by tho agency for additional coding 
requirements or for any appropriate remarks. 

Type the description on plain bond paper and attach to tho form. 
The agency position number should be shown on the attachment. 
See appropriate Instructions for format of the description and 

for any requirements for evaluation documentation, a. g .. 
"Instructions for the Factor Evaluation System,• In the General 
Introduction to "Positlon Classification Standards,• Section VII. 



Special Assistant to the USTR 
AD-301 (equiv to GS-301-09) 

DUTIES 

The incumbent of this position serves as the Special Assistant to the United States Trade· 
Representative (USTR) and as such provides administrative and technical support and assistance 
to the USTR and other senior level officials. The Special Assistant serves as a close personal 
assistant to the USTR and as such must be a person in whom the USTR has complete trust and 
confidence. The incumbent has continual access to highly sensitive information in ca11')'ing out 
these duties, and must be responsive to the USTR's guidance with respect to maintaining the 
confidentiality and the effectiveness of the wol'lc. 

1. Tracks and monitors all incoming documents. Follows up with appmpriate staff 
members to enslll'e timely> appropriate response. Reviews outgoing correspondence for 
content to ensure that documents respond to the incoming co11'espondence and accurately 
reflects the views of the agency. 

2. Works with others in preparing daily briefing books to ensure that the Ambassador has all 
materials needed for meetings, conferences, etc~ The incumbent anticipates the 
information the Ambassador needs and, depending upon the meeting or activity> includes 
such material in the briefing books. Contacts USTR staff to request background or other 
information or to follow-up on previous requests. 

3. Prepares or drafts a variety of letters, memorandums, reports, etc. including weekly 
memoranda to the President and White House repo1is. ·These reports include na11'ative 
and statistical reports. Contacts appropriate USTR staff to request information for 
inclusion in agency reports or to follow-up on the status or a report. 

4. Tracks and monitors t~e status of agency initiatives to ensure timely completion and /or 
satisfactory progress toward completion. 

Assists in carrying a variety of activities involving public relations efforts to promote 
trade initiatives and organizing conferences and other projects as necessary. 

Coordinates and advances trips and events for the Ambassadors (USTR and Deputy 
USTR's). Handles all logistical and administl'ative planning as needed. Frequent travel 
(domestic and international) may be ~·equired. 

5. Using own initiative, writes a vadety of documents including letters, memorandums, 
reports, position papers, etc. for the Ambassador's signature in response to incoming 
document or requests. 



FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION 

1. Ability to ascel'tain detailed knowledge of on-going USTR programs and staff 
assignments. 

2. Thorough lmowledge and familiarity with the activities of the Office of the USTR and its 
role in the Executive Office of the President; and the ways in which the executive branch 
operates in various Federal departments and agencies. 

3. Sotmd relationships with professional and support staff of the agency in order to provide 
the most effective service to the USTR. 

4. A backgrnund which includes previous dealings with the general public and top-level 
persons in the Federal Government and foreign officials. 

5. SolUld judgment in handling sensitive information. Ability to represent and maintain the 
trust and confidence of the USTR is essential. 

6. Initiative, creativity in handling problems of substantive and administrative nature, and 
have familiarity of the most appropriate and expedient points of contact in USTR, 
Executive Office of the President, and other Federal depaiiments and agencies to resolve 
matters. 

7. Superior judgment and tact to perform the varlet}' of duties and responsibilities with 
discemment and ingenuity, frequently under pressure. 

FACTOR 2. SUPERVISORY CONTROLS 

The supervisor makes assigmnents by defining objectives, priorities, and deadlines; and assists 
employee with unusual situations which to not have clear precedents. 

The employee plans and carries out the successive steps and handles problems and.deviations in 
the work assignment in accordance with instrnctions, policies, previous training, or accepted 
practices in the occupation. 

Completed work is usually evaluated for technical soundness, appropriateness, and confonnity to 
policy and requirements. TI1e methods used in arriving at the end results are not usually 
reviewed in detail. 

FACTOR 3. GUIDELINES 

Guidelines are available, but are not completely applicable to the work or have gaps in 
specificity. 



TI1e employee uses judgment in interpreting and adapting guidelines such as agency policies, 
regulations, precedents and work directions for a}lplication to specific cases or problems. The 
employee analyzes results or recommends changes. 

Due to the natlU'e of this position, the incumbent will freqliently find her/his supe1visor 
confronted with office emergencies, frequent inteni1ptions and changing needs which she/she 
must be able to handle effectively without guidance. 

FACTOR4. COMPLEXITY 

The responsibilities of this position encompass the entire range of activities and functions of the 
USTR Front Office, The principal responsibility of the incumbent is to provide assistance to the 
USTR by the performance of diversified tasks and activities which enhance the USTR's 
effectiveness in conducting the affah's of the Office of the USTR. Other major responsibilities 
are those of a confidential assistant, and to act as a personal representative of the US1R in 
dealings with the USTR staff and with legislative and high~level executive branch officials on 
matters which require transmittal of the USTR1s views and policies. The incumbent must be able 
to deal with pressure created by the US1R's position and assist in shielding the USTR from 
becoming involved needlessly in matters which the incumbent, personally, can resolve. 

FACTOR 5. SCOPE AND EFFECT 

Serving as an aide and confidential assistant to the US1R, who has Ambassadorial title 
(Executive Level I), the hlcumbent will participate in the management of supe1visor's pl'Ogmms 
by performi11g secretarial, clerical, and administrative duties l'equidng both a good working 
knowledge of the organization and programs under supervisor's views on policy and cul'!ent 
problems and issues. The incumbent will also be responsible for accepting or declining official 
social functions for the US1R. 

FACTOR 6. PERSONAL CONTACTS 

Has extensive, frequent contacts, in person and by telephone with White House personnel, 
Cabinet and Sub-Cabinet officials, Members of Congress and senior corporate executives, to 
coordinate plans participants, and agenda for meetings and conferences. 

FACTOR 7. PURPOSE.OF CONTACTS 

Receives and places incoming and outgoing telephone calls for the USTR as requested or as 
determined as appro1JI'iate. 

Incumbent transmits the USTR's instrnctions to key USTR officials, including guidance on the 
preparation of documents and correspondence for the President, the Congress, or other agencies. 



FACTOR 8. PHYSICAL DEMANDS 

The incumbent's work requires some walking, standing, bending, and the can·ying of light items 
such as books and papers. (Note: Overtime is required and frequently on sh011 notice). 

FACTOR 9. WORK ENVIRONMENT 

The work includes the everyday !'is.ks and discomfo1is typical of offices and meeting rooms. 

This position is subject to the Fair Labor Standards Act 



POSITION DESCRIPTION (Please Read Instructions on the Back} 
1. Agency Pcisldon No, 

2. flea$0n for SUbmlsslon ~ SeNJoe 4. Emplovlne Office looatkln 6. Duty St81loo 6, OPM CertllioaUoo No. 

Washlnglon, DC Washington, DC B RedevQrlptlon ~ New Hdqtre 0 Field 
Ret$labtllhment Other 7, Fair labor Standa11ls Act 8. l'lnanol11I Stal1;1menla Required 9. Suli]eot to IA Aot!on 

~xpl Dll!ltlon {Show 1111y positions repfaood} II Exempt £i1' ffflnexempt 
n El<8<IU!lw .... 15 ......... 

Fln&Nl!al DkciML!IA n~~~&'.':-'!'.~ •• In ~Yes nNo 
: JU, l'QSlllOh b1'UJll 11 1. l"DSlllOn IS 1 ;,:. ;:;e11s111V1lV 13. Compelltlva Level Code - ...... :J l-ffo11· 121 3--Crldcal _ Complltltlve ._ SIJl'tlYllOIY Stt>$f1lve 

~ Excepted (Spl!tify In Remafks} Mana9411M 14. Ag11noyUs11 

~ :1 2-No11C<ilhlal 0 4 .. St]ec'"1 
SES [Gen.) D SES (CR) 

I 6, ClaalfledlGftded hy u111c1111 lit111 of.Position 
a. vmce 01 nir-

1onnel 
Manl!CJemant 

o.uepertm!tnf, 
Agency or 

Speclsl Aaslstant to the USTR Estolillshment 

c. Sac:ond Lw11I 
Rmffew 

d.flr&t level 
llavl&w 

~- R«cmmUlded by 

T~C=6~ 
16. Org;ullzallonel ntr~ of PoalUon {if dillerent ~am off/fcal t;lkJJ 

18. Dapertment, A1ienoy, or !:&19bllshment 

Executive Office of the President 
"· Flrsl Subdivblon 

Office of the U.S. Trade Representative 
h. Second Subdivision 

19. Emp!oyeo Review-Thie rs 11n accurate defmnptlon of the meior 
dutlos and rasponsiblllties of my position. 

20. Supervisory Certifiootlon. I c11rt/IY that this Is sn accu~te 
stotormtnt of the mojor duties and raspon&/bllitles of this position 
and Its organizstlonel relationships, and that th9 position Is 

· necossorY_ lo carry out Government functions for which I am 
_ _[emgnslli/e,_ 1"hla certification lu.pllde wltlt the knowledge that 
a. 'T~ed Nllll8 end lltlo of lmmedlal11 Sup111vlsor 

·-=r¥!t'tn1 ? : ra eeprasentative 

Initials 

a. Employee (optional/ I 
b.SupMvlsor 

c. Classifier 

24. Remades 

Ntilfltr Sensltffl> Siinslllva 
Pav !'Ian Ocwpatlol'lDI Code Grade h-ltl•ls Date 

AD 301 oo-f ~ '"} b. \,_.) /</ 
I 

17. Name of Em~oyoe {If llM:Bnt, 1Ptc/fy) 

o. Thtrd Sllbdivlslon 

d. Fourth SubdMslon 

c>. Fifth S11bdMslon 

SJg'l'lturv of Emp!Qveo foplfon~IJ 

thlS lnlormBtlon is to be used for statutory purposes 1e/l}tlng to 
appolntmrmt and paynienr of public funds, ond that falsfl Qf ml$/Hding 
etatements may constitute violations of such atatutos or theft 
Implementing 1egulutf0fl8, 

~ -10ci1.-
I 

Information for Employee&. The .standards, anti Information on their 
apptlcatlon, 11co uvallebla In the personnel office. Tha clesslfloetlon of tho 
position may be reviewed und corrected by the agency or the U.S. Office 
of Personnel Managemont. biformatioo on classlflcatiooljob grading 
appeals, and complelnls on cxomptlon from FlSA, Is available from tha 
personnel office or tha U.S. Offioo of Personnel Management. 

lnltlals Dale lnlll&ls Dato Initials Dale 

JI· ~~~Statement of Dlfforonce to GS-09 l&vel Specie! Asst. lo the USTR PD. 

26, Description of Major Duties and Responsibilities {See Attached} 
NSN 7640·00·634-4266 l'levioua Edilfori Usable 6000-106 ¢F ti 111.,,, l·ebl 

U.S. Olfic• Of ror-.. M•""G<mthl 
f PM Cllapter 296 
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Instructions for Completing Optional Form 8 
POSITION DESCRIPTION 

In order to comply with the requirements of FPM Chapter 296, 
subchapter 3, and other ptovlslons of th& FPM, agencies must 
complete the Items marked by an asterisk. Agencies may determine 
what other items are to be used. 

• 1. Enter position number used by the agency for control purposes. 
See FPM Chapter 312, Subchapter 3. 

•2. Check ona. 
• "Redasc:riptlon" means the dutfas and/or rasponsibilitles of an 

exlsltng position are befng changed. 
' "New• means the position has not previously existed. 
• "Reestablishment" means the posllion previously existed, but 

had been cancelled. 
• "Other" coven1 such things as change in title or occupotlonal 

series without a change In duties or responsibilities. 
• The "l!xplanetion• section should be used to show the reason If 

"Other" Is chocked, as well as any posltlon!sJ replaced by 
position number, title, pay plan, occupational code, and grada. 

3. Check one. 

•4, Enter geographical locatlon by city end State for if position is in a 
forefgn country, by city and country!. 

•5, Enter geographfcal location If different from that of 114. 

6. To be completed by OPM when certifying positions. (Saa Item 
16 for date of OPM certification.} For SES and GS-16/18 
positions and equivalent, show the position number used on OPl\11 
i:orm 1390 (o.g., DAES0012J. 

* 7. Check one to show whathar the Incumbent Is exempt or 
nonexempt from the minimum wage and overtime provisions of 
the i:arr Labor Standards Act. Seo FPM Chapter 551. 

0. Check box if statement is required. See f PM Chapter 734 for 
the Executive Personnel Financial Disclosure Report, SF 278. 
Soo FPM Chapter 735, Subchapter 4, for the Employment and 
Financiaf Interests Statement. 

9. Check one to show whether Identical Addltlonul positions are 
permitted. See FPM Chapter 312, Subchapter 4. Agencies may 
show the number of such positions authorized and/or establlshed 
after the "Yes" block, 

10. Check one. See FPM Chopter 212 for lnfo1matlon on tho 
competitive service and FPM Chapter 213 for the excepted 
service. For a postiion In the excepted service, enter authority 
for the exception, e.g., "Schedule A-213.3102(d)" for Attorney 
positions excepted under Schedule A of the C/vll Service 
Regulations. SES !Gen) stands for a General position In the 
Senior Executive Service, and SES (CR) stands for a Career 
Reserved position. 

11. Check one. 

' A •supervisory" position Is ona that meats the requirements 
for a supervisory title as set forth in cu1rent OPM classification 
and Job-grading guidance. Agencies may deslgnele first-level 
supervisory positions by placing • 1 • or "1st" after 
"Supervisory.• 

' A "Managerial" posiUon Is one that meets tho roqulrements for 
such a designation es set forth in current OPM classification 
guidance. 

12. Check one to show whether the position Is non-sensitive, 
noncritical sensitive, crltlc:al sensitive, or specie! sensitive for 
security purposes. If this Is an ADP position, write the letter "C" 
bes1de the sensitivity. 

13. Enter competitive level coda for use in reduction-in-force actions. 
See FPM Chapter 351. 

14. Agencies may use this block for any additional coding 
requirement. 

'"16. Enter classlf!cation/job grading action, 
• For "Offlclal lit!e cf Position," see the applicable classificatlon 

or Joh grading standard. i:or positions not covered by a 
publlshed standard, see the General Introduction to "Position 
Classification Standards,• Section Ill, for GS poi;itions, or FPM 
Supplement 512·1, "Job Grading System for Trades and Labor 
Occupations," Part 1, Section Ill. 

• For "Pay Plan code, eea FPM Supplement 292· 1, "Personnel 
Data Standards," Book Ill. 

' For "Occupational Code," see the appllcable standard; or, 
where no standard has been published, sea the "Handbook of 
Occupational Groups and Serles of Classes" for GS positions, 
or FPM Supplement 512-1, Part 3, for trades. and labor 
positions. For all postlons In sclentlllo and en9ineering 
occupations, enter the two-digit funotlonal clessilicat1on code 
In parentheses lmmedletey fallowing the occupatfonal coda, 
e.g., "GS-1310(14)," The codes are listed and discussed In the 
General Introduction to "Position Classification Standards," 
Section VI. 

16. Enter the organizatfonal, functional, or working title if it differs 
from the oHiclal title. 

17. Enter the name of the lncumbont. If there Is no incumbent, enter 
•vacancy," 

"18. Enter the organiietlonal location of the position, starting with the 
name of tho department or agency and working down from 
there. 

19. 

•20. 

•21. 

22. 

23. 

24. 

*26. 

If the position is occupied, have the Incumbent raad the attached 
description of duties and rasponslb11i11es, The employee's 
signature Is optfonel. 

This statement normally should be certlfied by the Immediate 
sup11rvlsor of the position. At Its option, an agency may also 
have a hlgher·level supervisor or manager certify the statement. 

This statement should be certified by tho agency official who 
makes the classlfloation/job grading decision. Depending on 
ogoncy regulations, 1hla oHlclal may be a personnel offfce 
reptesentatlva, ot a manager or supervisor delegated 
classlfication/joh grading authority. 

Enter the ros!tlon classlffcatfon/]ob grading standard(s) used and 
the date o Issuance, e.g., "Mail and Fiie, GS·305, May 1977." 

Agencies are encouraged to review periodically each ostabllshad 
position to determine whether the position Is still necessary and, 
If so, whether the position description is adequate and 
classiflcetion//'ob grading Is proper. Seo FPM Letter 536·1 (to be 
Incorporated nto FPM Chapter 636). This section may be used 
as part of the review process. The employee's initials are 
optional. The lnltltals by the supervisor und classlflor topresent 
recertific11tions of tho stataments in Items #20 and 1121 
respectlvoly. 

This section may be usod by the egoncy for additional coding 
requirements or for any appropriate remarks. 

Typo the description on plaln bond paper and attach to the form. 
The agency position number should be shown on the attochment. 

See appropriate instructions for format of the description and 
for any requirements for evaluation documentation, e. g., 
"Instructions for tha Factor Evaluatlon System," In tho GenFJral 
lntroduotlon to "Poslllon Classffioation Standards,• Section VII. 



Special Assistant to the USTR · 
AD"301 (equivalent to GS-301"7) 

STATEMENT OF DIFFERENCE TO: 

Special Assistant to the USTR 
AD-301 (equivalent to GS-301-9) 

The incumbent performs duties t11at are essentially the same as those performed at the 
GS~09 level, but with a closet' level of su1Jervision. The incumbent is under the direction 
of the U.S. Trade Representative who defines objectives, priorities, and deadlines and 
assists the incumbent with unusual situations that do not have clear precedents. The 
incumbent plans and ca1Ties 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. Work is reviewed for technical smmdness and 
conformity with agency policy and established objectives. 



Special Assistant to the USTR 
AD-301 (equiv to GS-301~09) 

DUTIES 

The incumbent of this position serves as the Special Assistant to the United States Trade 
Representative (USTR) and as such provides administrative and technical support and assistance 
to the USTR and other seni01· level officials. The Special Assistant sel'ves as a close personal 
assistant to the USTR and as such must be a person in whom the USTR has complete trust and 
confidence. The incumbent has continual access to highly sensitive information in carrying out 
these duties) and must be responsive to the USTR' s guidance with respect to maintaining the 
confidentiality and the effectiveness of the work. 

1. Tracks and monitors all incoming docume11ts. Follows up with appropriate staff 
members to ensure timely, ~ppropdate response. Reviews outgoing correspondence for 
content to ensure that documents respond to the incoming con-espondence and accurately 
reflects the views of the agency. 

2. Works with others in preparing daily briefing books to ensure that the Ambassador has all 
materials needed for meetings, conferences, etc. The h1cumbent anticipates the 
information the Ambassador needs and, depending upon the meeting or activity, includes 
such material in the briefing books. Contacts USTR staff to request background or other 
information or to follow-up on previous requests. 

3. Pl'eparcs or drafts a variety of letters, memorandums, repol'ts, etc. including weekly 
memoranda to the President and White House reports. TI1ese reports include naITative 
and statistical reports. Contacts appropriate USTR staff to request information for 
inclusion in agency reports or to follow-up on the status or a repo1t. 

4. Tracks and monitors the status of agency initiatives to ensure timely completion and /or 
satisfactory progress toward completion. 

Assists in carrying a variety of activities involvjng public relations efforts to promote 
trade initiatives and organizing conferences and other projects as necessary. 

Coordinates and advances trips and events for the Ambassadors (USTR and Deputy 
USTR's). Handles all logistical and administrative plamtlng as needed. Frequent travel' 
(domestic and international) may be required. 

5. Using own initiative,·wl'ites a variety of documents including letters, memorandums) 
reports, position papers, etc. for the Ambassador,s signature in response to incoming 
document or requests. 



FACTOR 1. KNOWLEDGEREQUIREDBYTHEPOSITION 

1. Ability to ascertain detailed knowledge of 011-going USTR programs and staff 
assignments. 

2. Thorough knowledge and familiarity with the activities of the Office of the USTR and its 
role in the Executive Office of the President; and the ways in which the executive branch 
operates h1 various Federal depa11ments and agencies. 

3. Sound relationships with professional and support staff of the agency in order to provide 
the most effective service to the USTR. 

4. A background which includes previous dealings with the general public and top-level 
persons in the Federal Government and foreign officials. 

5. Sound judgment in handling sensitive infonnation. Ability to represent and maintain the 
trnst and confidence of the USTR is essential. 

6. Initiative~ creativity in handling problems of substantive and administrative nature, and 
have familiarity of the most appropdate and expedient points 'of contact in USTR, 
Executive Office of the President, and other Federal depatiments and agencies to resolve 
matters. 

7. Superiorjudgment and tact to perfo1m the variety of duties and responsibilities with 
discernment and ingenuity, frequently under pressure. 

FACTOR2. SUPERVISORY CONTROLS 

·The supervisor makes assigmnents by defining objectives, priorities, and deadlines; and assists. 
employee with unusual situations which to not have clear precedents. 

The em1Jloyee plans and carries out the successive steps and handles problems and deviations in 
the work assignment ii1 accordance with instructions, policies, previous training, or accepted 
practices in the occupation. 

Completed work is usually evaluated for teclmical soundness, appropriateness, and conformity to 
policy and requirements. The methods used h1 arriving at the end results are not usually 
reviewed in detail. 

FACTOR 3, GUIDELINES 

Guidelines are available, but are not completely applicable to the work or have gaps in 
s1Jecificity. 



~ES ob, 'G United States • ~ · ~Office of Government Ethics 
~11 -e; 1201 New York Avenue, NW., Suite 500 
~""'~ ~ Washington, DC 20005-3917 

-• '17.f;J.lj"}' 

Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301~3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for 

Dear Ms. Bradley: 

non-responsive 

You have requested that , a Schedule C employee, be excluded from the non-responsive 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Govermnent Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon current position description, your request to exclude 
non-responsive from reporting requirements is denied. 

The position description submitted in support of the request indicates that non-responsive 

position entails policy-making responsibilities. In particular, the following language indicates 
that the position includes advisory responsibilities that could impact policy-making decisions: 

The incumbent serves as full deputy and key senior advisor within the office, 
providing programmatic and professional level support and advice to the 
supervisor as appropriate in key areas of ongoing official responsibilities. 
Primary responsibilities include (1) performing short-term and long-term strategic 
planning regarding the placement of political appointees throughout the 
Department of Defense in support of the goals and objectives of the President and 
Secretary of Defense, (2) providing strategic advice on the organization and 
placement of appointees in specific offices and positions within the Office of the 
Secretary of Defense and Military Departments, and (3) coordinating with senior 
Department of Defense and White House officials to recruit, vet, interview, and 
place appointees. The incumbent oversees internal placement operations, 
promotions, applicable awards and recognition, carries out requisite liaison 
activities with the servicing personnel organization, performs program assessment 
and long-range planning in regard to replacement of political appointees, and 
related activities to ensure smooth and effective operation of this key program. 
(Page 2) 



Ms. Leigh A. Bradley 
Page2 

Conducts numerous high priority special assignments at the direction of the 
supervisor, involving extensive research and fact finding to develop position and 
issue papers on a variety of high-level subjects of critical importance to DoD. 
The incumbent determines requisite nature of background information and data, 
format of presentation, levels of coordination, etc. Assures (sic) that the 
supervisor is supplied with pertinent material and data for decision making on 
highly sensitive and controversial issues. Recommendations arising from such 
studies and analyses are typically instrumental in the development or modification 
of DoD policies in the areas for which the supervisor is responsible. (Page 2) 

The purpose of the work is to plan and conduct analyses of vital OSD policies 
which are of national or international interest, scope and impact; to generate and 
apply new hypotheses and concepts in the evaluation of complex Defense and 
public policy questions; to anticipate the nature and direction of public policy 
questions; and to organize and present options for the use by appropriate 
policymaking bodies. The work performed by the incumbent provides the 
supervisor with authoritative information and analyses and provides a basis for 
decisions affecting major current and long-range policies and proposals that affect 
the activities and operations of the executive or legislative branches of the Federal 
Government. (Page 4) 

Please advise that he is required to submit a public financial disclosure 
report. The due date for his report is 45 calendar days from the date of this letter. 

If you have any questions regarding this matter, please contact Ciara Guzman at 202-482-
9241. 

Sincerely, 

? // ,Ii . ,...f-./ c~/ :. 1:1 
,,, I 1) J.-Z /?· (: ,./ (,,,.. "'-··· /y .. {_,,.... ~ ./"vj./ 

Seth H. Jaffe / 
Acting General Counsel 
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JNTRODUCTION 

Deputy White House Liaison 
GS-301-13 

This position is located in the Office of the Special Assistant to the Secretary of Defense for 
White House Liaison, a key subordinate to the Secretary, and in this capacity the incumbent perfonns 
duties which require knowledge of the supervisor's views and objectives in exceptionally broad fields of 
official and personal interests, management philosophy, and similar matters. The incumbent will have 
access to highly confidential and politically sensitive information and must be a person in whom the 
supervisor has complete trust and confidence. This close relationship is that of a confidential nature 
required for Schedule C exception. 

DUTIES 

The incumbent serves as full deputy and key senior advisor within the office, providing 
programmatic and professional level support and advice to the supervisor as appropriate in key areas of 
ongoing official responsibilities. Primary responsibilities include (1) performing short-term and long
term strategic planning regarding the placement of political appointees throughout the Department of 
Defense in support of the goals and objectives of the President and Secretary of Defense, (2) providing 
strategic advice on the organization and placement of appointees in specific offices and positions within 
the Office of the Secretary of Defense and Military Departments, and (3) coordinating with senior 
Department of Defense and White House officials to recruit, vet. interview, and place appointees. The 
incumbent oversees internal placement operations, promotions, applicable awards and recognition, carries 
out requisite liaison activities with the servicing personnel organization, perfonns program assessment 
and long-range planning in regard to replacement of political appointees, and related activities to ensure 
smooth and effective operation of this key program. 

Coordinates directly with senior leaders throughout the Office of the Secretary of Defense, the 
Joint Staff, the Military Departments, Directors of Defense Agencies and similar DoD components, and 
other Federal agencies and departments. Further, represents the supervisor in professional contacts.with 
the White House staff, members of the Cabinet, members and staffs of Congress, leaders of private 
industry, and others of similar positions of leadership. Responsible for establishing and maintaining close 
and effective relationships with principal executives and officials of those bodies as well as key staff 
members of various Congressional committees and subcommittees. 

Conducts numerous high priority special assignments at the direction of the supervisor, involving 
extensive research and fact finding to develop position and issue papers on a variety of high-level subjects 
of critical importance to DoD. The incumbent determines requisite nature of background information and 
data, fonnat of presentation, levels of coordination, etc. Assures that the supervisor is supplied with 
pertinent material and data for decision making on highly sensitive and controversial issues. 
Recommendations arising from such studies and analyses are typically instrumental in the development or 
modification of DoD policies in the areas for which the supervisor is responsible. 

Research typically requires the incumbent to develop own sources of information on the 
assignment. Projects are usually unprecedented and complex, with the scope and magnitude not known at 
the beginning. The incumbent must analyze conflicting and divergent viewpoints in order to provide full 
and accurate background information to the supervisor, along with options for courses of action. 

Responsible for assuring that executive decisions are understood and carried out according to the 
wishes of the supervisor. This entails a great amount of coordination to follow up on decisions and 
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ensure completion of assignments in a thorough and timely manner. Serves as a spokesperson for 
supervisor in meetings or other forms of personal contact to communicate decisions, viewpoints, and 
requirements. 

Factor 1, Knowledge Required by the Position FL 1-8 1550 points 

Mastery of a range of issues related to defense and national security; strong familiarity with OSD and 
Military Department command and organizational structure; experience and expertise with long-term and 
short-tenn strategic planning; strong communications skills sufficient to organize and coordinate 
thorough, systematic, professional efforts which may involve multidisciplinary approaches, to meet 
established and anticipated needs of decision makers; comprehensive knowledge of the operations, rules, 
pro.cedures, and organization of both the House and the Senate; demonstrated ability to work directly with 
senior executives; knowledge and skill sufficient to plan and coordinate long-range studies of defense 
organization, rules, and procedures. 

Factor 2, Supervisory Controls FL 2-4 450 Points 

The incumbent and supervisor develop a mutually acceptable plan which typically includes identification 
of the work to be done, the scope, and deadlines for its completion. The incumbent assumes 
responsibility for planning, coordinating, and carrying out projects and informs the supervisor of progress 
and any potentially controversial findings, issues, or problems, as appropriate. The work is generally 
considered to be technically accurate. Work products are reviewed by the supervisor for compatibility 
with organizational goals, guidelines, and effectiveness in achieving intended objectives. 

Factor 3, Guidelines FL 3-4 450 Points 

Guidelines consist of broad executive-branch policy statements, general administrative policies, basic 
legislation, and management and organizational theories that require considerable adaptation and/or 
interpretation for application to issues and problems. Administration policies and precedent studies 
provide a basic outline of the results desired, but do not go into detail as to the methods used to 
accomplish the project. Administrative guidelines usually cover OSD program goals and objectives. 
Within the broad regulatory guidelines, the incumbent may refine or develop more specific guidelines or 
improve approaches to analyze, develop, and present authoritative information. 

Factor 4, Complexity FL 4-6 450 Points 

The work calls for application of the broad functions and processes of a profession to public policy issues 
in areas of national interest. The issues are often characteriud by unusual demands due to extraordinary 
public interest considerations. The incumbent evaluates and interprets policies and projects, develops a 
range of alternatives for the solution of policy problems, and coordinates the work of other professionals 
in a variety of disciplines to accomplish several phases of complex projects concurrently or sequentially. 
Problems are often undefined at the outset of the assignment. Variables to be considered often cross 
disciplinary lines. New hypotheses and concepts may have to be generated and applied to resolve critical 
and intractable problems. The work aids policymakers in interpreting and analyzing policy problems of 
national or international significance. The incumbent organizes and presents policy options, and often is 
required to anticipate the direction of policy questions. 
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( Factor 5, Scope and Effect FL 5~6 450 Points 

The purpose of the work is to plan and conduct analyses of vital OSD policies which are of national or 
international interest, scope, and impact; to generate and apply new hypotheses and concepts in the 
evaluation of complex Defense and public policy questions; to anticipate the nature and direction of 
publfo policy questions; and to organize and present options for the use by appropriate policymaking 
bodies. The work perfonned by the incumbent provides the supervisor with authoritative information and. 
analyses and provides a basis for decisions affecting major current and long~range policies and proposals 
that affect the activities and operations of the executive or legislative branches of the Federal 
Government. 

FACTOR 6, PERSONAL CONTACTS AND FACTOR 7, PURPOSE OF CONTACTS 
Level 3c 180 Points 

Personal contacts are extensive throughout the senior management levels of OSD and outside the agency 
which may include Members of Congress and their senior staff, consultants, contractors, or business 
executives in a moderately unstructured setting. 

Contacts are to influence managers or other officials to accept and implement findings and 
recommendations on organizational improvement or program effectiveness. May encounter resistance 
due to such issues as organizational conflict, competing objectives, or resource problems. 

Factor 8, Physical Demands FL 8-1 5 Points 

The work is sedentary; it is usually accomplished while the incumbent is comfortably seated at a desk or 
table. There is some walking and some travel to meetings and conferences away from the worksite. 

Factor 9, Work Environment FL 9-1 5 Points 

The work environment includes the array of risks and discomforts normally found in offices, conference 
rooms, libraries, and similar settings in public buildings. · 

Total Points: 3540 

GS·l3 Point Range: 3155~3600 



~VJ:.TES o~ G United States 
~ · ~ Office of Government Ethics 
~1! ~ izo1 New York Avenue, NW, Suite 500 
~~~NT~~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room 3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant, PD number: DDGSl 7218 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Special Assistant, 
PD number: DDGS 17218, a Schedule C position, be excluded from the public financial 
disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

Researches and performs special and confidential projects at the direction of the 
ASD(LA), PDASD(LA), and the DASDs involving issues relating to congressional 
concerns and management's responsibilities in these arenas. Prepares briefing papers, 
position papers, replies to Congressional and other governmental inquiries, and similar 
matters dealing with key programs for which the OASD(LA) is responsible. Conducts 
research and analysis from internal information sources, as well as from outside the office 
to prepare such replies or background documents. Maintains cognizance of policies, 
plans, and programs of the DoD which may impact upon the office's programs. (Page 2) 

Conducts studies and analyses personally assigned by the ASD(LA) and 
PDASD(LA) on a variety of sensitive confidential matters. Undertakes sensitive 
studies on various aspects of the OASD(LA) functions, providing background 
information, assessments and recommendations involving policy decisions. 
(Page 2) 



Ms. Leigh A. Bradley 
Page2 

Knowledge of qualitative and quantitative techniques for analyzing and 
measuring the effectiveness, efficiency, and productivity of technical programs, 
along with knowledge of the mission, organization, and work processes of 
programs through (sic) OSD to conduct studies, analyze findings, and make 
recommendations on substantive operating programs. The work requires skill in 
preparing project papers and staff reports and skill in organizing and delivering 
briefings to managers to encourage understanding and acceptance of findings and 
recommendations. (Page 3) 

Thorough knowledge of OSD programs, operations, objectives, and policies along 
with a comprehensive knowledge of management and organizational techniques, 
systems, and procedures is applied in performing a wide variety of analytical 
studies and projects related to specific programmatic issues. (Page 3) 

If you have any questions regarding this matter, please contact Maunda Charles at 202-
482-9261. 

Sincerely, 

) ..L( {(' !1/~t: , ; ;:D',. t: a; t;,:1/.c...._.-
.,.,,1fv tr /" 

Seth H. Jaffe 
Acting General Counsel 
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Introduction: 

Special Assistant 
GS 11 

Research 

This position is located in the Office of the Assistant Secretaiy of Defense for L9gislative 
Affairs (ASD(LA)). The incumbent of this position serves as a Special A:ssistant to the 
ASD(LA) and PDA~D(LA) with responsibiljty for handling a wide range of sensitive and 
confidential program assignments of great interest and concern to the ASD and PDASD •. 
Such assignments concern any aspect of the OASJ?.(LA)'s functions or responsibilities 
and provide a basis for policy decisions. 

The incumbent of this Schedule C position will nave access to highly confidential, 
sensitive, and frequently politically controversial information and must·bc a person in 
whom the supervisor has complete trust ~d confidence. This close relationship is that of 
a confidential nature required for Scpedule C .exception. · 

Major Duties: 

The incumbent performs the following duties: 

Researches and performs special and con;fidential projec~ at the direction of the. 
ASD(LA), PDASD(LA), and the DASDs involving issues relating to congressional 
concerns and ~anagement's responsibilities in these arenas. Prepares briefing papers, 
position papers, replies to Congressional and other governmental inquiries, and similar 
matters dealing with k~ progiams for w~ich the OASD(LA) is responsible. Conducts 
research and analysis :from internal infonnation sources; as well as from outside the office 
to prepare such replies or background ·documents. Maintains cognizance <?f policies, 
plans, and programs of the DoD which may impact upon the officc,s programs. Pr9vides 
confidential advice on those matters considered to be sensitive in nature. 

Conducts studies ~d analyses personally assigned by the ASD(LA) and 
PDASD(LA) on a variety of sensitive confidential matters. Updertakes sensitive studies 
on various aspects of .the OASD(LA) functions, providing background infonnation, 
assessments and recommendations involving policy decisions. ·typically, these 
assignments involve contacts·with the White House staff, staffs of Congressional 
committees, the staff within the Immediate Office of the Secretary of Defense, the Under 
Secretaries of Defense, the Assistant Secretaries of Defense, and officials of the Military 
Departments to ot?tain necessary inforqiation or viewpoints; to resolve differing opinions 
or to coordinate significant policy decisions. For the most part, these assignments arc 
highly visible and time-sensitive requiring quick research, analysis, assessment, and 
recommendations. · 
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Recognizes the urgency of all assignments) initiating the necessary action required 
to complete assignments in a timely and efficient manner. µetermine~ sources of 
information for timely resolution of problems. · • 

Prepares briefmg papers, positi9n papers, repli~s to Congressional and other 
governmental inquiries, prepares statem~nts·an9 back-up infonnation (or issues 
anticipated in bearings on legislation. Performs research within the department t.o obtain 
requisite info~ation, or obtains such information and data from other outside offices. 

Factor 1. Knowledge Required by the ~osition Level 1-7 -· 1250 points 

Knowledge of qualitative and quantitative techniq~es for analyzing and measuring 
the effectiveness, ~fficiency, and productivity of technical program~, along with 
knowledge of the mission, organization, and work processes of programs through OSD to 
conduct studics1analyze findings: and make recommendations on substmJtive operating 
programs. The work requires skill in preparing project papers and staff reports and skill 
in organizing and delivering briefings 'to managers to encourage understanding and 
acceptance of findings and recommendations. 

Knowledge of organization, programs, missions, and functions of OSD along with 
knowledge of analytical techniques to prepare backgrobnd materi~ and tecbnica' . 
infonnation for use in communications throughout th~ :Q~partment. Work requires 
considerable inter-personal skills in presenting recornpiendai~ons and negotiating 
solutions to disputed reco~cndations. . .. 
" Thorough knowledge of OSD prograins, operations, objcctives,.and policies along 
with a comprehensive knowledge of manageiri~ni and organizational techniques, systems, 
and procedures is applied in penonning a wide variety of analytical studies and projects 
related to sp¢i~c programmatic issues. 

Factor 2; Supervisory Controls Level 24 MW 450 points 
. 

Within a framework. of priorities and overall project objec~ives,.the emp~oyee a'1d 
supervisor develop a mutually acceptable project plan which typically includes· 
identification of the work to be done, the scope of the projects, and deadl~nes for its 
completion, Within the parameters of the approve~ project plan, the employee is 
responsible for planning and organizing'the study, coordinating with staff and personnel, 
an~ conducting.all phases of the project. This freq~ep.tly involves the definitive 
interpretation of regulatio~ and study procedures, OAd the lnitial application of new 
methods, The employee infonns the SUpeJ;YiSor ofpotenti~ly.controyersial findings, 
issues, or problems with widespread impact •. completed projects, evaluations, rep9rts, or 
recommendations arc rcvi~wed by the supervisor for compat~bility with organizational 
goals, guidelines, and effectiveness in achieving intended objectives. 
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Factor 8, Physical Dema~ds Level 8:-1 --: S points 
. -

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

Factor 9, Work Env~romnent · Level 9-1 •• S points 

Wo* is typi~ally perfonned in an adequately lighted and climate controlled office. May 
require occasional travel. 

Total Points 2615 
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~~ "!J 1201 New York Avenue, NW, Suite 500 
~4l~Nt ~~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Confidential Assistant, PD number: DDGS 17204 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Confidential 
Assistant, PD number: DDGS 17204, a Schedule C position, be excluded from the public 
financial disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

Based on an intimate understanding of the views and policies of the Deputy 
Secretary, provides expert guidance to staff personnel relating to policies, 
priorities, practices, and procedures, assuring (sic) a smooth and efficient 
operation and relieving the supervisor from involvement in important but time
consuming details relating to management of programs. (Page 2) 

Undertakes complex research projects which require the exercise of identification 
of sources of information, fact-finding research and investigation, analysis, 
correspondence preparation, and follow-up. These assignments are typically of a 
highly sensitive and controversial nature, and involve contact and coordination 
with key civilian and military officials within the Department of Defense, other 



Ms. Leigh A. Bradley 
Page2 

departments and agencies of the Executive Branch, the Congress and the White 
House. (Page 2) 

Assembles complex and highly sensitive background information and material as 
a basis for decision-making. Organizes such material in the most effective 
manner for presentation to and use of the Deputy Director. (Page 2) 

As a recognized administrative and operational authority in the programs and 
issues of the supervisor's office, the employee is subject only to general policy 
direction concerning overall program priorities and objects. At this level, the 
employee is typically delegated complete responsibility and authority to plan, 
schedule, and carry out major projects. The employee typically exercises 
discretion and judgment in determining whether to broaden or narrow the scope of 
projects or studies. Findings and recommendations are normally accepted without 
significant change. (Page 3) 

The employee uses a high degree of judgment and discretion in interpreting and 
revising existing policy and programmatic guidance for use by others within or 
outside OSD. Reviews proposed legislation or regulations which would 
significantly change the basic character of OSD programs, the way agency 
conducts its business with the public or with private industry, or which modify 
important inter-agency relationships. The employee provides expert advice and 
assistance in the development and/or interpretation of guidance on planning and 
operation in areas of concern. (Page 3) 

The employee plans, organizes, and carries through to completion studies 
involving the operations of key programs under the cognizance of the Deputy 
Secretary. (Page 3) 

If you have any questions regarding this matter, please contact Maunda Charles at 202-
482-9261. 

Sincerely, 

0;Jl/ c;/ £IL ... ,.,..-.y--· ..... > . . /·· ' l·(./ 
t/ 

Seth H. Jaffe 
Acting General Counsel 
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IN'r~ODUC'l'ION: ' 

CONFIDEN'l'Il\L ASSISTANT 
GS-301-14 

This position is located in the Off~ce of the Deputy Secretary, of 
Defense. As Confidential Assistant to the Deputy Secretary, the incumbent 
carries out numerous and varied assignments of the highest priority and 
significance to him, employing a detailed personal underatanding of his 
personal views and philosophy, as .well as ~he overall pol~cies and vie~oints 
of the Secretary of Defense and.the Adm.inist:ation. ·The ~nciumbent·perfo.rms 
duties involving a high degree of sensitivity an.d confidentiality with 
attendant exposure to pplit~cally controversial info.tmation which require the 
complete tJ:Ust and confidence of the Deputy Secretary and other key officials 
of .the Administration. · 

MAJOR'DWIES: . 
Provides expert administrati_ve guidance and program assistance in 

internal office management and ad.rrilnistrative suppoJ:t in the coordination and 
management of a wide vai:iety of the most sensitive and complex projects, 
studies, and action correspondence, keeping the Deputy Secret•rY infoJ:med of 
critical d•vel.opments and providing expert advice on· the adminiatrative 
aspects of problems which may arise. 

Based on an· intimate understanding of the views and policies of the 
Deputy Secretary, provides expert guidance to staff personnel relating to 
policJ:es, priorities, practices, and procedures, assuring a smooth and 
efficient operation and relieving the supeJ:Visor from involvement in · 
important but time-consuming details relating·to management of programs • . 

Serves as a point-of-contact for the Deputy Secreta:a:y and, based upon 
personal knowledge of his wishes and of the OSD organization, refers matters 
out to appropriate office(s) for atudy and action, establishes deadlines, 
monitors progress, personally resolves related problems, and disseminates the 
supervisor's instructions once dec::i.sions are made. Follows up to assure that 
directi?ns have bee~ carried out. . 

Undertakes complex research projects which require the exercise of 
identification of sources of infoi:mation, fact-finding research and 
investigation, analysis, .report w.d.ting, correspondence prepa.tation, and 
follow-up. These assignments are t:ypically of a highly sensitive and 
controversial nature,. and involve contact and coordination with· key civilian 
and military officials within t:he Department of 'Defense, oth.e.r departments and 

·agencies of the Executive Branch, the Congress and the White House• Due to 
the sensitive nature of such projects and.the level of those persons 
contacted, the inc:uml;>ent exe%cises an extremely· high level of tact and 
dipJ.omacf • 

Assembles complex and highly sensitive backgro~d info.t:mcition and 
material as a basis for decision-making. Organizes such material in the most 
effec~!ve manner for presentation to and use of the D~puty secretary. · 

Perfo%JDS other related and comparable duties as assigned. 

FACTOR 1, KNOWLEDGE REQUIRED· BY THE POSITIO~ Level l-8 1550 points 

Expert knowledge of analytical and evaluative methods plus a thorough 
understanding of how Defense programs are administered'to select and apply 
appropriate program evaluation and measurement techniques in evaluating 
program accomplishments including the evaluation of the content of new or 
modified.legislation for projected impact upon OSD programs or operations. 
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Mastery of advanced administrative and organizational principles and 
practices along with a comprehensive knowledge of administrative r~gulations, 
guidelines and processes, and thorough knowledge of the OSD's management 
process' to prepare planning and operational quidance in accordance with broad 
aqency pro9rem policies and objectives. Develops admihistrative guidance for 
major program activities, and perfoJ:mS continuous appraisal of the utilization 
of resources in acccniplishing o~fice objectives and 9oals. The work requires 
ability to conduct studies of operational and procedural practices within the · • 
specifi~ office and in those with whom the supervisor deals on a regular 
basis. 

' Knowledge of.OSD command structure, missions, prog~ams, and 
or9anizati'onal relationships plus a thorough knowledge oe methods and 
techniques to develop standards cov~ring complex pr~gram functions or 
missions. 

Ability to meet and deal effectively with a wide range of key management 
officials inside·and outside the DoD, including senior.officials of private 
industry, academia, other Federal agencies, and representatives' of 
nongovernmental groups or associations. 

FACTOR 2, SUPERVISORY CONTROLS Level 2-s 650 points 

As a recognized adud.nistrative and opera~ional authority in the programs and 
issues of tbe supervisor's office, the e:nployee is subject only to general . 
policy direction conce:ning overall program priorities and objectives. At 
this level, the employee is typically delegated coJnplete responsibility and 
authority to plan, schedule, and carry out major projects. The employee 
typically exercises· discretion and judgment in detetiaining whether. to broaden 
or narrow the scope of projects or studies. Findings and recOlll'mendations are 
noi:mally accepted without significant change. 

FACTOR 3; GUIDELINES Leve~ 3-s 650 points 

Guidelines consist o~basic adm.inistrative policy statements conce.tning the 
issues ana problel'\\S to be resolved. The employee uses a high degree of 
judgment and discretion in interpreting and revising existing policy and 
programmatic guidance for use by others within or outside OSD. Reviews 
proposed legislation or regulations which would significantly change the basic 
character· of OSD programs, the way the agency conducts its business with the 
public or with private industry, or which znodify important inter-agency 
relationships. The employee provides expert advice and assistance in the 
development and/or intes:pretation of 9l1idance on planning and operation in 

•. areas of concern. 

FACTOR 41 COMPLEXITY Level 4-6 450 points 

The employee plans, organizes, and carries through to co.mpletion studies 
involving the ·operations of key programs under the cognizance of the Deputy 
secretary. Numerous programs and projects aro ongoing simultaneously, 
necessitating independent setting of priorities and balancing workload to 
accomplish the most critical projects. Provides overall administrative 
direction to subordinate personnel with the Deputy Secretary's office, and 
guidance to other components as to the supervisor's views and wishes on 
specific matters. Due to the nature of the Deputy Secretary's broad-ranging 
responsibilities, the incumbent must be able to function in a hi9h pressure, 
ever-changing environment, and is subject ~o continually fluctuating deadlines 
and prioritie~. 

FACTOR s, scoes i\ND EFFECT Level S-6 450 points 

The purpose of the work is to perfonn very broad and extensive assignments 
related to the supervisor's progratttS which are of significant interest to the 
public and con9ress. Recommendations resulting.from assignments involve 
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hig~ly significa~t programs or policy matters.and may have an ·il_!lPact ~n 
several departments or agencies. Analytical studies often lead to 
recommendations for the realignment of 'functional .responsibilities, the 
expansion or coQtraction of key functions or other equally significant' 
changes. Results of work are critical to the OSD mission and may affect large 
numbers· of people on a long~te.an,. continuing basis. · . 
FACTOR 6, PERSON"-L CON'l'Ac;rs AND FACTOR 7, PURPOSE OF CONTACTS 

. Level 3c 180 Points 

Personal contacts a.i:e extensive throughout the' senior management ~evelo of OSD 
and outside the agency which may include consu~tants, contractors, or business 
executives in ~ moderately unstructured setfing. · 

contacts are to influence managers or other o£fic.ia1s to accept and implement 
findings and recommendations on organizational improvement or program 
effectiveness. May encounter resistance due to such ~ssues as organizational 
c~nflict, competing objectives, or resource problems. 

FACTOR 8, PHi{SICAL DEMANDS ' Le,;vel 8-1 S ~oints 

The work is primarily sedentary,. alth~ugh some sl~ght physical effo~t may be 
:equired. · 

FACTOR 9, WORK ENvxRONMENT Level 9-i ' s p~!nt:s 
. Wotk is typica~ly pe~fo.aned in an ade~a~ely lighted and clima~e con~r~lled' 
~ffice. May require occasional travel. 

. .Total Points: 3940 



~-' ~ lJnited States 
& . ~· ~ Office of Government Ethics .a

~'IESo.t;.~ 

~ !J 1201 New York Avenue, NW, Suite 500 
~~m 'f>~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room 3E783 
1600 Defense Pentagon 
Washington, DC 20301 -3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant to the ASD for RA, PD number: DDGSl 7213 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Special Assistant to 
the ASD for RA, PD number: DDGS17213, a Schedule C employee, be excluded from the 
public financial disclosure reporting requirements of Title I of the Ethics in Government Act of 
1978, as amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the 
United States Office of Government Ethics to exclude the incumbents of Schedule C positions 
from reporting requirements ifthe incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description submitted in support of the request indicates that the position 
entails policy-making responsibilities. In particular, the following language indic;;ites that the 
position includes advisory responsibilities that could impact policy-making decisions: 

The incumbent is relied upon to perform the necessary research to develop each 
assignment with authority to call upon any official within the Office of the 
ASD/RA for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current National Guard and Reserve component activities, trends in public 
opinion, anticipated public reaction, etc., and must draw fully upon available 
resources in order to develop the text of remarks, reports and similar materials in 
the style and with the tone and emphasis appropriate for the ASD/RA and the 
occasion. (Page 2) 

The incumbent is responsible for producing articles, speeches, and information in 
different media forms for senior defense officials, including the ASD/RA for the 
purpose of promoting the department's policies and initiatives concerning the 
National Guard and Reserve. (Page 2) 



Ms. Leigh A. Bradley 
Page2 

The incumbent promotes ASDIRA initiatives with the general public by 
communicating with interested groups, including military associations whose 
areas of interest include National Guard and Reserve related matters. (Page 2) 

Incumbent has responsibility for planning, organizing, and executing programs, projects, 
and studies or other work independently, based on previous experience in programmatic 
areas. Incumbent must make independent decisions to determine how to proceed with a 
task and what standard will be adhered to during the work. (Page 3) 

If you have any questions regarding this matter, please contact Maunda Charles at 202-
482-9261. 

Sincerely, 

_J..z,( 71 J}L 
/ 

Seth H. Jaffe 
Acting General Counsel 
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P9SITION DESCRIPTION {Please Read Instructions on the 8ackJ 
1. J1.gti>cv P011t1011 t10. 

DDGS-17213 
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.,.,..,...,..or,..,. 

SONlll 
M8mtgemtnt 

b.DVPll11m"1t 
Agency 01' 
Est1blishmt11t Special Assist.ant. r.o che ASD for AA GS 301 1l 

0. Second Lewi 
Rliview . 

d. FilSC Leval 
Rtvltw 

e. RecltTMl'lel'lded bv 
SUIHrrviHr 0t · 
lftll•tinVOllb 

16. OfVMllZ8tronal litlo of ~ion (11 difl~mt ltrtm offiil:lll titt.J . 
18. OvPl!rtmmt. A~eney, or Embhhmont 
Department of Defense 

a. Fifst S1Miv1sio11 
Of fic:e of the Se~retary of Defense 

b. Sec:ond S&lbdiYi&ion 
OtJSD {Personnel and Readinass) 

. 19.Employee A1vktw·Thls 11 an accurate descr1pi1on of the mn}or 
· ; duties and responsibilities of my position • 

. ·20. 

:I.• • llltt.•- ' ' . '• ~ "1 • I 

nun-respull'olVe 

Resources 

a. employ" (opt/Ot111ll 

b.Supervlsor 

c. Classifier 
24. Rtmatkl 

. 
. 

17. Namo~f Emplciyff ((fVltCIJllt, IP«ifr) 

c. third S11bl1Ma1on . 
OASD :Reserve Affairs 

d. Foulth Swbdwtslon 

e. f1flh Subd..,.lsion 

. 
Slg11atute of Employee loptionlfl 

WJ].Jiiformut10nd ~ to De v:1ild .I~ :11arur01Y purposes rellrlng ro 
ap,,.,,ntment an pay1T1t1nt or publ;c 1und$. end tliat llJ/se or m/sleadlrTg 
.stat11111ents mey coMtltute violations of tuch st11tutes or th1t11 
Implementing regulstlons. ' • 

- - -fOij.-

'1nform1tlon for Emplor:•a. The standatds, and lnformatton on their 
epplication. are availab o in the Pet$0nael office. The classlfication of the 
pcsltion may ba reviewed artd corrected by the agency or the U,S. Office 
of Personnel Manpgoment lnformail'on· on c11:1slfl~tionfJOb grading 
eppeals, and complalnts on exemption from FLSA. is available from the 
personnel office or the u.s. Office of Personnel Management. 

rnitr.rs lmliola Oatt 

Position established unde S CFR 213.3301 

26. Description of Major Outr~ and Respo~sibillties (See Attached} 
NSN 7540.00-634·4265 i"te11iot11 Edi~on(/Sllblt 5008·106 
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Coordinator of' Reserve lntcgrat~on 

INTRODUCTION 

This position is located in the Immc4iate Office of"the Assistant Secrctary·of 
Dcf~nse for Reserve Atlairs (A$D/RA)~ The incumbent '"·orks in a close an~ 
confidential capacity with the Assistant Secretary of Defense for Reserve Affairs 
(ASD/RA). the Principal Deputy Assistant Secretary of _Defense for R~serv.e Alfairs 
{PDASD/RA) and with other senior defense official~. The incumbent serves as a 
coordinator for Reserve components liaison, providing advice ~nd analys.es concerning 
issues related to National Guard and·Rcscrve organizations and·interestcd·parties who 
d~al regularly with the Office of the ASD/RA. 

MAJOR DUTIES 

As a member of the lm}llediate Office o·r t~e ASD/RA professional ·st~ff, the 
incumbe~t provides as~istance ii]. response to numerous req1:1-ests from·and.~p~cialized 
requirements of the ASD/RA. The .incumbent is responsible for the preparation of 
~ommunicatioris, public statementst statements to the Congre~s, backgfoun~ information, 
articles for publications. opening statements for press conferences.and introductory 
remarks for visiting digni,aries, etc., for the ASD/RA. 

' The incumbent is relied upon to perform t~e necessary r~s~arch to dev~lop eacp 
assignment with authoritY, to call upon any.official within·the Office ~fthe ASD/R;\ for 
detailed subjec~ matter background or other.data needed. The incumbent is·responsiole 
for analyzing and evaluati~g such circumstances as current.National Guard.and Res~rv~. 
component activities, trends in public opinion, anticipated·public reaction, etc., and must 
draw fully upon available resources iq order to d~velop the text of rema(ks, r~ports.and 
similar materials in the style and with the tone and emphasis appropriate for the ;\SD/RA 
and the occasion. 

The incumbent is responsible for.,producing article~t speeches •. and information in 
different media forms for senior defense official~, including the ASD/RA for the ptirpgse 
~fpromoting the department's policies and iqitiative~ concerning the.National Guard and· 
Reserve. 

The .incumbent promotes ASD/RA initiatives with the general pul;>lic by 
communicating with interested groups, including· military associations whose areas of 
interest includ,e. national Guard· and Reserye. related matters. These groups would include 
the-Association of the U$ Army, the National Guard Association of the United'States, the 
Adjutants General Association, the Reserve Officers Association, Naval Res~rv~ 
Association, and similar organizations. The incumbent develops means of soliciting 
feedback from public and private stoups on matters affecting the Res~rve:Forces and 
ways of displaying results for use by senior DoD leadership . 
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In all cascs1 the incumbent ensures that the content is in accord with and in 
advancement ol'tlie policies and basic philosophy of the Department ot' De tense and the 
Administration. The incumbent must keep abreast of current progra~s and policies of 
the Department of Defense and matters of special interest to the ASD/RA including the 
organi:r.ation~ reading, training, manpower. resources. equipage~ restructuring. familiy 
support and other policies of the Reserve forces of the United States in order to be 
immc,diatcly responsive to requests for.research and writing assignments. 

FACTOR I KNOWLEDGE AND ABILITIES REQUIRED 

The incumbent must have a sound knowledge of the organization and tunctions of 
the Office of the Secretary of Defense as well as an understanding of the mission, 
functions, and organization of DoD. He/She must be able to effectively liaison with 
senior officials of the DoD in order to maintain currency on major policies of the 
Administration and must have the full trust and confidence of the ASD/RA and other 
Administration o'fficials. 

The incumbent must have the ability to. independently research requirements, 
meet with internal and external stakeholders, and prepare comprehensive presentations to 

· ~ variety of at;1diences. · 

The incumbent must have knowledge of the organizations, goals and objectives, 
.operations and policies of the seven Reserve components of United States as well as the 
applicable policies, laws, regulations, and directives to apply analytical and evaluative 
methods and techniqµes to Guard and Reserve issues. 

l,(nowle9ge pf analytical and evaluative methods and techniques to conduct 
studies, research projectst or surveys. 

' FACTOR 2: SUPERVISORY CONTROLS 

The incumbent is under the general supervision and policy guidance of the 
ASD/PDASD (Reserve Affairs). Incumbent has responsibility for p!anningt organizing, 
and executing programs,. projects, and studies or other work independently, based on 
previous experience in programmatic areas. Incumbent mtist make independent decisions. 
to determine how to.proceed with a task ~md what standard will be adhered to during the 
work. 

FACTOR 3: GUIDELINES 

Incumbent opcra~es within guidelines that ·include numcrious specific and detailed 
guidance for preparing documents, reports,.files, Directives and Administrative 
Instructions and an extensive body of unwritten guidaQ.ce on policies and protocols. The 
incumbent must exercise considerable judgement in planning, coordinating, and 
accomplishing requirements to 'insure timely and efficient flow of information • 

• 
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FACTOR 4: COMPLEXITY 

Work.involves gathcr.ing information·trom ,nultiple sour<;es. i<lentitying and 
analyzing issues and preparing re~ommcndations to resolve issues. challenges. and 
problems. Analyses result in improvements and enhancements to the Guard and 'Reserve 
opeations. 

FACTORS SCOPE AND EFFECT 

~n view of the national impact of National Guard and ~eserve activities, it is 
essential to gauge the extent to which programs are understood by the general public and 
by other groups. as well as the ex.tent to which these programs are not understood. 
Effective oper~tion of the posit~on bears directly upon the general understanding of the 
Department's priorities.an~ activiti~s. The purpose of the work is to plan and conduct 
promotion of vital policies which are of.national interestt scope and impact, and to 
represent the organization with various groups including national military associations 
who have an interest in the National Guard and Reserve. The work affects the activities 
and operations of the entire Department of Defense. 

FACTOR 617 PERSONAL WORK CONTACTS & PURPOSE 

The position requires the incumbent to conduct f onnal and infonnal contact with 
all levels of management within and outside of the OUSD Personnel & Readiness and the 
OA~D Reserve Affairs. The incumbent is in contact with top-ranking officials of the 
Department of Defense, the public, and other government agencies. These contacts are 
for the purpose of giving anq receiving information and the projects that :r:e'sult from these 
contacts are often sensitive and of spt;cial interest to the ASD/RA. 

FACTOR 8: PHYSICAL DEMANDS 

The work ~s primarily senqentary1 however1 some walking and light lifting of 
typical office materia~s is requited. Incumbent must be capable of working under 
extreme stress, sensitivity of information, and the pressure of constant· and short 
deadlines. 

FACTOR 9: WORK ENVIRONMENT 

The work is performed in a typical office setting and may require occasional 
travel. 

This position is subject to the random drug t~sting program and requires a TOP SECRET 
clearance. The incumbent must be able to complete a successful background 
investigation in accordance with security requirements . 

• 
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~ - ~ Office of Government Ethics a
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<ib.• ~ 1201 New York Avenue, NW, Suite 500 
~-ii~Nt ~~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301·3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant positions 
Speechwriter, PD number: DDGS 17261 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Speechwriter, PD 
number: DDGS 17261, a Schedule C position, be excluded from the public financial disclosure 
reporting requirements of Title I of the Ethics in Government Act of 1978, as amended. Your 
request was made pursuant to 5 CPR§ 2634.203, which allows the United States Office of 
Government Ethics to exclude the incumbents of Schedule C positions from reporting 
requirements if the incumbent has no policy·making role with respect to agency programs. 
Based upon the submitted position description, your request to exclude future incumbents is 
denied. 

The position description indicates that the position entails policy·making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy·making decisions: 

As a member of the OASD(P A) professional staff, the incumbent provides 
speechwriting assistance to the Assistant Secretary of Defense for Public Affairs 
in response to numerous requests from and specialized requirements of the 
Secretary and the Deputy Secretary of Defense. The incumbent is responsible for 
the preparation of speeches, public statements, statements to the Congress, public 
releases, articles for publication, opening statements for press conferences and 
introductory remarks for diplomatic occasions, etc., for the Secretary and the 
Deputy Secretary of Defense and for making inputs to, or personally preparing, 
such materials for the White House. (Page 2) 

The incumbent is relied upon to perform the necessary extensive research and 
factfinding to develop each assignment with authority to call upon any official 
within the Department of Defense for detailed subject matter background or other 
data needed. The incumbent is responsible for analyzing and evaluating such 
circumstances as current national and international political situations, trends in 
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Page2 

public opinion, anticipated public reaction, and must draw fully upon available 
resources in order to develop the text of speeches, reports and similar materials in 
the style and with the tone and emphasis appropriate for the individual requester 
and the occasion. (Page 2) 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent' s activities must be attuned to 
presenting the policies and perspectives of the Secretary and Deputy Secretary of 
Defense of a range of topics to numerous diverse audiences effectively. Must 
assure (sic) consistency of materials with previous presentations and written 
records, as well as considering the impact upon other agencies, private industry, 
or foreign governments. (Page 3) 

If you have any questions regarding this matter, please contact Michelle Walker at 202-
482-9213. 

Sincerely, 

.4'L-~ 
~ ":?i.11 c..~' .I Jl r .I,;{ .t/. ·;:'/' 

-" 'V / . fi/ 

Seth H. Jaffe 
Acting General Counsel 
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I • • SPEECHWRITER {GS~301·15) 

INTRODUCTION 

This position is located in the office of the Assistant Secretary of Defense for 
Public Affairs (OASD (PA)). The incumbent works in a close and confidential capacity 
with 'the Assistant to the Secretary of Defense for Public Affairs (ASD(PA)) and with 
otber sen.i.or defense officials in preparing pub He presentations. · 

The incumbent of this Schedule C position will have access 10 sensitive and 
frequently politically controversial infonnation and must be a person in whom the 
supervisor has complete trust and confidence. Th.is close relationship is that of a 
confidential nature required for Schedule C exception. 

MAJOR DUTIES 

As a senior member of the OASD(P A) professional staff, the incumbent provides 
speecbwriting assistrmce to the Assistant Secretary of Defense for Public Affairs in 
response to numerous requests from and specialized requirements of the Secretary and the 
Deputy Secretary of Defense. The incumbent is· responsible for the preparation of 
speeches, public statements, statements to the Congress, public releases, articles for 
publfoation, opening statements for press conferences and introductory remarks for 
diplomatic occasions, etc., for the Secretary and Deputy Secretary of Defense and for 
making inputs to, or personally preparing, such materials for the White House. 

The· incumbent is reHed upon to perfonn the necessary extensive research and 
factfiriding to develop each assignment, with authority to call upon any official within the 
Department of Defense for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as current 
national and internatjonal political situations, trends in public opinion, anticipated public 
reaction, etc. Draws fully upon available resources in order to develop the text of 
speeches, reports and similar materials in the style and with the tone and emphasis 
appropriate for the indivjdual requester and the occasion. 

In all cases, the incumbent inSW'es that the content is in accord with and in 
advancement of the poHdes and basic philosophy of the Secretary and the 
Administration. The incumbent must keep fulJy abreast of current programs and policies 
of the Department of Defense and matters of special interest to the Secretary, including 
international .and politico·military affairs, Defense~industry relation·sh:ips, conflicts of 
interest, base closures in order to be inunediately responsive to frequent requests for 
research and writing assignments. 

Assesses the effectiveness of materials and presentations in presenting viewpoints 
and perspectives, and ensures that future projects reflect any requisite changes in tone, 
approach, fonnat, etc. 
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KNQ\\'LEDGE AND ABlLJTJES REQUIRED 

The incumbent must have a thorough knowledge of1he orgaruzation and functions 
of the Office of the Secretary of Defense as well as a comprehensive understanding of the 
mission, functfons, and organization of DoD. He/she must have effective liaison with the 
top officials of the DoD in ordetto maintain policies of the Admirristratio~ and must have 
full trust and confidence of the Assistant Secretary of Defense for Public Affairs and 
other Administration officials. Must be efficient in preparing speeches, presentations, or 
other forms of communication rapidly and effectively 10 present the viewpoints of the 
Department to a variety of audiences. 

SUPERVISORY CONTROLS 

The incumbent is under the very generaJ policy guidance of the Assistant 
Seeret.ary of Defense for Public Affairs. Work fa performed with a high degree of 
independence, and is subject only to review in terms of overall effectiveness of 
presentation of materials and perspectives of key departmental officials. 

GUIDELINES 

Qujdelines are few, and consist primarily of basic Jaws. regulations and polides 
governing release of inf onnation. The incumbem exercises a high degree of judgment ia 
preparing materials, based predominantly on .knowledge of the key officials' personal 
viewpoints, overall Administration poHcies, the target audience, and overall 
commwrications effectiveness .. · 

COMPLEXITY 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent's activities must be attuned to presenting 
the policies and perspectives of the Secretary aDd Deputy Secretazy of Defense on a range 
of topics to numerous diverse audjences effectively. Must assure consistency of materials 
with previous presentations and written records, as well as considering the impact ~pon 
other agencies, private industry, or foreign goverrunents. · 

SCOPE AND EFFECT 

In view of the national impact of DoD activities, it is essential to gauge the extent 
to which programs are understood by the general public and by other groups, as well as 
the extent to which these programs are not ·Wlderstood. Effective operation of the 
position bem directly upon the general understanding of DoD activities by the general 
public and B variety ofinterest groups. 
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• • PERSONAL WORK CONTACTS AND PURPOSE 

The incumbent is in regular contact with top-ranking officials of the Department 
of Defense and other government agencies. These contacts are for the purpose of giving 
and receiving information, and preparing speeches., presentations, and other materials to 
persuade the audience to understand and appreciate.the perspectives and viewpoints of 
the Secretary and Deputy Secretary as well as the Administration. The projects that result 
from these contacts are typica]}y extremely sensitive and of great. special interest to the 
Secretary and the Administration. 

PHYSlCAL DEMANDS 

The incumbent is subject to stressful situations due to frequent short deadlines for 
preparation of material. May involve travel with the Secretary and Deputy Secretary to a 
variety of locations inside and outside the U.S. in order to prepare or revise speeches on 
the spot 

WORK ENVJRONMENT 

Work is typically perf onned in an office environment, but occasjonally will 
involve travel on commercial or rnili1ary aircraft, land vehicles, etc. while accompanying 
the Secretary '.l1Jd Deputy Secretary. 
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Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant, PD number: DDGS 17282 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Special Assistant, 
PD number: DDGS 17282, a Schedule C position, be excluded from the public financial 
disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements ifthe incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

Perfonns other special related studies, analyses, projects and assignments of a 
high priority nature and advises the highest level officials of the DoD regarding 
the matters under review. (Page 2) 

Maintains direct liaison with the offices of the Secretary and Deputy Secretary of 
Defense in planning speeches, travels and other public activities. Working in 
close collaboration with the ASD/P A, incumbent provides public affairs advice on 
these activities as they impact outreach and strategic planning. (Page 3) 

May represent the ASD/P A in professional contacts with the White House staff, 
members of the Cabinet, members and staffs of Congress, leaders of private 
industry, and others of similar positions of leadership. Is responsible for 
establishing and maintaining close and effective liaison relationships with 
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principal executives and officials of those bodies mentioned, plus key staff 
members of various congressional committees and subcommittees. (Page 3) 

Conducts numerous, complex and high priority special assignments at the 
direction of the supervisor, involving extensive research and fact-finding to 
develop position and issue papers on a variety of high-level subjects of critical 
importance to DoD and the Administration. (Page 3) 

Is responsible for assuring that executive decisions are understood and carried out 
according to the wishes of the ASD/P A. This entails extensive coordination to 
follow up on decisions and ensure completion of assignments in a thorough and 
timely manner. (Page 3) 

If you have any questions regarding this matter, please contact Michelle Walker at 202-
482-9213. 

Sincerely, 

J . / -~ / J. ~t ·a /'t7/ 2;!: ,1vf..f...../ ...-c .. -·...- .- .··;I 

Seth H. Jaffe 
f..~l' 

Acting General Counsel 
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GS-0301·13 
Special A:ssistant 

Introduction. The Assistant· Secretary of Defense for Public Affairs (ASD/P A) is the 
principal staff assistant and ~visor to the Secretary of Defense on DoD public affairs and on 
internal·. infonnation and related activities 'of the American Forces Infonnation Service.. :rhe. 
ASD/P A iS responsible fOr esfablisliing and inlpiementing policies. and systems necessary for the 
effective and economical performance of Department of Defense public affairs. and internal 
infonnation programs, including those of the three military de~ents. 

The functions of the Office of the Assistant Secretary of Defense (P.ublic Affairs) include: 
(1) establishment and implementation of public information policies goveming the release of 
infonnation to the public through the news media; (2) design, development and oversight of 
strategic communications activities and programs for OSD; (3) establishment and 
implementation of programs (a) to explain Department of Defense policies and actions to Anned 
Forces personnel and to provide current news and entertainment programming to military 
personnel overseas through the Stars and Stripes n~apers and the radio end television. 
programs of the Armed Forces Radio and Television Service; (4) establishment end 
implementation of a community.!.Clations program that contributes to- good relations betw.e~.the .• 
Department of Defense and the c.ivllian population; (5) establishment and lmplementatio~;o! a. 
program to protect the national ~epurity by preventing the release of valuable· info~a~on· to,. 
potential enemies of the United S~es. • ,w•, ·:-. ,. 

The incumbent of this Schedule C position will have access to highly confidential: " 
sensitive and frequently politically controversial information and must be a person in whom the 
ASD has complete trust and confidence. This close relationship is that of a confidential nature 
required for Schedule C exception. Handles matters of great sensitivity which may involve work 
with.officials of various govemmental and non-governmental agencies. Drafts and develops 
materials for use by the ASDfP A and the Deputies. • . t ••••• 

- • ~' .- i:""· 
Major Duties ' . 

o Perfonns other speci~ related studies, analyses, projects and assignments. of a high 
priority nature and ad~ ,the ~ghest level officials of the DoD regarding the ma~ 
under review. • • • • · .. 

I • l 
I ' 

• Coordinates the ASD/P A.'s appointment calendar, continually ~aking ne"ces~. 
adjustments as more urgent or impoftant matters arise. Independently ma1'~s 
commitments for the ASD~A. Works directly with the Immediate Office of the · 
Secretary of Defense and the White House in coordinating schedules and other activities 
of the ASD/PA. Processes ASD/PA's travel orders· and on occasion may travel with the 
ASD/PA. . ... 

,.. .. '• .... 
• Maintains cogmzance of po•icies,.plans, and objectives of the Secretary of Defense ~hie~. 

influence the thrust of rese~h an~ nature of asse~ent. . . ., •• ,. ~ 

.. 
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. . . 
·• Maintains direct liaison.with the offices of the Secretary and Deputy Secretary of Defense 

in planning speeches. travels and other public activities. Working in close collaboration 
with the ASD/P A, incumbent provides public affairs advice on these actiVities as. they 
impact outreach and strategic planning. . 

• May represent the ASDIPA in professional contacts with the White House staff, m~mbers 
of the Cabinet. metl)bers and staffs of Congress, leaders of private industry, and others of 
simil?I" positions of leadership. Is responsible for establishing and maintaining close fmd 
effective liaison relationships with principal executives and officials of those .bodies 
mentioned, plus key staff members of varioµs congresnional conunittee~ and 
subcommittees. ' 

• Conducts numerous, complex and high priority special assignments at the direction of the 
supervisor, involving extensive·research and factMfinding to develop position and issue 
papers on a variety of high-level subjects of critical importance to DoD and· the 
Administration. 

• Is responsible for assuring that executive decisions are understood and carried out 
according to the wishes of the ASD/P A This entails extensive coordination to follow up 
on decisions and ensure· c9mpletion of assignments in a thorough•and timely manne~. 

•. 

Facton 

Knowledge Required by the Position 

• Extensive communications strategy and public affairs experience at the executive 
level of government/private industry. 

• Experience deveJoping communication strategies to infonn and educate the public •. 

• A sound working knowledge of Federal and DoD public affairs policies, programs· 
and mission, and judgment on how best to convey infonnation to the public. 

• Complete understanding of public affairs principles, practices, and skills, and 
comprehension of how public affairs programs ·may be tailored to effectively support 
organiza~onal goals. · 

• Skill in both oral ~d written communication and in developing productive 
interpersonal relations commensurate with dealing effectively with high-level DoD 
officials and I'il\lking representatives of national and local organizations. 

• Skill in gathering, analyzing, evaluating and summarizing unstructured data for 
utillzation by senior Defense officials as policy and/or action options, position paperst 
and situation assessments. 
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Supervisory Controls. The incumbent is under the general policy guidance of the Military 
Assistant to the ASD/P A and the· ASD/P A. 

Guidelines. Guidelines. include FederaJ, DoD, OSD and··OASD/PA regulations, policies and 
instructions; Secretary of Defense prin~iples of pul?lic information,. public law, and executive 
orders. Incumoent exercises a high degree of independent judgtl\ent and freedom in adapting 
existing guidelines to the specific situations of the organization and in deciding ·on appropriate 
courses of action ~n the absence of defined guidelines. Incumbent is often required to resolve 
issues and es~blish guidelines where guidance is non~existent. 

Complexity. As an advisor to the ASD/P A the incumbent is responsible for development of new 
ideas or alternatives for improving the efficiency of operations of DoD public affairs programs. 

Scope and Effect. The public affairs field is extremely complex, . sensitive, and of great 
impo~ce to the Department of. Defense. The incwnbent's work involving public activities of 
the Secretary of Defense, Deputy .Secretary of.Defense and other senior Dep¥fme~t offi9im~11i~. 
high visibility nationwide and .. often internationally. Effective accomplishment contributes' 
significantly to DoD's mission in fulfilling regulatozy and executive mandates of infotm.ing and 
educating the general public and specialized groups cottceming national defense objeqtives, as 
well as gaining understanding and support of Defense programs. ., ,.1 • 

,J":. 
Personal Contacts. In a~dition to contacts with DoD officials at all levels, the incwnbent.rneets 
and interacts with senior officials.and representativ~s of professional associations, state, regional 
and local organizations. private industry Defense contractors, speciat interest groups and media 
organizations in the national capital area. Intera9tion with contacts in leadership positions is 
frequent and necessaiy to obtain background infoqnation on proposed events, determine 
organizations' defense interests, and to convey Secretary of Defense, Deputy Secretary of 
Defense and senior officials' wishes. Effective two-way communications with key individuals 
are necessary in d~veloping sound recommendations for DoD principals' cons~deration of. or 
participation in public activities, and in discerning effective methods of communicating With 
such groups. . •. ....... 

Purpose of Contacts. To gather and exchange infonnati~n, .specifically to: arrange procediues 
and resolve operating problems, follow-up on coordination, assure the free flow of infonpation 
and documents between and among the respective staff, and advise, guide and assist iµ. the 
decision-making process as it pertains to the operation of the Directorate and the programs o(,t4e 
Department of Defense~ 

Mental & Pltyslcal Demands. The incwnbent must have demonstrated the ability to exercise 
mature judgment, initiative and originality. In addition, incumbent must be both tactful and 
persuasive. The incumbent must have the ability to work effectively with senior Deparf:ment · 
officials and top level executives. ~xtreme. mental concentration is required at times with a 

. significant amount of interruption common. Requires good physical stamina to cope· with 
stressful situations and long periods of intensive work • 

• 
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Work Environment. Work is perfonned in· an office within an executive-Ieve~ setting. ·Duties 
may take iricumbent to other areas of the building, ·Other areas of the Washington, DC 
metropolitan ar~ and communities throughout the United States. 

• 



~ ·.· ~ Office of Government Ethics c United States 

~· e; 1201 New York Avenue, NW., Suite 500 
~~N'f ~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant for Research, PD number: DDGS 17284 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Special Assistant 
for Research, PD number: DDGS 17284, a Schedule C position, be excluded from the public 
financial disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

The incumbent is responsible for obtaining and verifying the accuracy of 
information used for the Secretary's speeches, public statements, statements to the 
Congress, public releases, articles for publication, opening statements for press 
conferences and introductory remarks for diplomatic occasions. (Page 2) 

The incumbent is relied upon to perform the necessary research to develop each · 
assignment with authority to call upon any official within the Department of 
Defense for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current national and international political situations, trends in public opinion, 
anticipated public reaction, and must draw fully upon available resources in order 
to obtain and verify the information used for speeches, reports, and similar 
materials in the style and with the tone and emphasis appropriate for the 
individual requester and the occasion. (Page 2) 
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If you have any questions regarding this matter, please contact Michelle Walker at 202-
482-9213. 

Sincerely, 

I J/ .1/: 'ti?! ? lttl·--
1' 

Seth H. Jaffe 
Acting General Counsel 
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INTRODUCTIQN 

The position is located in the office of the Writers Group. Assistant Secretary of Defense 
for Public· Affairs (OASD-PA). The incmnbeot works in a close and confidential capacity with 
the Special Assistmt for Speechwriting (Chief Speechwrlter), the oCputy Assistant Secretary of 
Defense for Public AffiUn (Press Secretary), the Assistant Secretary of Defense for Public 
Aft'ain and the with other senior defense officials. 

The incumbent of this Schedule C position will have access to sensitive infonnation and 
must be a person in whom the supervisor has complete trust and confidence. This close 
relationship is that of a confidential nature required for Scheclule C cxeeptioa. 

MA.JOB DlJTIES 

The iDcmnbent is teSpOnsible for obtaining and verifying the accuracy of infOrmation 
used for the Secntarf s speeches, public statements, statements to the Congress, public releases, 
artidea for publication, opening statements for preu conferences and iDtroductmy mmarb for 
diplomanc occasions.. As needed, the .incumbent may be required to draft short statements or 
remadt:s, and thus should have some writing experience and proficiency. 

The incmnbent is rcliecl upon to pedbam tho necesmy research to develop each 
assignment with authority to call upon any ofti~ within the Department of Defense for detailed 
subject matter background or other data needed. The incumbent is responsible for amdyzing and 
evaluating such circumstances as current national and int.ema!ional political situations, 1reDda in 
public opinion. anticipat.ed public reaction, and must draw fully upon awilable resources in order 
to obtain md verify the inf'm:mation used for speeches~ reports and similar materials in the style 
and with the tone and emphasis appropriate for the individuil requester and the occasion. 

In all cases, the incumbent ensures that the content is in accord with and in advancement 
of the policies and basic philosophy of the Secrctaiy and the Administratk>n. The incumbent 
must keep abn=ast of current programs and policies of the Department of Defense and matters of 
special interest to the Secretary, including international and politico-militmy affairs, Defense
industry relationsbips, conflicts of interest, base closures in order to be immediately responsive to 
frequent requests for research and writing assignments. 

KNOWLEDGI AND ABU.!T!f;§ REQUIRJD 

lbe incumbent must have a thorough knowledge of the organization and fimctiom of the 
Office of the Seaetary ofI>efeDse as well as a comprehensive undersbmdiog of the DoD 
misSion, functiom, and organi?Ation of DoD. He/sbo must have effective liaison with the top 
officials of the DoD in order to maintain policies of the Administration and must have full trust 
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and confidence of the Assistant Secretary of Defense for Public Affairs and other Administration 
officials. 

SpPER'fJSORY CONJROLS 

The incumbent is a direct report to the Chief Speechwriter and is 1.Dlder the very general 
policy guidance of the Assistant Secreta1y of Defense for Public Affairs, Work is performed 
with a high degree of independence, and is subject only to review in terms of overall 
effectiveneu of presentation of materials and perspectives of key departmental officials. 

GUIDELINES 

Guidelines me few, and consist primarily of basic laws, regulations and policies 
governing release of information. The incumbent exeteises a high degree of judgment preparing 
materials, based predominantly on knowledge of the key officials' personal viewpoints, overall 
Administtation policies, the target audience, and overall communications effectiveness. 

COMPLlfXITY 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic meas, etc., the iucumbcnt•s activities must be attuned to presenting the 
policies and penpectives of the Secretary of Defense on a ranp of topics to numerous diverse 
audiences effectively. Must assure consistency of materials with previous presentations and 
written records, as well as considering the impact upon other agencies, private industzy, or 
foreign.governments. 

SCOPE AND EFFECf 

In view of the national impact of DoD activiti~ it is essential to gauge the extent to 
which programs are understood by the general public and by other groups, as well as the extent to 
which these programs are not unde.tstood. Effective operation of the position bears directly upon 
the general understanding of DoD activities by the general public and a variety of interest groups. 

PERSONAL WORK CONTACTS AND PURPQSI 

The incumbent is in regular contact with top-ranking officials of DoD and other 
government agencies. These contacts are for the purpose of giving and receiving information., 
and preparing speeches, presentations, and other materials to persuade the audience to undemtand 
and appreciate the perspectives and viewpoints of the Secretaiy as well as the Administration. 
The projects that result from these contacts are typically extremely sensitive and of great special 
interest to the Secretary and the Administration. 

2 
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PHVSICAL DEMANDS 

The incumbent is sµbject to stressful situations due to frequent short deadlines for 
preparation of matcrial. May involve travel with the SectetaJy to a variety of locations inside and 
outside the United States in order to prepare or revise speeches on the spot. 

WORK El'MRONMENT 

Work is typically performed in an office environment, but occasionally will involve travel 
on commercial. mllitmy aircraft, or land vehicles, etc. while accompanying the Secretary • 

3 



~ ·. ~ Office of Government Ethics 
c United States 

~'I {J 1201 New York Avenue, NW., Suite 500 
~~NI~~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant to the ASD for RA, PD number: DDGS 17318 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Special Assistant to 
the ASD for RA, PD number: DDGS17318, a Schedule C position, be excluded from the public 
financial disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions froin 
reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

The incumbent is responsible for the preparation of communications, public 
statements, statements to Congress, background information, articles for 
publications, opening statements for press conferences and introductory remarks 
for visiting dignitaries, etc., for the ASD/RA. (Page 2) 

The incumbent is relied upon to perform the necessary research to develop each 
assignment with authority to call upon any official within the Office of the 
ASD/RA for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current National Guard and Reserve component activities, trends in public 
opinion, anticipated public reaction, etc. (Page 2) 

The incumbent is responsible for producing articles, speeches, and information in 
different media forms for senior defense officials, including the ASD/RA for the 
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purpose of promoting the department's policies and initiatives concerning the 
National Guard and Reserve. (Page 2) 

The incumbent promotes ASD/RA initiatives with the general public by 
communicating with interested groups, including military associations whose 
areas of interest include National Guard and Reserve related matters. (Page 2) 

If you have any questions regarding this matter, please contact Michelle MaGee at 202-
482-9245. 

Sincerely, 

i .~ .~(·. "-l/./ t'·-_,,.>1-t/l // • I 
j fl 

Seth H. Jaffe 
Acting General Counsel 
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This position is located in the Immediate Office of the Assistant S«retal'Y of 
Defense for Reserve Affairs (ASO/RA). The incumbent works in a close and • 
confidential capacity ~ith the Assistant Secrctan.· of Defense for Rcsel'\·e Affairs \ 
CASO/RA). the Principal Deputy Assistant Sc:cretaiy of Defense for Reserve Affai11 • • l 
(PDASDIRA) and with other senior defense officials. The incumbent serves as•~~· I A,s/s-1'"1-'* ~ 
eaes"'iM:t1H•fer Rcsca ore HMP9ReRl9 H:aisort; providing advice and analyses concerning A-SJ> -M ~A 
issues related to National Guard and Reserve organiations and interested panies who c:b/1, !11 deal regularly \\oith the Office: of the ASDIRA. C7 {~I I 1 

MAJOR DUTIES 

As a member of the Immediate Office of the ASDIRA professional staff. the 
incumbent provides assistance in response to numerous requests from and specialized 
requirements of the ASDIRA. The incumbenl is responsible for the preparation of 
communications, public statements. statements to the Congress. back@round infonnation, 
articles for publications, opening statements for press conferen~s and lmroduc10ry 
remarks· for visiting dignitaries. etc., for the ASDIRA. 

The incumbent is relied upon 10 perform the necessary ~search 10 develop each 
assignment ~ith authority to call upon any official within the Office of the ASDIRA for 
detailed subjm matter background or other data needed. The incumbent is responsible 
for analyzing and evaluating such circwnstances as current Nalional Om.rd and Reserve 
component activities, trends in public opinion, anticipated public reaction, etc .• and must 
draw fully upon available resources in order to develop the text of remarks, reports and 
similar materials in the style and with the tone and emphasis appropriate for the ASDIRA 
and the occasion. 

The incumbent ls responsible for producina articles. speeches. and infonnation in 
different media fonns for senior defense officials, including the ASDIRA for the purpose 
of promotil!B the department's policies and initiatives concerning the National Guard and 
Reserve. 

The incumbent promotes ASDIRA initiatJves ~ith the general public by 
communkating with interested groups: including military associations whose areas of 
interest include national Ouard. and Reserve related matters. These groups would include 
the Association of the US Anny. the National Guard Association of the United States, 1he 
Acijutants General Association, the Reserve OfficerJ A:ssoclation, Naval Reserve 
Association, and similar oraanwtions. The incumbent develops means of soUcitins 
feedback from piiblic and private groups on matters affecting the Reserve Forces and 
ways of displayina results for use by senior DoD leadership. 

! 
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In all cases. the incumbent ensures that the content is in accord with and in 
advancement of the polh:ies and bask philosophy of the Department of Dett:nse and the 
Administration. The incumbent must keep abNast of current programs and policies of 
the Depan.ment of Defense and matters of speciaf interest to the ASD.'RA including the 
organization. reading. training. manpower. resources. equipage. restructuring. fami!iy 
support and other policies of the Resen·e forc~s of the United States in order to be 
immediately responsive to requests for.research and '""riling assignments. 

FACTOR I KNOWLEDGE AND ABILITIES REQUIRED 

The incumbent must have a sound knowledge of the organization and functions of 
the Office of the Secretary of Defense as well as an understanding of the mission. 
functions, and organization of DoO. He/She must be able to effectively liaison with 
senior officials of the DoD in order to maintain currency on major policies of the 
Administration and must have the full trust and confidence of the ASDIRA and other 
Administration officials. 

The incumbent must have the ability to independently research requirements, 
meet with internal and external stakeholders, and prepare comprehensive presentations to 
a variety of audiences. 

The incumbent must have knowledge of the organizations, goals and objectives, 
operations and policies of the seven Reserve components of United States as well as the 
applicable policies, laws, regulations. and directives to apply analytical and evaluative 
methods and techniques to Guard and Reserve issues. 

Knowledge of analytical and evaluative methods and techniques to conduct 
studies, research projects, or surveys. 

f ACTOR 2: SUPERVISORY CONTROLS 

The incumbent is under the general supervision and policy guidance of the 
ASD/PDASD (Reserve Affairs). Incumbent has responsibility for planning. organizing, 
and executing programs, projects, and studies or other work independently, based on 
previous experience in programmatic areas. Incumbent must make independent decisions 
to detennine how to proceed with a task and ·what standard wUJ be adhered to during the 
~ork. 

FACTOR .3: OU(PELIISES 

Incumbent operates within guidelines that include numerious specific and detailed 
guidance for preparing documents, reports, fifes, Directives and Administrative 
Instructions and an extensive body of unwritten guidance on policies and protocols. The 
incumbent must exercise considerab1e judgement in planning, coordinating, and 
accomplishing requirements to insure timely and efficient flow of information. 
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FACTOR 4: COMPLEXlTY 

· Work in\•olves gathering infonnation from m.ultiple sources. identitying and 
analyzing issues and preparing recommendations to resolve issues. cba11enges. and 
problems. Analyses result in improvements and enhancements to the Guard and Reserve 
opeations. 

FACTORS SCOPE; AND EFFECT 

[n view of the national impact of National Guard and Reserve activities, it is 
essential to gauge the extent to which programs are understood by the general public and 
by other groups, as wen as the extent to which these programs are not understood. 
Effective operation of the position bears directly upon the general understanding of the 
Department's priorities and activities. The purpose of the work is to plan and conduct 
promotion of vital policies which are of national interest, scope and impact, and to 
represent the organization with various groups including national military associations 
who have an interest in the National Ouard and Reserve. The work affects the activities 
and operations of the entire Department of Defense. 

FACTOR 617 PERSONAL WORK CONTACIS &lUR.POSE 

The position requires the incumbent to conduct formal and informal contact with 
all levels of management within and outside of the QUSO Personnel & Readiness and the 
OASD Reserve Affairs. The incumbent is in contact with IOp-ranking officials of the 
Department of Defense, the public, and other government agenties. These contacts are 
for the purpose of giving and receiving information and the projects that result from theso 
contacts are often sensitive and of special interest to the ASDIRA. 

FACTQR 8; PHYSICAL DEMANUS 

The work is primarily sendentary, however. some walking and tight lifting of 
typical office materials is required. Incumbent must be capable of working under 
extreme stress, sensitivity of infonnation, and the pressure of constant and short 
deadlines. 

FACTOR 9: WQRK ENVIRONMENT 

The work. is performed in a typical office setting and may require occasional 
travel. 

This position is subject to the random drug testing program and requires a TOP SECRET 
clearance. The incumbent must be able to complete a successful background 
investigation in accordance with security requirements. 



~ ·. @i Office of Government Ethics c United States 

G6.l! e; 1201 New York Avenue, NW., Suite 500 
~4'41iii1Nt i>~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 

Agency Ethics Official 
Department of Defense 
Room3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Special Assistant, PD number: DDGS 17321 

Dear Ms. Bradley: 

You have requested that the future incumbents of the vacant position titled: Special 
Assistant, PD number: DDGS 17321, a Schedule C position, be excluded from the public 
financial disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements if the incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

Researches and performs special and confidential projects at the direction of the 
ASD(LA) involving issues relating to congressional concerns and management's 
responsibilities in these arenas. Prepares briefing papers, position papers, replies 
to Congressional and other governmental inquiries, and similar matters dealing 
with key programs for which the OASD(LA) is responsible. Conducts research 
and analysis from internal information sources, as well as from outside the office 
to prepare such replies or background documents. Maintains cognizance of 
policies, plans, and programs of the DoD which may impact upon the office's 
programs. Provides confidential advice on those matters considered to be 
sensitive in nature. (Page 2) 

Conducts studies and analyses personally assigned by the ASD(LA) on a variety 
of sensitive confidential matters. Undertakes sensitive studies on various aspects 
of the OASD(LA) functions, providing background information, assessments and 
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recommendations involving policy decisions. Typically, these assignments 
involve contacts with the White House staff, staffs of Congressional committees, 
and the staff within the Immediate Office of the Secretary of Defense, the Under 
Secretaries of Defense, the Assistant Secretaries of Defense, and officials of the 
Military Departments to obtain necessary information or viewpoints; to resolve 
differing opinions or to coordinate significant policy decisions. For the most part, 
these assignments are highly visible and time-sensitive requiring quick research, 
analysis, assessment, and recommendations. (Page 2) 

Knowledge of qualitative and quantitative techniques for analyzing and 
measuring the effectiveness, efficiency, and productivity of technical programs, 
along with knowledge of the mission, organization, and work processes of 
programs through (sic) OSD to conduct studies, analyze findings, and make 
recommendations on substantive operating programs. The work requires skill in 
preparing project papers and staff reports and skill in organizing and delivering 
briefings to managers to encourage understanding and acceptance of findings and 
recommendations. (Page 3) 

Thorough knowledge of OSD programs, operations, objectives, and policies along 
with a comprehensive knowledge of management and organizational techniques, 
systems, and procedures is applied in performing a wide variety of analytical 
studies and projects related to specific programmatic issues. (Page 3) 

If you have any questions regarding this matter, please contact Michelle Ma Gee at 202-
482-9245. 

Sincerely, 
!l'.?L ~ /' I/ l 

~~-1../ ~.£ l.h ,{/,/ 7/' l./V 
.~· V L..., t·' 

Seth H. Jaffe 
Acting General Counsel 
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Introduction: 

Special Assistant 
GS-301-11 · 

This position is located in the Office of the Assistant Secretary of Defense for Legislative 
Affairs (ASO(LA)). The incumbent of this position serves as a Special Assistant to the ASD(LA) 
with responsibility for handling ll' wide range of sensitive and confidential program assignments 
of great interest 8nd concern to the ASD. Such ~ig:mnents concern any aspect of the OASD(LA)'s 
functions or responsibilities and 2rovide a basis for policy decisions. 

. --..... -·--·--·-· 

The incumbent of this Schedule C position will have access to highly confidential, sensitive, and 
frequently politically controversial information and must be a person in whom the supervisor has 
complete trust and confidence. This close relationship is that of a confidential nature required for 
Schedule C exception. 

Major Duties: 

The incwnbent performs the following duties: 

- Researches and performs special and confidential projects at the direction of the ASD(LA) 
{--- · involving issues relating to congressional concerns and management's responsibilities in these 
( arenas. Prepares briefing papers, position papers, replies to C.ongrcssional and other 

governmental inquiries, and similar matters dealing with key programs for which the OASD(LA) 
is responsible. Conducts research and analysis from internal infonnation sources, as well as 
from outside the office to prepare such replies or background documents. Maintains cognizance 
of policies, plans, and programs of the DoD which may impact upon the office's programs. 
Provides confidential advice on those matters considered to be sensitive in nature. 

- Conducts studies and analyses personally assigned by the ASD(LA) on a variety of sensitive 
confidential matters. Undertakes sensitive studies on various aspects of the OASD(LA) 
functions, providing background infonnatio~ assessments and recc>mmendations involving 
PQlic;r decisiol)S1_ Typically, these assignments involve contactS with the White House Si&fr, 
·staffs of Congressional committees, and the staff within the Immediate Office of the Secretary of 
Defense, the Under Secretaries of Defense, the Assistant Secretaries of Defense, and officials of 
the Military Departments to obtain necessary information or viewpoints; to resolve differing 
opinions or to coordinate significant policy decisions. For ~e most part. these assignments are 
~ghly visible and time-sensitive requiring quick research, &nalysis, assessment, and 
recommendations. 

- Recognizes the urgency of all assignments, initiating the necessary action required to complete 
assignments in a timely and efficient manner. Determines sources of information for timely 
resolution of problems. 
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- Prepares briefing papers, position papers, replies to Congressional and other governmental 
inquiries, prepares statements and back-up information for issues anticipated in hearings on 
legislation. Perfonns research within the deparcment to obtain requisite infonnation, or obtains 
such infonnation and data from other outside offices. 

Factor 1. Knowledge Required by the Position Level l • 7 -- 12SO points 

.. Knowledge of qualitative and quantitative techniques for analyzing and measuring the 
effectiveness, efficiency, and productivity of technical programs, along with knowledge of the 
mission, organi7.8tion, and work processes of programs through OSD to conduct studies, analyze 
findings, and make recommendations on substantive operating programs. The work requires skill 
in preparing project papers and staff reports and skill in organizing and delivering briefings to 
managers to encourage understanding and acceptance of findings and recommendations. 

Knowledge of organi:zation, programs, missions, and functions of OSD along with knowledge of 
analytical techniques to prepare background material and technical information for use in 
communications throughout the Department Work requires considerable inter-personal skills in 
presenting recommendations and negotiating solutions to disputed recommendations. 

Thorough knowledge of OSD programs, operations, objectives, and policies along with a 
comprehensive knowledge of management and organizational techniques, systems, and 
procedures is applied in performing a wide variety of analytical studies and projects related to 
specific programmatic issues. 

Factor 2, Supervisory Controls Level 2-4 - 4SO points 

Within a framework of priorities and overall project objectives, the employee and supervisor develop a 
mutually acceptable project plan which typically includes identification of the work to be done, the 
scope of the projects, and deadlines for its completion. Within the parameters of the approved project 
plan, the employee is responsible for planning and organizing the study, coordinating with staff and 
personnel, and conducting all phases of the project. This frequently involves the definitive interpretation 
of regulations and study procedures, and the initial application of.new methods. The employee infonns 
the supervisor of potentially controversial findings, issues, or problems with widespread impact. 
Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for 
compatibility with organizational goals, guidelines, and effectiveness in achieving intended objectives. 

Factor 3, Guidelines Level 3-3 ... 275 points 

Guidelines are applicable laws~ regulations. policies, instructions, manuals and traditional practices, 
references, and management and research techniques. Incumbent must interpret and adapt these · 
guidelines to the OASD(LA) needs and develop approaches to difficult problems not covered by 
guidelines. 

Faetor 4, Complexity Level 4-4 -- 225 points 

The work involves gathering information, identifying and analyzing issues, and developing 
recommendations to resolve substantive problems of effectiveness and efficiency of work operations in 



a program or program support setting. Subjects and projects assigned consist of issues, probl~s, or 
concepts which are not always susceptible to direct observation and analysis (e.g., projected missions 
and tunctions). Difficulty is encountered in measuring effectiveness and productivity due to variations 
in the nature or administrative processes studied (e.g., those associated with processing infonuation, 
reorganizing to meet changes often conflicting or incomplete, cannot readily be obtained by direct 
means, or is otherwise difficult to document. The work requires originality in refining existing work 
methods and techniques for application to the analysis of specific issues or resolution of problems. The 
employee may revise methods for collecting data and adopt new measures of productivity. · 

Factor S, Scope and Effect Level 5-4 -· 22S points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of program 
operations or to analyze and resolve problems in the staffing, effectiveness and efficiency of program 
activities. Work involves establishing criteria to measure and/or predict the attainment of program or 
organi7Jltional goals and objectives. Work that involves the evaluation of program effectiveness usually 
focuses on the delivery of program benefits or services at the operating level. Work contributes to the 
improvement of productivity, effectiveness, and efficiency in program operations. Work affects the 
plans. goals, and effectiveness of missions and programs. · 

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts Level le -180 points 

Personal contacts are extensive with senior management levels throughout OSD and outside, which may 
include consultants, contractors, and members of Congress and their staffs. 
Contacts are t.o influence managers or other officials to accept and implement findings and 
recommendations. May encounter resistance due to such issues as organizational and programmatic 
conflict and competing objectives. 

Factor 7, Physical Demands Level 8· 1 -· S points 

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

Factor 8~ Work Environment Level 9-l .... S points 

Work is typically perfonned in an adequately lighted and climate controlled office. May require 
occasional travel. 

Total Points 2615 
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Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Confidential Assistant, PD number: DDGS 17341 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Confidential 
Assistant, PD number: DOGS 17341, a Schedule C position, be excluded from the public 
financial disclosure reporting requirements of Title I of the Ethics in Government Act of 1978, as 
amended. Your request was made pursuant to 5 CFR § 2634.203, which allows the United 
States Office of Government Ethics to exclude the incumbents of Schedule C positions from 
reporting requirements ifthe incumbent has no policy-making role with respect to agency 
programs. Based upon the submitted position description, your request to exclude future 
incumbents is denied. 

The position description indicates that the position entails policy-making responsibilities. 
In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making.decisions: 

Based on an intimate understanding of the views and policies of the Special 
Assistant, provides guidance to staff personnel relating to policies, priorities, 
practices, and procedures, assuring (sic) a smooth and efficient operation and 
relieving him from involvement in important but time-consuming details relating 
to management of programs. (Page 2) 

Undertakes projects which require the exercise of identification of sources of 
information, fact-finding research and investigation, analysis, correspondence 
preparation, and follow-up. These assignments are typically of a highly sensitive 
and controversial nature, and involve contact and coordination with key civilian 
and military officials within Defense, other departments and agencies of the 
Executive Branch, the Congress and the White House. (Page 2) 
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Assembles highly sensitive background information and material as a basis for 
decision·making. Organizes such material in the most effective manner for 
presentation to and use of the Special Assistant. (Page 3) 

At this level, the employee is delegated responsibility and authority to plan, 
schedule, and carry out projects concerned with the analysis and evaluation of 
programs or organizational effectiveness. Analyses, evaluations, and 
recommendations developed by the employee are normally reviewed by the 
supervisor for compliance with broad OSD policy. Findings and 
recommendations are normally accepted without significant change. (Page 3) 

If you have any questions regarding this matter, please contact Ciara Guzman at 202· 
482·9241. 

Sincerely, 

-fltl{f///~ 
Seth H. Jaffe " 
Acting General Counsel 
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1 • Agency Position No • 

DDGS17341 
!. Reason for ~mlssloo bJ Seniice 4. Employlllg Office Locatlon 5. Duty Station 6. OPM Certification No. 8 lledescrlption ~ N&w Hdqtrs 0 Field Washington, DC Pentagon 
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sonnet 
Managament 

b.Department, 
Agency or 
Esta.blishment Confidential Assistant 

c. Second Level 
Review 

d. First L611el 
Review 

•· A11COmrnonded by 

~=·6ir.. •. 
16. OrganlzatlOM1 Title of Position (If diflertNtt from ulfllcaf rltkll 

1 B. Oepertmel'lt, Agenay, or EstabUshment 

Department of Defense 
s. First Subdivision 

Office of the Secretary of Oef ense 
b. S&e:ond Subdivision 

Immediate Office 

19. Employee Review· This 1s an accurate description of the ma1or 
duties and respom1lblllt1e11 of my posltlon. 

Neitha< S.naltlv• Seri1iti110 
Pay Plan Occupational Code Graoe "11dals Date 

GS 301 11 :rF 8/19/11 

17. Nama of Emplayee flf vacant, specify) 

c. Third Subdivision 

d. Fourth Subdlvbion 

e. Fiftll Subdivision 

Signature of Employee (optfonal/ 

20. SuJ)8fVl&ory Cirtlfication. I certify that tlils is an accurate this informstfon Is to be used for :statutory purposes re/sting to 
ststemsnt of the major duties and responslblllties of this P.ositlon appointmtmt and pevmsnt of pubUc funds, and that false or misleading 
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INTRODUCTION:. 

CONFIDENTIAL ASSISTANT 
GS-301-11 

This position is located in the Office of the Secretary of Defense. The incumbent serves 
as a Confidential Assistant reporting to the Special Assistant to the Secretary and Deputy 
Secretary of Defense, with the responsibility for handling a full range of sensitive and 
confidential special assignments of great personal interest and concern to the Secretary and 
Deputy Secretary of Defense. The incumbent .will have access to highly confidential, sensitive 
and frequently politically controversial information and must be a person in whom the supervisor 
has complete trust and confidence. This close relationship is that of a confidential nature 
required for a Schedule C exception. 

As Confidential Assistant to the Special Assistant, the incumbent carries out numerous 
and varied assignments of the highest priority and significance to him, employing a detailed 
personal understanding of his personal views and philosophy, as well as the overall policies and 
viewpoints of the Secretary of Defense. The incumbent is exposed to highly confidential, 
sensitive, and frequently politically controversial information, and must be an individual in 
whom the supervisor has full trust and confidence. This relationship is the basis for the Schedule 
C exception. 

MAJOR DUTIES: 

( Provides administrative guidance and program assistance in internal office management 
\. and administrative support in the coordination and management of a wide variety of sensitive 

and complex projects, studies, and action correspondence, keeping the Special Assistant 
informed of critical developments and providing advice on the administrative aspects of 
problems which may arise. 

Based on an intimate understanding of the views and policies of the Special Assistant, 
provides guidance to staff personnel relating to policies, priorities, practices, and procedures, 
assuring a smooth and efficient operation and relieving him from involvement in important but 
time consuming details relating to management of programs. 

Serves as a point-of-contact for the Special Assistant and, based upon personal 
knowledge of his wishes and of the OSD organization, refers matters out to appropriate office(s) 
for study and action, establishes deadlines, monitors progress, resolves related problems, and 
disseminates his instructions once decisions are made. Follows up to assure that directions have 
been carried out. 

Undertakes projects which require the exercise of identification 'of sources of 
information, fact· finding research and investigation, analysis, correspondence preparation, and 
follow-up. These assignments are typically of a highly sensitive and controversial nature, and 
involve contact and coordination with key civilian and military officials within Defense, other 
departments and agencies of the Executive Branch, the Congress and the White House. Due to 
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\ the sensitive nature of such projects and the level of those persons contacted, the incumbent 

exercises an extremely high level oftact and diplomacy. 

Assembles highly sensitive background information and material as a basis for decision
making. Organizes such material in the most effective manner for presentation to and use of the 
Special Assistant. 

Performs other duties as assigned. 

FACTOR I, KNOWLEDGE REQUIRED BY THE POSITION Level 1-7 -- 1250 points 

Knowledge of a range of specialized areas within the Defense, National Strategic Policy, 
Office of the Secretary of Defense (OSD) command and organizational structure, and related 
political science disciplines and their relationship to public issues or programs. Knowledge of 
and skill in applying a variety of analytical and evaluative methods and techniques to studies of 
complex and interrelated programmatic and administrative matters. Interpersonal and 
administrative skills sufficient to organize and coordinate thorough, systematic, professional 
efforts which may involve multidisciplinary approaches, to meet established and anticipated 
needs of decision makers. Ability to prepare a variety of written documents to present study 
find~ngs and recommendations. Ability to organize briefings for senior level officials. 

FACTOR 2, SUPERVISORY CONTROLS Level 2-4 -- 450 points 
,...-,,~··" 

{ The supervisor typically provides administrative direction. At this level, the employee is 
\ delegated responsibility and authority to plan, schedule, and carry out projects concerned with 

the analysis and evaluation of programs or organizational effectiveness. Analyses, evaluations, 
and recommendations developed by the employee are normally reviewed by the supervisor for 
compliance with broad OSD policy. Findings and recommendations are normally accepted 
without significant change. 

·· ...... ,.-· 

FACTOR 3, GUIDELINES Level 3-4 -- 450 points 

The guidelines consist of basic administrative policy. Guidelines generally do not 
provide detailed information for completing assignments, determining appropriate study methods 
or preparing and presenting finished projects. The incumbent must exercise considerable 
judgment in interpreting and adapting existing precedents and in developing new or improved 
approaches to analyze, develop, and present authoritative information or analyses on 
controversial and nationally important subjects. 

FACTOR 4t COMPLEXITY Level 4-4 -- 225 points 

The employee plans, organize~, and carries through to completion analytical studies 
involving the substance of key OSD programs. The work calls for application of a variety of 
functions and processes to gather information, analyze issues, and develop recommendations. 
The incumbent evaluates and interprets pplicies and projects, develops a range of alternatives for 
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the solution of problems, and coordinates the work of others to accomplish several phases of 
projects concurrently or sequentially. 

FACTOR 5, SCOPE AND EFFECT Level 5-4 - 225 points 

The purpose of the work is to perform broad study assignments related to Inunediate 
Office operations which are of significant interest to the public and Congress. Studies involve· 
fact finding and analysis. The work performed by the incumbent provides the policymakers with 
information and analyses and provides a basis for decision affecting policies and proposals that 
affect activities and operations of the executive or legislative branches of the Federal 
Government. 

FACTOR 6, PERSONAL CONTACTS AND FACTOR 7, PURPOSE OF CONTACTS 
Level 3b - 110 Points 

Personal contacts are extensive throughout the senior management levels of OSD and 
outside the agency which may include consultants, contractors, or business executives in a 
moderately unstructured setting. Contacts are to influence managers or other officials to accept 
and implement findings and recommendations on organizational improvement or program 
effectiveness. May encounter resistance due to such issues as organizational conflict, competing 
objectives, or resource problems. 

FACTOR 8, PHYSICAL DEMANDS Level 8-1 - 5 points 

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

FACTOR 9, WORK ENVIRONMENT Level 9-1 ~- S points 

Work is typically performed in an adequately lighted and climate controlled office. May 
require occasional travel. 

Total Points: 2720 

GS-11 Point Range: 2355-2750 



~ ·. ~ Office of Government Ethics 
c United States 

9J ~ 1201 ~ew York Avenue, NW., Suite 500 
~~~N't ~~ Washington, DC 20005-3917 

Leigh A. Bradley 
Alternate Designated 
Agency Ethics Official 

Department of Defense 
Room 3E783 
1600 Defense Pentagon 
Washington, DC 20301-3917 

October 24, 2013 

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position 
Speechwriter, PD number: DDGS 17345 

Dear Ms. Bradley: 

You have requested that the future incumbents of the position titled: Speechwriter, PD 
number: DDGS 17345, a Schedule C position, be excluded from the public financial disclosure 
reporting requirements of Title I of the Ethics in Government Act of 1978, as amended. Your 
request was made pursuant to5 CFR § 2634.203, which allows the United States Office of 
Government Ethics to exclude the incumbents of Schedule C positions from reporting 
requirements ifthe incumbent has no policy-making role with respect to agency programs. 
Based upon the submitted position description, your request to exclude future incumbents is 
denied. 

The position description indicates that the position entails policy-making responsibilities. 
·In particular, the following language indicates that the position includes advisory responsibilities 
that could impact policy-making decisions: 

As a member of the OASD(P A) professional staff, the incumbent provides 
assistance to the Assistant Secretary of Defense for Public Affairs in response to 
numerous requests from and specialized requirements of the Secretary of Defense. 
The incumbent is responsible for the preparation of speeches, public statements, 
statements to the Congress, public releases, articles for publication, opening 
statements for press conferences and introductory remarks for diplomatic 
occasions, etc., for the Secretary of Defense and for making inputs to, or 
personally preparing, such materials for the White House. (page 2) 

The incumbent is relied upon to perform the necessary research to develop each 
assignment with authority to call upon any official within the Department of 
Defense for detailed subject matter background or other data needed. The 
incumbent is responsible for analyzing and evaluating such circumstances as 
current national and international political situations, trends in public opinion, 



Ms. Leigh A. Bradley 
Page 2 

anticipated public reaction, and must draw fully upon available resources in order 
to develop the text of speeches, reports arid similar materials in the style and with 
the tone and emphasis appropriate for the individual requester and the occasion. 
(Page 2) 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent' s activities must be attuned to 
presenting the policies and perspectives of the Secretary and Deputy Secretary of 
Defense of a range of topics to numerous diverse audiences effectively. Must 
assure (sic) consistency of materials with previous presentations and written 
records, as well as considering the impact upon other agencies, private industry, 
or foreign governments. (Page 3) 

If you have any questions regarding this matter, please contact Ciara Guzman at 202-
482-9241. 

Sincerely, 

Seth H. Jaffe 
Acting General Counsel 
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SPEECH WRITER (GS-0301-13) 

INTRODUCTION 

The position is located in the office of the Assistant Secretary of Defense for Public 
Affairs (OASD (PA)). The incumbent works in a close and confidential capacity with the 
Special Assistant for Speechwriting (Chief Speechwriter), the Deputy Assistant Secretary of 
Defense for Public Affairs (Press Secretary), the Assistant Secretary of Defense for Public 
Affairs and the with other senior defense officials. 

The incumbent of this Schedule C position will have access to sensitive information and 
must be a person in whom the supervisor has complete trust and confidence. This close 
relationship is that of a confidential nature required for Schedule C exception. 

MAJOR DUTIES 

As a member of the OASD/PA professional staff, the incumbent provides assistance to 
the Assistant Secretary of Defense for Public Affairs in response to numerous requests from and 
specialize.cl requirements of the Secretary of Defense. The incumbent is responsible for the 
preparation of speeches, public statements, statements to the Congress, public releases, articles 
for publication. opening statements for press conferences and introductory remarks for 
diplomatic occasions, etc., for the Secretary of Defense and for making inputs to, or personally 
preparing, such materials for the White House. 

The incumbent is relied upon to perform the necessary research to develop each 
assignment with authority to call upon any official within the Department of Defense for detailed 
subject matter background or other data needed. The incumbent is responsible for analyzing and · 
evaluating such circumstances as current national and international political situations, trends in 
public opinion, anticipated public reaction, and must draw fully upon available resources in order 
to develop the text of speeches, reports and similar materials in the style and with the tone and 
emphasis appropriate for the individual requester and the occasion. 

In all cases, the incumbent ensures that the content is in acoord with and in advancement 
of the policies and basic philosophy of the Secretary and the Administration. The incumbent 
must keep abreast of current programs and policies of the Department of Defense and matters of 
special interest to the Secretary, including international and politico-military affairs, Defense
industry relationships, conflicts of interest, base closures in order to be immediately responsive to 
frequent requests for research and writing assignments. 



KNOWLEDGE AND ABILITIES REQUIRED 

The incumbent must have a thorough knowledge of the organization and functions of the 
Office of the Secretary of Defense as well as a comprehensive understanding of the DoD 
mission, functions, and organization of DoD. He/she must have effective liaison with the top 
officials of the DoD in order to maintain policies of the Administration and must have full trust 
and confidence of the Assistant Secretary of Defense for Public Affairs and other Administration 
officials. Must be efficient in preparing speeches, presentations, or other forms of 
communication rapidly and effectively to present the viewpoints of the Department to a variety 
of audiences. 

SUPERVISORY CONTROLS 

The incumbent is under me very general policy guidance of the Assistant Secretary of 
Defense for Public Affairs. Work is performed with a high degree of independence, and is 
subject only to review in terms of overall effectiveness of presentation of materials and 
perspectives of key departmental officials. 

GUIDELINES 

Guidelines are few, and consist primarily of basic laws, regulations and policies 
governing release of information. The incumbent exercises a high degree of judgment preparing 
materials, based predominantly on knowledge of the key officials' personal viewpoints, overall 
Administration policies, the target audience, and overall communications effectiveness. 

COMPLEXITY 

Inasmuch as the programs of DoD encompass a tremendous variety of activities, 
personnel, geographic areas, etc., the incumbent' s activities must be attuned to presenting the 
policies and perspectives of the Secretary of Defense on a range of topics to numerous diverse 
audiences effectively. Must assure consistency of materials with previous presentations and 
written records, as well as considering the impact upon other agencies, private industry, or 
foreign governments. 

SCOPE AND ~FFECT 

In view of the national impact of DoD activities, it is essential to gauge the extent to 
which programs are understood by the general public and by other groups, as well as the extent to 
which these programs are not understood. Effective operation of the position bears directly upon 
the general understanding of DoD activities by the general public and a variety of interest groups. 

2 



{ 
\ 

... ~ ...... --.. _ 

l! 
y 

""····--

PERSONAL WORK CONTACTS AND PURPOSE 

The incumbent is in regular contact with topwranking officials of DoD and other 
government agencies. These contacts are for the purpose of giving and receiving infonnation, 
and preparing speeches, presentations, and other materials to persuade the audience to understand 
and appreciate the perspectives and viewpoints of the Secretary as well as the Administration. 
The projects that result from these contacts are typically extremely sensitive and of great special 
interest to the Secretary and the Administration. 

PHYSICAL DEMANDS 

The incumbent is subject to stressful situations due to frequent short deadlines for 
preparation of material. May involve travel with the Secretary to a variety of locations inside and 
outside the United States in order to prepare or revise speeches on the spot. 

WORK ENVIRONMENT 

Work is typically performed in an office environment, but occasionally will involve travel 
on commercial, military aircraft, or land vehicles, etc. while accompanying the Secretary . 

3 
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