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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 of Information 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 FY 14 by an
agency to exclude certain positions from public FD requirements, and the determination by OGE
to permit 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 S5, 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 Department of State to exclude certain positions from public financial disclosure
requirements which originated at the Department of State. We are therefore sending these
responsive materials, along with a copy of your request, to the Department of State. The
Department’s FOIA Requester Service Center phone number is: (202) 261-8484. We are asking
the Department of State to review the material and respond directly to you.

1201 New York Avenue, NW, Suite 500 | Washington, DC 20005
www.oge.govV



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.”
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January 9, 2014

Cary K. Williams

Assistant General Counsel and
Designated Agency Ethics Official

20™ Street & Constitution Ave, NW.

Washington, DC 20551

Dear Ms., Williams:

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 § 2634.601(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 of Interest
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.

Compliapce Division



CONFLICTS OF INTEREST QUESTIONNAIRE

FEDERAL RESERVE BOARD
DivisiON OF BANKING SUPERVISION AND REGULATION

Full Name: Click here to enter text.
Employee ID (6 digit number): Click here to enter text.
Are you a United States Citizen: 1 Yes 1 No

If no, are you intending to
become a United States Citizen? O Yes L] No

Position:
Section:

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
guestionnaire 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.” | Choosé an | Clickhere to il choose an tem.' | Choose an item. | ‘Click hereto: 1
e D e, ‘enter text, ST e T T 0 enter et R
Click here to enter text. Choose an Click here to Choose an item. | Choose an item. Click here to
item. enter text. enter text,
iClick here to'enter text. . .'-choose an .o d-Clickhere to -~} Choose an jtem. | Choosean item. " | Clickhere ta
G e entertext, L T T L | anter 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,
Click here to'enter text, - | Choosean... | Clickhere to. - Choose an item. | Choose anitem: " |-Cl ]
ek it e ..'}erztertext st Bvl Setdal

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

enter text.

Name of Institution Who owns the Type of Asset Date of Manner of When are you
asget? Acguisition Acquisition able to dsspose‘»’
‘Click here to'enter text. | Choose:an item. | iChoose anitem. | Click here to. | Click here tc enter-f.'__ “Click here to i
SR e BB e e s s e e e pand o et 27| enter fext:
Click here to enter text. Choose an item. | Choose an item. Click here to | Click here to enter Click here to

text.

enter text,

Thick hiere to enter text.

+} Choose an item,

Clickhere o
i lentertextii

-Click here to T
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Click here to
“sntartext.
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Do you currently have a waiver for any of the financial interest(s) listed above?

[ Yes, please explain below.

O No

Ili.  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)
10 enter te A ECIltk here to enter b _”_Cisck here to enter-"'"' ‘Choose: an Click here o | Click here to_r".
G S L ekt i et S em) S| entertext. - | entertext.
Click here to enter text. Click here to enter Click here to enter Choose an Click here to | Click here to
text. text. item. enter text. enter {ext.
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

- Clicl here to.entertext. ="

| Clicknere to enter text, - ©

Click here to enter text. ©

Click here o enter text. .

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click 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 | of the Ethics in Government Act
of 1978 (5 U.S.C. App.); Section 208(a) of Title 18, U.S.C.; Section 2 of the 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.

Click here 1o enter a date.
Employee Signature Date

RESTRICTED FR Page3o0f3




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. (b)(3)
(b)(5) Thanks -- Cary

From: Douglas L. Chapman [mailto:dichapma@oge.gov]
Sent: Tuesday, December 17, 2013 1:10 PM

To: Cary Williams
Subject: RE: Federal Reserve supplemental financial disclosure form

Cary,

b)(5)

‘

Just as an fyi, today is my last day until Dec 30. If you have any questions, we can talk when | 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:dichapma@oge.gov]
Sent: Friday, November 22, 2013 1:40 PM

To: Cary Williams
Subject: RE: Federal Reserve supplemental financial disclosure form

Cary,

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. (b)(3)

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,

| just wanted to let you know that I've started reviewing your request. | will be out all next week so | 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,

| 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

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, | 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 1is 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.

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



Reference Information — BS&R Job Descriptions

Exempt Years of
/ Specific
Non- Education Experience
Job Family Job Title Grade | Exempt Requirement Required
Access Management Senior Access 23 Non- High school 5
Management Technician Exempt diploam
=
Accounting Policy Policy Accountant ™! 24 | Exempt Bachelor's 2
degree
Policy Accountant™] 25 | Exempt Bachelor's 3
degree
Accounting Policy 26 Exempt Bachelor's 4
AnalystT] degree in
Accounting or
Finance
Accounting Policy 27 Exempt Bachelor's 5
Analyst ™| degree in
Accounting or
Finance;
CPA
certification
Senior Accounting 28 Exempt Bachelor's 7
Policy Analyst ™| degree
Senior Accounting 29 Exempt Bachelor's 8
Policy Analyst™-] degree
Accounting Fellow ™ 28 | Exempt Bachelor's 6
degree in
Accounting or
Finance;
CPA
certification
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
Senior Administrator == 24 | Exempt Bachelor's
degree
Supervisory 25 Exempt Bachelor's
Administrator -] degree
Anti-Money Senior Special Anti- 28 Exempt Bachelor's
Laundering Examiner Money Laundering degree
Examiner 2|
Applications Applications Technician 21 Non- High school
Technician | Exempt diploma
Assistant to Division Assistant to the Director 26 Exempt Bachelor's
Director g degree
Assistant to the Director 27 Exempt Bachelor's
rs degree
Assistant to the Director 28 Exempt Bachelor's
™ degree
Communications Communications 24 Exempt Bachelor's
Specialist Specialist -] degree
Senior Communications 25 Exempt Bachelor's
Specialist 7| degree
Computer Computer Applications 22 Exempt Bachelor's
Applications Programmer/Analyst -] degree
Programmer/Analyst
Computer Applications 23 Exempt Bachelor's
Programmer/Analyst -] degree



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 24 Exempt Bachelor's
Analyst ™| degree
Computer Applications 25 Exempt Bachelor's
Analyst™] degree
Senior Computer 26 Exempt Bachelor's
Applications Analyst ™| degree
Senior Computer 27 Exempt Bachelor's
Applications Analyst™] degree
Counsel Counsel™ 28 | Exempt | Law degree;
Bar
membership
Senior Counsel ™ 29 [ Exempt [ Law degree;
Bar
membership
Curriculum Analyst Assistant Curriculum 22 Exempt Bachelor's
Analyst ™| degree
Curriculum Analyst™] 23 | Exempt Bachelor's
degree
Curriculum Analyst™] 24 | Exempt Bachelor's
degree
Curriculum Analyst™] 25 | Exempt Bachelor's
degree
Senior Curriculum 26 Exempt Bachelor's
Analyst ™| degree
Supervisory Curriculum 27 Exempt Bachelor's
Analyst™] degree



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 28 Exempt Bachelor's
Curriculum Analyst -] degree
Economist Economist | 26 Exempt Ph.D
Economist -] 27 | Exempt Ph.D
Economist - 28 | Exempt Ph.D
Event Planner Event Plannert=l 22 Exempt Bachelor's
degree
Event Plannert=l 23 Exempt Bachelor's
degree
Financial Analyst Assistant Financial 22 Exempt Bachelor's
Analyst -l degree
Assistant Financial 23 Exempt Bachelor's
Analyst -l degree
Financial Analyst ™| 24 | Exempt Bachelor's
degree
Financial Analyst™-| 25 | Exempt Bachelor's
degree
Senior Financial Analyst 26 Exempt Bachelor's
s degree
Supervisory Financial 27 Exempt Bachelor's
Analyst -l degree
Supervisory Financial 27 Exempt Bachelor's
Analyst, OC Portfolio degree

Analﬂics-'r':i



http://fedweb.frb.gov/fedweb/bsr/services/reference/jobdescriptions/5655_28.pdf
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Senior Supervisory 28 Exempt Bachelor's
Financial Analyst™| degree
Senior Supervisory 28 Exempt Bachelor's
Financial Analyst, OC degree
Portfolio Analytics -]
Financial Management | Financial Management 22 Exempt Bachelor's
Analyst Analyst™ degree
Financial Management 23 Exempt Bachelor's
Analyst ™| degree
Financial Management 24 Exempt Bachelor's
Analyst ™| degree
Information Security Information Security 24 Exempt Bachelor's
Analyst Analyst T degree
Computer
Science
Information Security 25 Exempt Bachelor's
Analyst ™| degree
Computer
Science
Senior Information 26 Exempt Bachelor's
Security Analyst -] degree
Computer
Science
Senior Information 27 Exempt Bachelor's
Security Analyst ™ degree
Computer
Science
Senior Information 28 Exempt Bachelor's
Security Analyst ™ degree
Computer

Science
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Information Systems Information Systems 22 Non- Bachelor's
Analyst Analyst™ Exempt degree
Information Systems 23 Non- Bachelor's
Analyst™ Exempt degree
Information Systems 24 Non- Bachelor's
Analyst™ Exempt degree
Information Systems 25 Exempt Bachelor's
Analyst™| degree
Senior Information 26 Exempt Bachelor's
Systems Analyst™- degree
Senior Information 27 Exempt Bachelor's
Systems Analyst - degree
International Training International Training 21 Non- High school
Technician and Assistance Exempt diploma
Technician ™/
Senior International 22 Non- High school
Training and Assistance Exempt diploma
Technician ™/
Investigator Investigator 7= 26 Exempt Bachelor's
degree
Special Investigator -/ 27 | Exempt Bachelor's
degree
Senior Special 28 Exempt Bachelor's
Investigator == degree
Manager Manager, (Generic — 29 Exempt Bachelor's
Supervision) 7+ degree
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Manager, (Generic — 26 Exempt Bachelor's
Support) ™ degree
Manager, (Generic — 27 Exempt Bachelor's
Support) ™ degree
Manager, (Generic — 28 Exempt Master's
Support) ™ degree
Manager, (Generic — 29 Exempt Master's
Support) ™ degree
Manager, Accounting 29 Exempt Master's
Policy and Disclosure ™ degree
Manager, BSA/AML 29 Exempt Master's
Risk ™ degree
Manager, Domestic 29 Exempt Master's
Applications 7 degree
Manager, Economist -] 29 | Exempt PhD in
Economics
Manager, Information 29 Exempt Master's
Security and Continuity degree
Management -]
Manager, Information 28 Exempt Master's
Technology Support ™ degree
Manager, Information 29 Exempt Master's
Technology Support ™| degree
Manager, International 29 Exempt Master's
Applications ™ degree
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Manager, International 29 Exempt Master's
Training and Assistance degree
™

Manager, National 29 Exempt Master's
Information Center - degree
Manager, Operational & 29 Exempt Master's
IT Risk™] degree
Manager, Quality 29 Exempt Master's
Assurance 7| degree
Manager, Resource 28 Exempt Bachelor's
Planning and Support -] degress
Manager, Risk Policy 29 Exempt Master's
and Guidance™] degree
Manager, Supervisory 29 Exempt Bachelor's
Guidance and degree
Procedures -

Manager, Supervisory 29 Exempt Master's
Issues and Special degree
Situations -/

Manager, Supervisory 29 Exempt Master's
Policy and Guidance ™ degree
Manager, Surveillance, 29 Exempt Master's
Financial Trends and degree
Analysis -

Manager, System Staff 29 Exempt Master's
Development 7 degree
Special Counsel, 29 Exempt Law degree;
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(Manager) Supervisory Bar
Enforcement Actions - membership
Paralegal Paralegal ™/ 22 Non- Bachelor's 0
Exempt degree
Paralegal ™/ 23 Non- Bachelor's 1
Exempt degree
Senior Paralegal 7| 24 | Non- Bachelor's 2
Exempt degree
Program Budget Sr. Program Budget 26 Exempt Master's 4
Analyst Analyst™ degree
Project Manager Project Manager -] 26 | Exempt Master's 4
degree
Project Manager -l 27 | Exempt Master's 5
degree
Project Manager -l 28 | Exempt Master's 6
degree
Project Manager, 28 Exempt Master's 6
Accounting Policy and degree
Disclosure 7|
Project Manager, ITS, 28 Exempt Bachelor's 8
NIC, and SSIT ™ degree
Senior Project Manager, 29 Exempt Bachelor's 8
(Generic) ™ degree
Senior Project Manager, 29 Exempt Master's 7
Accounting Policy and degree
Disclosure ™|
Senior Project Manager, 29 Exempt Bachelor's 10
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degree

Senior Project Manager, 29 Exempt Master's
Credit Risk ™ degree
Senior Project Manager, 29 Exempt Master's
Emerging Activities 7| degree
Senior Project Manager, 29 Exempt Master's
ITS, NIC, and SSIT™ degree
Senior Project Manager, 29 Exempt Master's
Policy ™ degree
Quantitative Analyst OQuantitative Analyst™ 25 | Exempt Master's
degree
Quantitative Analyst ™ 26 | Exempt Master's
degree
Research Assistant Research Assistant™] 22 | Exempt Bachelor's
degree
Research Assistant ™ 23 | Exempt Bachelor's
degree
Supervisor Supervisor, Generic - 26 Exempt Bachelor's
Supervision 7| degree
Supervisor, Learning 26 Exempt Bachelor's
and Development ™| degree
Supervisor, Resource 26 Exempt Bachelor's
Management & degree
Operations 7|
Talent Management Talent Management 25 Exempt Bachelor's
Specialist Specialist -] degree
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@ 1201 New York Avenue, NW,, Suite 500

%"’lm 9“& Washington, DC 20005-3917
YMENT

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for [lipiaIaotaNg
Dear Ms. Bradley:

You have requested that [RRIaIasiag. 2 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
from reporting requirements is denied.

‘The position description submitted in support of the request indicates that
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 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

report.

924].

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)

Please advise that he is required to submit a public financial disclosure
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-

Sincerely,
) ~2f <« /
MEL { ’f’ é’”

Seth H. Jaffe
Acting General Counsel
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SPEECH WRITER (GS§-301-14)

INTRODUCTION

This position is located in the office of the Assistant Secretary of Defense for
Public Affairs (OASD (PA)). The incumbent works in z cloge and confidential capacity
with the Assistant 10 the Secretary of Defense for Public Affairs (ASD(PA)) and with
other sentor defense officials.

The incumbent of this Schedule C position will have access w0 sensitve 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 &
confidential nature required for Schedule C exception.

MAJOR DUTIES

As a member of the OASI{PA) professional staff, the incumbent provides
assistance 1o the Assistant Secretary of Defense for Public Affairs in response to
numerous requests from and speczahzed requirements of the Secretary and the Deputy
Secretary of Defense. The incumbent is responsible for the preparation of speeches,
pubhc stalernents, statements 1o the Congress, public releases, articles for publication,
opemna statements for press conferences and introdisctory remarks for diplomatic
occasions, ¢te., for the Sccretary and Deputy Secretary of Defense ind for making inputs
to, o1 personally preparing, such materials for the White House.

The incumbent is retied upon 10 perform the necessary research to develop each
assignment with authority to call upon any official within the Department of Defense for
detailed subject mater background or other data needed. ‘The incurnbent is responsible
for analyzing and evaluating such circumstances as current national and imernational
political situations, trends in public Opmmn. anticipaied public reaction, etc., 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 2l cases, the incumbent insures that the content is in accord with and in
advancement of the policies and basic philosophy of the Secretary and the
Administration. The incurnbent 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 undersianding of the
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 speéches, presentations, or
other forms of communication rapidly and effectively to present the viewpoints of the
Department 10 a variety of audiences.

SUPERVISORY CONTROLS

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
independence, and is subject only 1o 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 intumbent exercises a high degree of judgment in
preparing materials, based predominantly on knowledge of the key officials’ personal
viewpoints, overall Administration policies, the iarget audience, and overall
communications effectiveness,

COMPLEXITY

Inasmuch as the programs of DoD encompass & tremendous variery of activities,
personnel, geographic areas, ete., the incumbent’s activities must be attuned to presenting
the policies and perspectives of the Secretary and Deputy Secretary of Defense on 2 range
of topics to numerous diverse audiences effectively, Must assufe consistency of materials
with previous presentations and written records, as wel as considering the impact upon
other agencies, private industry, or foreign govemments.

SCOPE AND EFFECT

In view of the national impact of DoD activities, it is essential to gauge the extent
to which pregrams 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 WORK CONTACTS AND PURPOSE

The incumbent is in regular contact with top-ranking officials of the Department
af Defense and other povernment 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 apprecizte the perspectives and viewpoints of
the Secretary and Deputy Secretary as well as the Administration. The projects that result
from these contacts are typically exwemely sensitive and of great special interest 1o the
Secretary and the Administration.

PHYSICAL DEMANDS

The incumbent is subject 10 stressful sinuations due 1o frequent short deadlines for
preparation of material. May involve trave] with the Secretary and Deputy Secretary to a
variety of locations inside and outside the U.S. in order 1o prepare or revise speeches on
the spot.

WORK ENVIRONMENT

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



United States

Office of Government Ethics
1201 New Yotk Avenue, NW., Suite 500
Washington, DC 20005-3917

October 24, 2013

Leigh A. Bradiey
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for [N It
Dear Ms. Bradley:

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 [NERaet current position description, your request to exclude
from reporting requirements is denied.

The position description submitted in support of the request indicates that
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 of Defense.
The incumbent is responsible for the preparation of speeches, public statements,
statemenis 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
personaily 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,
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 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,

Al ¥ /?/(&

Seth H. Jaffe
Acting General Counsel
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SPEECH WRITER (GS-0301-13)

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 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
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,

-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 circurnstances as current nztional 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 i3 in accord with and in advancement
of the policies and basic philosophy of the Secrétary 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 ABH.ITIES 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 comprebensive 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 Affeirs 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 CO OLS

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 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 sudience, 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 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 industry, or
foreign governments,

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 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 WORK CONTACTS AND PURPOSE

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 understand
and appreciate the perspectives and viewpoints of the Secretary as well as the Administration.
The projects that result from these contacts aze typically extremely sensitive and of great special
‘interest to the Secretary and the Administration.

PHYSICAL DEMANDS

The incumbent is subject to stressfid 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 .



United States

fice of Government Ethics
1201 New York Avenue, NW., Suite 500
Washington, DC 20005-3917

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for [[HIpaeitiy
Dear Ms. Bradley:

You have requested that [IREEERERI, 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 [JIREESIEIT s current position description, your request to exclude
from reporting requirements is denied.

The position description submitted in support of the request indicates that [[IEEICICNS 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 Iength 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 information and data and other support required by
the USD(P) to prepare for public appearances. (Page 2)
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Page 2

In support of OUSD(P)Y’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,

/
At
4 i

Seth H. Jaffe
Acting General Counsel
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POSITION DISCRIPTION
SENIOR COMMUNICATIONS ADVISOR
FOR THE UNDER SECRETARY OF DEFENSE (POLICY)
GS-301-15

INTRODUCTION

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 of DoD policy and plans to achieve national security objectives. The
incumbent will bave access to highly confidential, sensitive and frequently politically controversial
information 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 knowiedge 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; apalyzes and selects pertinent information; drafts and revises text; clears materiais
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 information 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 military leadership.
These projects serve a muititude of purposes and generally are in response to high-priority tasking
from the Secretary or Deputy Secretary of Defense or Congress and often require extremely quick
turnaround time. 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.



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 incumbent 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 organization 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 Secretary 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 Departments, 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 1-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 organizational 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 sigpificant, 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-Supervisory Controls — Level 2-5. 650 points

Because the incumbent is considered OUSD(P)’s expert in writing and editing, the supervisor
provides only administrative direction. Overall assignments are made in terms of broadly defined
statements of policies and objectives. The incumbent independently develops the approach to
assignments and adjusts the scope as needed to achieve the supervisor’s objectives. He/she is
responsible for planning, coordinating, carrying 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 significant substantive review.

Factor 3-Guidelines — Level 3-5, 650 points

The incumbent may expect that his’her work guidelines will consist of basic legislation, broad
agency policy statements, and general references by the USD(P) regarding the desired message of
written and oral communications. There may not be precedents for unusyal 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 information or analyses on controversial and nationally important subjects to persons
with conflicting views.

Factor 4-Complexity — Level 4-6, 450 poin

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
considerations. Problems are often undefined at the outset of the assignment, and variables to be
considered often cross disciplinary lines. 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 intemnational
significance. The incumbent organizes and presents policy options, and often is required to
anticipate the direction of policy questions posed by different audiences.
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Factor 5-Scope and Effect — Level 5-6, 450 points

The incumbent will plan and conduct analyses of vital defense policies which are of pationalor ™ »
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 information and analyses and provide a basis to

influence and make decisions affecting major current and long-range policies and proposals.



Factor 6-Personal Contacts — 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, seniot
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 and 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 recurring 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- f Contacts — Level 7-4. 220 points

The incumbent will present information and balanced analyses 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 assistance during congressional hearings).

' Factor 8-Physical Demands — 18-1. 5 poin
The work is sedentary; it is usually accomplished while the incombent is comfortably seated ata
desk or table. There is some walking and some travel to meetings and conferences away from the
worksite.

Factor 9-Work Environment — Level 9-1, 5 points

The work environment includes the array of risks and discomforts normally found in offices,
conference rooms, libraties, and similar seftings 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

January 10, 2014

Shira Pavis Minton
Ethics Counsel and
Designated Agency Ethics Official
U.S. Securities and Exchange Commission
100 F Street NW.
Washington DC 20549

SUBJECT: Request for exclusion from disclosure reporting requirements for
Dear Ms. Minton:

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 Rkatuiig s current position description, your request to excludejiiili
I (rom reporting requirements is approved.

You stated and the position description submitted in support of your request reflects that
e S Position, Information Technology Specialist, 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.

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

Sincerely,
Wa\()ﬂﬂw - egfl\

Joseph E. Gangloff
Deputy Director for Compliance



UNITED STATES
SECURITIES AND EXCHANGE COMMISSION
WASHINGTON, D.C. 20549

OFFICE OF
ETHICS COUNSEL

January 6, 2014

Walter M. Shaub, Jr., Director

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

RE: Request 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 certain Schedule C positions from the public financial disclosure reporting requirements of
Title 1 of the Ethics in Government Act of 1978, as amended. 1am 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.

Information 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.

hira Pavis Minton
Ethics Counsel and
Designated Agency Ethics Official

Sincerely,

Enclosure



POSITION DESCRIPTION

Position Title: [nformation Technology Specialist PD Number: 0368X00

Pay Plan: SK Series/Grade: 2210-11
Supervisory Status: Nonsupervisory Position Sensitivity: Moderate Risk
FLSA Status: Nonexempt FPL: 13

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

Classnf' catton/lob Grading Certnﬂcatlon I cemfy ghat this position has been classified/graded as required
: eraal Classification Standards.

RO 2005
Signature of Person Auﬁb@ﬁ'zEstabh'sh and Classify position Date
Name:
Title:

Remarks:



U.S. Securities and Exchange Commission
Information Technology Specialist, SK-2210-11
Job Number: 0368X00

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 sofiware, 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 and web operations.

Researches various training and publication sources including vendor-provided and
others, and acquires and maintains a good working knowledge of currently available 1T
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.



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 public.

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 pamphiets, 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.



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
invoives 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 1T 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.



Douglas L. Chapman

From: Smith, Cheryl D. [SmithCh@SEC.GOV]
Sent: Thursday, January 09, 2014 11:03 AM
To: Douglas L. Chapman

Cc: Minton, Shira

Subject:

Hello Doug,

Thank you for reviewing our Schedule C exemption request for (IUECEHINEITS. My responses to your
questions are below:

1. What is the GS salary equivalent to [EIEESIEIEIE's SK-2210-11 pay? [Riikaakakg s scties 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 10 (854,570).

2. Based on [EIEEEEEIE's position description (pg 1, 1st 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 [IEEEIEME 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 Financia! Disclosure Reports (278/278T)
100 F Street, N.E., (Suite/Mail Stop 9150 SP2)

Washingten, D.C. 20549

Phone: (IS}

Y (b)(6)

A candie loses nothing by fighting another candle



Office of Government Ethics
1201 New York Avenue, NW, Suite 500

T
@ United States
3
g
- Washington, DC 20005-3917

February 7, 2014

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

SUBJECT: Request for exclusion from disclosure reporting requirements for [iRtasiogd

Dear Ms. Kane-Piasecki:

You have requested that [IRIEISUSNE: @ Schedule C employee, be excluded from
the public financial disclosure reporting requirements of Title [ 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 IRl s current position description, your request is approved.

Your Jetter states that [JNERaENg 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 exclude [[iiaslealg 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 jji§
- 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,
Bardooa\allon odh fon

Joseph E. Gangloff
Deputy Director for Compliance



& United States .
2 Office of Government Ethics
&

1201 New York Avenue, NW/, Suite 500
$‘§ Washingron, DC 20005-3917

February 6, 2014

Walter M. Shaub, Jr., Director

U.S. Office of Government Ethics
1201 New York Ave., NW., Suite 500
Washington, D.C. 2005-3917

RE: Request to Exclude Schedule C Position from Public Filing

Dear Mr. Shaub,

Pursuant to § 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.

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.

Py 00,

~Chery] Kafie-Piasecki
Alternate DAEO

Attachment



CONFIDENTIAL ASSISTANT
GS-301-09
PD# 14E212

INTRODUCTION

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 assighed. 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.



FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION (LEVEL 1-6, 850
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 (L.EVEL 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



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



United States .
Office of Government Ethics
1201 New York Avenue, NW., Suite 500
Washington, 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
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 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 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:

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 parties’ 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
Page 2

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 incombent (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

Acting Dgputy Director for Compliance
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* The “Explanation” sectlon should be used to show the reason If
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securily purposas. [f this is an ADP posilion, wiite the Istter "C*
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13. Enter compatitive level code for use In reduction-In-force actions,
See FPM Chapter 351,

14, Agencies may use this block for any addilional coding
raquirement.

*18. Enter classification/job grading aclion.

« For "Official Title of Position,” ses the applicable classification
or Lob grading standard, For positlons not covered by a
published standard, see the General Inlroduction to "Position
Classification Standards,” Section li, for GS positions, or FPM
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Occupations,” Part 1, Section Ili.
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17. Enler the nams of the Incumbent. If thera is no incumbent, enter
"vacancy."
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Confidential Assistant
AD-301 (equivalent to GS-301-9)

AJOR DUTIES

The incumbent serves as an aide and confidential assistant to the Deputy United States
Trade Representative (DUSTR). The DUSTR has the title of Ambassador and an
Executive Level Il 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 progtam by managing
internal 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 representatives
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 trust 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 the 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 EOP 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 for 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 further 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 pature 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, 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 information, and presents it to supervisor prior fo informing him of the
pending eall.



10,

11.

The incumbent makes arrangements for conferences on a wozild-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 smmmary papers and
compose detailed accounts of any such conferences. Af 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 informed of the current status of work in progress through
the Office of the United States Trade Representative and is responsible for
channeling such information to supervisor when it desirable to do so.

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.

Incumbent keeps supervisor's calendar, establishing priorities, refusing
appointments, 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.

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

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

Incumbent 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 Ambassador's 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 of furniture, etc. Incumbent maintains a knowledge of purchase
chargeable to representation funds and composes memoranda to the administrative
staff regarding expenditures from that account.

Incumbent insures that ali official social obligations are met. Atranges 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.

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



12.

13.

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

Incumbent makes all of the travel arrangements 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.

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

FACTOR 1. KNOWILEDGE REQUIRED BY THE POSITION

1.

Ability to ascertain detailed knowledge of on-going USTR programs and staff
assignments, ‘

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.

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

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

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

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.

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

FACTOR 2. SUPERVISORY CONTROLS

The supervisor makes assignments 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 instructions, 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 ot 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 resuits 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. 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 major responsibilities are those of a confidential assistant, and to act as a personal
representative of the DUSTR 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 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 has Ambassadorial title (Executive Level HT), the incumbent 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
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 ouigoing telephone calls for the DUSTR as requested
or as determined as appropriate.

Incumbent transmits the DUSTR's instructions 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 cagrying 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

To0IS.-

This position is subject to the Fair Labor Standards Act
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position may be reviewed and correcled by the agenc
of Porsonnel Management ln(ormal on or\_ asyg! ca onﬂ g Rg
appesls, and lng laints on axempllon from FLSA, Is avallable from |
personrel office or the U.S. Office of Personnel Management.

23. Position Review inflis!s Date Initials In{jals Dals Tnillals_ Dalo Inltiais Dale

a. Employee (oplfonei}

b. Supenvisor

¢. Classifiar E

24, Remarks

*GS-07 Statement of Differance to G5-09 level PD

26. Description of Major Dutles and Responsibilities {Seo Allachad)
Oi- 8 1-85)

NSN 7640-00-624-4265 Previous Editlon Usablo £008-1068 A Pk seanel Menagoment
FPM Chapler 295




Optional Form B{BACK) {Revised 1/85)

instructions for Completing Optional Form 8
POSITION DESCRIPTION

In order fo comp‘l)/ with the requiremenis of FPM Chapter 285,

subchapter 3, an

other provisions of the FPM, agencles must

complefe the jtems marked by an asterisk. Agencles may defermine
what other items are to be used.

*.

Enter gosltlon number used by the agency for control purposes,
See FPM Chapler 312, Subchaptler 3.

*2, Check one.

+ "Readescription” means the dutles andior responsibllities of an
existing position are belng changed,

+ "News” means the gosinon has not previously existed.

* "Reeslablishment™ means the posltion previously existed, but
hed been cancelled,

+ “Other” covers such things as change In tille or occupational
series without a change in duties or responsibliities.

* The "Explanallon” section should be used to show the reason If
*Other” Is checked, as well as any positlon(s} replaced by position
number, title, pay plan, occupational code, and geade.

3, Check one.

*4,

*5.

Enfer geographical lacatlon by clly and State (or if posltion Is in a
farelgn couniry, by ¢ty and country).

Enter geographical lacatfon If different from that of #4,

8. To be complsted by OPM when cerlifying positions. {Seo liem 156

7.

10.

for date of OPM cerificatlon) ~For SES and GS-16/18
positions and equivalent, show the position number used on
OPM Form 1390 {(o.g., DAES0012),

Check one 1o show whether the incumbent s exempt or
nonexempt from the minimum wage and everlime provisions of
ths Falr Labor Standards Act. Ses FPM Chapter 451,

. Check box if statement is required, See FPM Chapler 734 for

the Executiva Personnel Financial Disclosure Report, SF 278,
See FEM Chapler 738, Subchapler 4, for tha Employment and
Flnancial Interests Statement.

. Check ona {o show whether ldentical Additional positions are

permilted. See FPM Chapter 312, Subchapler 4. Agencles may
show the number of such positions authorized and/or established
after the "Yes" block,

Check one, See FPM Chapler 212 for informaffon on the
corrsrewive service and FPM Chapler 243 for tha excepted
servico, For a poslilon in the excepted service, enter authorily
for the excepllon, e.g., "Schedule A-213.3102(d}" for Allorney

ositions excepled under Schedule A of the Civil Setvice
&egulallons. SES (Gen) stands for a General position In the
Serior Exacutive Servica, and SES (CR) slands for a Carear
Reserved position.

11, Check one.

12,

» A "Supepvisory” posilion Is one ithat meels the requirements
for a supervisory titte as set forth In current OPM dassification
and job-grading guldance. Agencies may deslgnale first-level
supervisory poslifons by placing *1” or "{s" after “Supervisory.®

» A “Managerial” position is one that meets the requirements for
such a designalion as set forth in current OPM classification
guidance,

Check one lo show whether the posillon Is non-sensitive,
nonesitical sensitive, crlical sensitive, or speclal sensiive for
security purposes, |f this s an ADP posilion, write the letter "C"
beside tha sensivity.

13,

14,

*15,

186,

17.

*18.

1

<

20.

*21.

22,
- the data of lssuance, 6.g., "Mall an

23.

24,

*25,

Enter competitive level code for use in reduction-in-forcs actions.
See FPM Chapter 351,

Agencles may use this block for any addilional coding
requirement.

Enter classificatlon/job grading action.

» For "Officlal Title of PosHion,” see the applicable classification
or job grading standard. For positions not covered by a
published standard, see the Ganeral Introduction fo *Position
Classlfication Standards,”* Sectlon ili, for GS posifions, or FPM
Supplement 512-1, "Job Grading System for Trades and Labor
Occupallons,” Pad 1, Sscllon [,

+ For "Pay Plan code, see FPM Supplemsnt 292-1, "Personnel
Data Standards,” Book HI.

» For "Occupational Code," see the applicable standard; or,
whare no standard has beeh published, sea the "Handbook of
Occupationa!l Groups and Serles of Classes” for GS positions,
or FPM Supplement 512-1, Pat 3, for frades and labor
positions. For alt positions in scientific and engineering
occupations, onter the two-dlgit functional c¢lassification
code in parentheses Immedlately followin the
occupational code, o.g., "GS-1310$14)." The codes are
listed and discussed In the General Introduclion to "Position
Classlfication Standards," Sectlon V.

Enter the organlzational, functional, or working title i It differs
from the officlal title.

Enter the name of the incumbent. f there Is no ncumbent, enter
"vacancy."

Enter the organizational locatlon of the position, stariing with the
name of the department or agency and working down from there.

. if the position Is ocgupled, have the Incumbant read the aftached

description of duties and responsibililes. The smployes's

signatura Is optional,

This statement normally should be carilfied by the immediate
supervisor of the posilion, At ils oplien, an agency may alse
have a higher-level suparvisor or manager codify the statement,

This slatement should bs cerfified by the agency official who
makes tho classificalionfob grading decisfon. Depenting on
agency regulations, this officdal may be a personnel office
rapresentalive, or a manager or supervisor delegated
classificationfiob grading authority.

Enter the position classificationfob (ﬂ:a}ld!nggiaaré%aﬂ(s} gggg and
e, GS-306, May

Agencles are encouraged {o review periodically each esteblished
Positlon fo determine whether the position is still necassary and,
f so, whether lhe position description is adequale and
classmcauon?ob grading is proper, See FPM Leiter 836-1 {to be
incorporated Into FPM Chapter 638}, This saction may be used
as part of the review process, a employee'’s Initials are
optional. The Inifials by the supervisor and classifiar repressnt
recortifications of the stafements In items #20 and #21
respectively.

This section may be used by {he agency for additional coding
requirements or for any appropriate remarks.

Rpe the description on plain bond paper and ailach o the form,
e agency Fosllkon number should be shown on ths atlachment.
See apprepriate Instructions for format of the description and for
sy requirements for evaluation documeniation, 8. g,
"Instructions for the Factor Evaluationy Syslem,” In the General
Introduction to "Position Classificatlon Standards,” Seclion Vil.



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

STATEMENT OF DIFFERENCE TO:

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

The incumbent performs 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 plans and catries out the successive steps and handles
problems and deviations in the work assignments in accordance with insfructions,
policies, previous training, or accepted praclices 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 (DUSTR), The 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
internal 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, membets of Congress, ranking foreign government representatives
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 trust 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 the 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 EOP 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 for 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 further research.
Also offers useful suggestions where appropriate.

3. Theincumbent 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, and which can be referred
elsewhere, When the calls involve matter on which the Ambassador will require
background information, incumbent tactfully posipones the conversation, obtains
required information, and presents it to supervisor prior to informing him of the
pending call, '



10.

11,

The incumbent makes arrangements for conferences on a world-wide basis,
including the acquisition of required space, people, time, ete. 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 accounts 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 comumitments made by supervisor.
The incumbent keeps informed of the current status of work in progress through
the Office of the United States Trade Representative and is responsible for
channeling such information to supervisor when it desirable to do so.

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.

Incumbent keeps supervisor's calendar, establishing priorities, refusing
appointments, 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.

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

Recognizing the need for a response, and the Ambassador's views and desires, the

incumbent drafts letters of acknowledgement, commendation, notification, etc.

Incumbent assists with the selection of clerical, stenographic, and secretarial
employees in supervisot's organization, and assists with the assignment selection,
ete. Incumbent coordinates other personnel actions, at the Ambassador's 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 of furniture, etc. Incumbent maintains a knowledge of purchase
chargeable to representation funds and composes memoranda to the administrative
staff regarding expenditures from that account.

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, ete. Settles accounts with restaurants, clubs or
caterers as necessary.

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



12.

13.

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

Incumbent makes all of the travel arrangements 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.

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

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION

L.

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

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.

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

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

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

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.

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

FACTOR 2. SUPERVISORY CONTROLS

The supervisor makes assignments 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 handies problems and
deviations in the work assignment in accordance with instructions, 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 usuatly 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 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. 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 major responsibilities are those of a confidential assistant, and to act as a personal
representative of the DUSTR 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 fo 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 has Ambassadorial title (Executive Level III), the incumbent will
participate in the management of supervisor's programs by performing secrefarial,
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
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 instructions 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 carrying 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

1ooms.

This position is subject to the Fair Labor Standards Act



0, United States .

% Office of Government Ethics
& 1201 New York Avenue, NW,, Suite 500
?@ Washington, 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 suppott 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 ail subsequent incumbents who fili 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,

‘d’ ha 1an
Acting Duty Director for Compliance
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Optionial Form 8 (BACK) {Reised 1/85)

instructions for Completing Optional Form 8
POSITION DESCRIPTION

In_order fo compéy with the requirements of FPM Chapter 295,
subchapter 3, and other provisions of the FPM, agencles must
complele the items marked by an asterisk, Agendcles may dotermine
what other items are to be used.

*1. Enter Bosllton number used by the agency for controf purposes,
See FPM Chapler 312, Subchapter 3.

*2. Check ona.

+ "Redescription" means the dulfes andfor responsibifiies of an
exisiing position are being changed,

+ “New" maans the position has not previously existed,

+ "Reestablishment® means the position previously existed, bul
had been cancefled,

» "Other™ covers such [hings as change in title or occupational
serias wilhout a changa in duties or responsiblilies,

' The “Explanaflon sectlon should bo used to show the reason [f
"Other" Is checkod, as well as any position(s) raplaced by position
number, title, pay plan, cccupational code, and grade,

3, Check one.

*4. Enter geographical location by city and State {or if position is in a
foralgn country, by ¢lly and country).

*5. Enter geographical lacation if different from that of #4,

8. To be complated by OPM when cerlifying positions. (See Item 16
for date of OPM ceilification) For SES and GS-16/18
positions and squivalenl, show the position number used on
OPM Form 1380 {e.9., DAES0012).

*7. Check one to show whother the Incumbent is exempt or
nonexempl from the minimum wage and overlime provisiens of
the Falr Labor Slandards Act. See FPM Chapler 551.

8. Check box If stalement Is required. See FPM Chapter 734 for
the Exacutive Personnel Financial Disclosure Repot, SF 278,
See FPM Chapter 735, Subchapter 4, for the Employment and
Finencial Inferests Statement.

9. Check one to show whelher identical Addilional positions are
permitted. See FPM Chapter 312, Subchapfer 4. Agencles may
show the number of such positions authorized and/for established
after the "Yes" block.

10, Check one. See FPM Chepler 212 for informalion on the
comg‘a;litive service and FPM Chapter 213 for lhe excepted
service. For a position in the excepled service, entsr authority
for the exception, e.g., *Schedule A-213.3102(d)" for Affornay

osifions axceé)led under Schedule A of the Clvil Semvice

agulations. SES (Gen) stands for a General posiifon [ the
Senlor Execuliva Service, and SES (CR) sfands for a Career
Reserved positien.

11. Check cne.

+ A "Supervisory” positon is one that mesls the reguirements
for a supervisory tille as set forth in current OPM classification
end job-grading guldance., Agencles may designate first-level
supetvisory posltions by placing "1" or “1sl" after "Supervisory,”

+ A “NManagarial” position is ona that meels the requirements for
suicéa a designalion as set forth In current OPM dlasslfication
guidance.

12, Check one fo show whether the position is non-sensliive,
nongcrilteal sensitive, crilical sensltive, or special sensitive for
securily purposes. If this is an ADP positlon, write the letler 'C"
beside the sensltivily.

13. Enter competitive level cods for use In reduction-n-force aclions.

See FPM Chaptar 351.

14, Agencies may use this bleck for any additional coding

requirement.

*15. Enter classificationfjob grading action.

s For "Officlal Tille of Position,” see the applicable classification
or [ob grading slandard. For positions nat covered by a
published standard, see the General Introduction {o "Position
Classlfication Standards,” Section 11, for GS positions, or FPM
Supplement §12-1, "Job Gradlng System for Trades and Labor
Occupations,” Part 1, Section Hi.

' For "Pay Plan code, sea FPM Supploment 202-1, "Personnel
Data Standards,” Book I,

» For "Occupational Code,” see the applicable standard; or,
where no standard has been published, see the "Handbook of
Occupallonal Groups and Series of Classes™ for GS positions,
or FPM Supploment 512-1, Part 2, for trades and labor
positions. For all positions In sclentific and enginearing
occupations, enter the fwo-digit functional classification
code In parentheses Immediately following ‘the
occupational code, e.g., “"GS-1310{14)." The codes are
listed and discussed in the General Introduction to "Position
Classificeffon Standards," Section V1

16. Enter the organizational, functional, or working title if il dlffers

from the official {itle.

17. Enter the name of the incumbent. If there Is no Incumbent, enter

“vacancy."

*18. Enter the organizational location of the posillen, stading with the

name of the deparimant or agency and working down from there.

19. If the posiion is accupled, have the Incumbent read the atlached

descrnplion of dules and responslbliiies, The employee'’s
signature is opilonal,

*20, This statement normally should be cerlified by the Immediale

supervisor of the posilion, At its option, an agency may also
have & higher-level suparviser or manager certify the statement.

*21. This stalemen! shouid be certified by the agency officlal who

makes the classificalion/job grading decision. Depending on
agency regulations, this officlal may be a personnst office
represenlativa, or a wmanager or supervisor delegated
classificatlonfjob grading authorty,

22. Enter the position classificalionfob (?radln standard(s} used and

the date of Issuance, 8.9., “Mall and File, GS-305, May 1677."

23. Agencias are encouraged to review petfodically each established

roslﬂon to deterinine whether the position Is slill necsssary and,
f so, whether the posilion description Is adequale and
classiﬂcaﬁon!{ob grading Is proper, See FPM Leiter 536-1 {lo be
incorporated into FPM Chapter 536){. This section may he used
as part of the review process. The em({)]oyse’s Initlals are
oplional, The initials by the suparvisor and classifier represent
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“ingtructions for the Factor Evalustion System,” In the Generai
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Correspondence Analyst
AD-301 (equiv to GS-301-09)

Introduction

The incumbent of this position serves as a Correspondence 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.

Duties

The incumbent is responsible for controlling internal and external correspondence, and main
invitations addressed to the U.S. Trade Representative (USTR). Responsibilities include but are

not limited to:

1.

Serves ag USTR’s liaison in tracking all cortespondence and mail addressed to the USTR
from various sources, ¢.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 appropriate, determining
appropriate agency clearance, ensuring that appropriate coordination among offices takes

place, and that deadlines are met.

Responsible for the oversight and coordination of White House Referrals,
Coordinates and/or responds to speech requests and invitations for the USTR.

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

Analyzes incoming correspondence to determine nature of request 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 for signatute.

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.

Assists as needed in retrieving and handling inquires and invitations of a confidential and
sensitive nature from key officials, and other Federal agencies, private organizations, and

- state and local agencies,

Performs other duties as assigned.



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

I. Extensive knowledge of the mission, operations, major issues, program goals and
objectives, work processes, and administrative operations and activities of USTR 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 of White House procedures concerning the clearance of documents.
3. Knowledge of correspondence 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 communication 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 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 from an overall 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

Guidelines include policies, prioritics 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 revised guidelines are needed.



FACTOR 4. COMPLEXITY Level 4-3, 150 Pts

The work principally involves dealing with problems and telationships of a procedural nature.
Projects usually take place within organizations with related functions and objectives, although
organization and work procedures differ from one assignient to the next. Findings and
recommendations are based upon analysis of work observations, The USTR relies on the
incumbent fo ensure that there is a smooth and timely flow of information 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
important information. The USTR serves as Chief advisor to the President on trade policy
opetations. The timely information disseminated from the agency effects important relations
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. Government agencies,
Congressional sfaff, the private sector and representatives of foreign governments.

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

The 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 Level 8-1, 5 Pts
The work is sedentary.
FACTOR 9. WORK ENVIRONMENT Levet 9-1, 5 Pts

Work is performed in an office setting.

TOTAL POINTS =2095
GS grade level = 09

This position is covered under the Fair Labor Standards Act,
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Optional Form 8 {BACK) (Revised 1/85)

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

In order to comply with the requiremenis of FPM Chapter 295,
subchapter 3, and other provisions of the FPM, agencies must
complele the items marked by an asterisk. Agencles may determine
what other items are fo be used.

*4, Enler position number used by the ageney for control puiposes.
See FPM Chapler 312, Subchapler 3,

*2, Check one,

s "Redescripion® means the dutles and/or responsibllites of an
existing position are belpg changed.

» "New" means the tpositicon has not previously existed.

» "Reeslablishment means the posilion previously exisled, bul
had been cancelled,

+ "Other” covars such things as change in titte or occupational
serles without a changs in duties or responsibliities.

» The “Explanatlon” section shouid be used to show the reascn If
"Other" 1s chocked, as well as any positioa(s) replaced by position
number, title, pay plan, ocoupational code, and grade,

3, Chack one.

*4. Enter geographical localfon by city and State (or [f positlonisin a
foreign country, by clly and country),

*5. Enter geographical location If different from thal of #4.

6. To be completed bziOPM when cariifying positions. (See Hem 16
for data of OPM cedification) For SES and GS-18/18
positions and equivalent, shew the position number used en
OPM Form 1390q(e.g.. DAES0012).

*7. Check one to show whether the Incumbent Is exempt or
nonexempl from the minfmum wage and overtime provislans of
the Fair Labor Standards Act. Ses FPM Chapler 861,

8, Check box if stalement Is required. See FPM Chapler 734 for
the Execulive Personnel Financlal Disclosure Repoit, SF 278,
See FPM Chapter 735, Subchapler 4, for the Employment and
Finandlal Interests Statement,

8, Check one to show whather Identical Additionatl pesitions are
pormitted. See FPM Chapler 312, Subchapler 4. Agenciss may
show the number of such posillons authorized andfor sslablished
after the “Yes" black.

10. Check one. Ses FPM Chapler 212 for informafion on the
compelilive service and FPM Chapter 213 for the excepted
service, For a posltion In the excepled service, enter authority
for the exceplion, a.g., “Schedule A-213.3102(d}" for Aftornay
osilions  excepled under Schedule A of the Clvil Service
egulations. SES (Gen) stands for a General posilion In the
Senlor Execufive Service, and SES (CR) stands for a Career
Reserved posltion,

11, ChecX one,

+ A "Supesvisory" positien Is one that meets the requirements
for a supervisory title as set forth In current OPM classification
and job-grading guldance. Agencies may designate first-level
supervisory positions by placing “1" or “1st” after "Supervisory.”

+ A "Managerial” posilion is ona that meats the requirements for
su;:(? a deslgnation as set forth In current OPM classlfication
guidance,

12, Check one fo show whather the position Is non-sensitive,
noncritical sensitive, critical sensitive, or special sensitive for
sacurily purposes, If this is an ADP position, write the letter "C"
beside the sensitivily.

13, Enter competitive leve! coda for use In reduction-In-force actions.
Sea FPM Chapter 351,

14, Agenciss may use {his block for any additional coding
requirement,

*15, Enter classificationfob grading action,

« For "Officlal Title of Position," see the applicable classification
or job grading standard. For posilons not covered by a
published standard, ses the General Intraduction to “Positien
Classlfication Standards,” Section I, for GS positions, or FPM
Supplement §12-1, "Job Grading System for Trades and Labor
Occupations,” Part 1, Section IH,

« For "Pay Pian cote, see FPM Supplement 292-1, *Personnel
Date Slandards,” Book lll.

+ For "Occupational Code,” see the applicable standard; ar,
where no slandard has been published, see the "Handbook of
Qccupational Groups and Series of Classes® for GS pasllions,
or FPM Supplement 612-1, Part 3, for trades and Iabor
positions. For all positions In sclentific ‘and engineering
occupntions, enter the two-digit functional classification
code In parentheses Immedlately following the
cccupational code, e.g., "GS-1310S14)." The codas are
listed and discussed In the General Introduction to "Posilion
Classification Slandards,” Section V1.

18. Enler the organizational, functional, or werking title if if differs
from the officlal tifle.

17. Enter the name of the incumbsent, If there Is no Incumbent, enter
“yacancy.”

*48, Enter the organizational location of the position, stariing with the
name of the department or agency and wosking down from lhere.

19. If the position Is occupled, have the Incumbent read the atlached
description of dulles and responsibliities. Tha employee's
signafure Is oplional.

*20. This statement normally should be cerfified by the Immediate
stipervisor of the Fosllion. At {ts opffon, an agency may aiso
have a higher-lavel superviscr or manager corlify the statement,

*21. This statement should be cerlified by the agency official who
makes the tlassificationfjob gradtng deciston. Depending on
agency regulations, this officlal may ba a personnel office
representative, or 8 manager or supervisor delegated
classificationfjob grading authority.

22, Enter the positlon dassificatlonfjob éaradln standard(s) used and
the date of Issuance, e.g,, "Malf and File, GS-308, May 1977,

23, Agsncles are encouraged fo raview pericdically each established
Fosiﬁon to determine whether the position Is siilt necessary and,
f so, whether the posillon description is adaquale and
ciassiﬁcationlfob gradlng is proper. See FPM Leller 536-1 (lo ba
Incorporated Into FPM Chapter 536)'._hThls section may be used
as part of the review process, [ emdployee's initials are
oplional. The initlals by the supervisor and classifier represent
recettifications of the slatements In Hems #20 and #21
respecilvaly.

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

*25, gpe the dascriptfon on plain bond paper and atlach to the form.
‘Tha agency positien nunber should be shown on tho altachment.
See appro‘)na!e Instructions for format of the descriplion and for
any requiremenis for evalualion documentation, e. g.,
"instructions for the Factor Evaluation System," in the Genaral
Introduction to "Posillon Classification Standards,” Ssctlon Vil.



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

STATEMENT OF DIFFERENCE TO:

Correspondence Analyst
AD-301 {equiv to GS-09)

The incumbent performs duties that are essentially the same as those petformed at the
GS-09 level, but with a closer level of supervision. 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 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 conformity
with agency policy and established objectives.



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

Infroduction

The incumbent of this position serves as a Correspondence 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.

Duties

The incumbent is responsible for controlling internal and exiernal correspondence, 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 correspondence 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/representatives, ete.
Responsibilities include determining if responses are needed or appropriate, determining
appropriate agency clearance, ensuring that appropriate coordination among offices takes
place, and that deadlines are met.

Responsible for the oversight and coordination of White House Referrals.
Coordinates and/or responds to speech requests and invitations for the USTR.,
Controls, modifies or oversees systems modifications, and maintains agency tracking

system. Develops reports and extracts information for reporting to the USTR on overdue
correspondence.

Analyzes incoming correspondence to determine nature of request 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 for signature.

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,

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

Performs other duties as assigned.



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

L. Extensive knowledge of the mission, operations, major issues, program goals and
objectives, work processes, and administrative operations and activities of USTR 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 of White House procedures concerning the clearance of documents,
3, Knowledge of correspondence 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 communication 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 superyisor, in
consultation, develop deadlines, projects, and work to be done,

The employee, having developed expertise in the line of work, is responsible for planning and
catrying out the assignment, resolving most of the conflicts that arise, coordinating the work with
others as necessaty, and interpreling 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 from an overall standpoint in terms of feasibility, compatibility with
other work, or effectiveness in meeting requirements or expected resulis, '

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

Guidelines include policies, priorities 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
sitnation and know when new or revised guidelines are needed.



FACTOR 4. COMPLEXITY Level 4-3, 150 Pts

The work principally involves dealing with problems and relationships of a procedural 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 on the
incumbent to ensure that there is a smooth and timely flow of information between the agency
and the public.

FACTOR 5. SCOPE AND EFFECT Level 5-3, (50 Pts

The incumbent is responsible for controlling and ensuring adequate responses to sensitive and
important 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 CONTACTS Level 6-3, 60 Pts

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

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

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

FACTOR 8. PHYSICAL DEMANDS Level 8-1, § Pts
The work is sedentary,
FACTOR 9, WORK ENVIRONMENT Level 9-1, 5 Pts

Work is performed in an office setting.

TOTAL POINTS = 2095
GS grade level = 09

This position is covered under the Fair Labor Standards Act.



2, United States .

% Office of Government Ethics
& 1201 New York Avenue, NW, Suite 500
& Washington, 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 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 202-482-9223,

Acting Deputy Director for Compliance



. 1. Agency Position No,

POSITION DESCRIPTION (Flsase Read Instructions on the Back)

2. Reason for Submission 3. Servico 4. Employing Offica Locallon 6. Puly Statlon 6. OPM Certification No.

[ Tredescaipton {5} New | IXIHaqus [ Flers [Washington, DC Washington, DG

7. Fa¥ Lebor Slanderds Acl 8. Financlal Statements Required 9, Subjact to 1A Actlen
[ |Reestabnishmant [ ] Otner E‘;e' r:p ; a E}chnaxempt Erscha s oy [ Jersomunt | Fy 9
Explanation (Show any posltions replaced) Finanael Bisdlosuro Francal Intorest es o
190. Position Stalus 11. Position Is | 12, Sensitvily 13. Compatitiva Leve! Codo
{_Jeompeiiive [suontsory ([ g0 [X]2-coiea
[Xexcepted (specity In Romerksy ][ JManegeril 2ol [ -0 14, Agency Use
{ |8ES (Gan) D SES (CR) t-la'thef D Sensltve Sonsiso
16, ClasslfiadiGraded by Offictal Title of Position Pay Plan | Otcupational Cods | Grade { inltials | Dale
8, Office of Parsonnel
Managsmant
b. Depariment,
Agency of '
etablinment Depuly Press Secretary AD 0301 00* gﬁ} } / o 5—/ /_7{
¢. Second Leval i
Review
d. Flrst Leve!
Review
e, Recommended by
Su?BNYSOt oF
Initlating Office

186. Organfzational Tilks of Position (if dilierent from officind tive)} 17 hame ctEmpaves Chugcent spacitd

non-responsive

18. Departimsnt, Agency, or Establishmont o, Third Subdivisicn

Executive Office of the President

a. First Subdivision d. Fouith Subdivision

Office of the U.S. Trade Representative

b. Second Subdivision o, Fifih Subdlvision

Slgngtura of Eriployea {eplionas)

19. Employaa Review-Th's |3 an accurate description of the major

dutles and responsiblitles of my positiop,

20. SuFawlso Cerﬂﬂcallor, 1 ceitlfy thal ﬂa;‘s is an accurale this Informstion is lo be tysed for stalufory p ;poses refeling to
stalement of the iafor duiies and{esponslblh los of this position appointment and payment of publio funds, end thgt faise or misisading
and ls orgenizalionel relatfonships, and thel the posltion Is fﬁrr?msnlq may conslilule violalions "of such stafules or their
necessary 1o carry out Govemmenl funcllons for which | em 'mplementing regulations.

———
i

_responstdie. This cerlification Is made vith tho kno'!:{l_odga thef o o L
2 and Tille of jipmadiate Supervisor . b. Typed Name and Title of Higher-Lovol Supervisor or Manager {opfonal)
Assistant U.S. Trade Representative for

Public and Media Affairs :
= Slanote TTTTTTTommmRmmmmmammane oot {5;:; __________
]
3
Classlflcation/Job Grading Certlfication. / oe,(,‘pr that this posl- 22, Position Classifteation Stendards Used In ClassiyingiGrading Positlon
Jon has been Cassiogampeg as equired by 110 8,8 %%y [Us OPM PCS for Miscellaneous Administration & Program
5 °’§£;}:;°7";7,a"8 ement or if ggﬁgggfggﬂé}sgggfgé ' Series, GS-301, dated Jan. 1979; Administrative Analysis

Grade Evaluation Guide, T7S-98 August 1830; Primary Standard

information for Elngloyoes. The stendards, and Information on their
application, are avaliable in the personge office.  The dassh caﬂon of the
position may ba reviewed and torrecled by tho agancY or tha U.S. Office
of Personnel Managemen!.  Information cn classificalionfjob gfadl
appeals, ar}d complainis on exemnplion from FLSA, Is available frém the
personnel office or the U.S. Offico of Personnel Management.

Initinls Dale Inilials Date Iniials Dale

Ytk

" Dale

a, Cmployee (oplional)

b, Supervisor

¢, Classifior i

Z4. Remark
* Asm};;;iﬂon dutles described in this Deputy Press Secretary PD are equivalent to the GS-09 grade level.

25, Description of Major Duties and Responsibilities {See Alfached)
OF B {Rov. 1.85)

NSN 7540-00-634-4265 Provious Edilion Usable 5008-108 U.5. Offos of Personnel Managonmerd
FPM Chagler 285



Optional Form & (BACK) (Revised 1/85)

in

instructions for Completing Optional Form 8
POSITION DESCRIPTION

order to comply with the requirements of FPM Chapler 295,

subchapter 3, and other provisions of the FPM, agencles must
complele the ltems marked by an asterisk. Agencies may defermine
whal other Jlems are {o be used.

1.

*2.

Enter gos[uon number used by the agency for controt purposss.
Seg FPM Chapler 312, Subchapter 3.

Chack one.

+ "Redescription™ means the dufles and/or responsibllifles of an
existing pesitlon are being changed.

+ "New" means the posliron tas not previously existed.,

+ "Reestablishment” means tho position proviously existed, but
had been cancalled.

» "Other® covers such things es change in titte or occupational
series without a change In dutles or respoasibililies.

* The "Explanation™ sectl hould be used to show the reason if
“Other" Is chacked, as well as any position(s) replaced by position
number, title, pay plan, eccupational code, and grade.

3. Chack one,

‘4,

*8,

Enter geographical location by city and State {or if position Is In a
forelgn country, by city and countery).

Entler geographical location If different from that of #4,

8, To be compleled bg{ OPM when cartifying positions. (See ltem 16

*1.

-]

10.

11.

12,

for date of OPM cedification) ~For SES and GS-16/8
positions and aquivalent, show the positleon number used on
OPM Fomm 1390 (e.g., DAESD012).

Cheek one lo show whether the Incumbent Is exempt or
nonexempt from the minimum wagse and overtima provisions of
the Fair Labor Standards Act. See FPM Chapler 551,

. Check box if statement Is requirad, Sos FPM Chapter 734 for

the Executive Personne! Financial Disclosure Report, SF 278,
See FPM Chapler 735, Subchapter 4, for the Employment and
Financial Interests Stalement.

Check one lo show whether Idenilcal Additional pesitions are
permiifed. See FPM Chapler 312, Subchapier 4. Agencies may
show lhe number of such posiilons authorized andfor established
after the "Yes" block.

Check one. See FPM Chapler 292 for information on the
compelitive service and FPM Chapter 213 for the excepled
sarvice. For a position in the excepted service, anter authonty
for the exception, e.9., "Schedule A-213,3102(d)" for Allerney

ositions  excepted under Schedule A of the Civil Service

egulations. SES (Gen) slands for a General positlon in the
Senfor Execulive Servics, and SES (CR) sfands for a Caresr
Ressrved poslition,

Check one.

« A "Supervisory" position Is one that mesls the requirements
for & supervisory titie as sel forth in current OPM classlfication
and Job-grading guldance. Agencles may deslignale first-level
supervisory positions by plaeing *4" or *1st" afier “Supervisory.*

« A "Managerlai” position Is one that meets the requirements for
suﬁlj's a deslgnation as set forth In current OPM classification
guidanca,

Check one to show whether the position [s non-sensitive,
noncritieal sensitive, criticat sensitlva, or speclal sensitive for
securily purposes. [f this Is an ADP position, write tho Jetier "C"
heslde the sensitivily.

22. Enter the poslllon classification

13, Enter compatitive leve! code for use in reduction-in-force actions.

See FPM Chaptar 351.

14. Agencles may use this block for any additlonal coding

requirement.

*16. Enler classificalionfjob grading action,

« For "Officlal Title of Position,” sae the applicable classificatlon
orLob grading standard, For positions not covered by &
published standard, see the General Introduction to *Posillon
Classlfication Standards,” Seclion llI, for GS positions, or FPM
Supplement 512-1, "Job Grading Syslem for Trades and Labor
Occupatlons,” Part 1, Seclion [l

« For "Pay Plan code, see FPM Supplement 292-1, "Personnsl
Data Standards,” Book lll.

¢« For "Occupational Code,” see the applicable standard; or,
where no standard has been published, ses the "Handbook of
Occupatlonal Groups and Series of Classes® for (38 positions,
or FPM Stépp!emenl 5121, Part 8, for trades and [aber
positions, For ali positions in sclentific and engineering
occupations, enter the two-digit functional ¢lassification
code In parentheses immadiately iollowigg the
occupatlonal code, e.g., "GS-1310$14)." The codes are
listed and discussed In Ihe General Introduction to "Posltion
Classification Standards," Section Vi,

16. Enter the organizational, functlonal, or woiking title i It differs

from the officlal title.

17. Enfer the name of the Incumbent. If there Is no incumbent, snler

*vacancy.”

*18. Enter the crganizational location of the poesilion, starling with the

name of the department or agency and working down from there.

19. if the F(;siifon is occupled, have the incumbent read the altached
p

description of dulles and responsibiliies. The employse's
slgnature Is opllonal,

*20, This stalement normally should be cerlified by the Immedlate

suporvisor of the posilfon. At its option, an agency may also
have a higher-isvel supervisor or manager cerify the stalement,

*21, This statement should be cartified by the agency ofilelal whe

makes the classificationfjob grading dedision, Depending on
agency fegulations, this officlal may be a personnel office
represenfalive, or & manager or supervisor delogaled
classlfication/fjob grading authority.

?ob gradin%sfandard(s} used and
the date of issuance, e.g., "Mail and File, S-305, May 1077."

23, Agencies are encouraged lo review periodically each established

Fosmon to delermine whethar the pesition 1s sUill necessary and,
{ so, whelher (he posillon description is adequate and
classificationfjob grading is proper. Ses FPM Lelter §36-1 (to be
incorperated Into FPWM Chapler 536)|: This section may be used
as part of the review process, The employee's initials are
optional. The Inltlals by the supervisor andp classifier represent
recertifications of the sfatements In ltems #20 and #21
respaciively.

24. This section mar bs used by the agency for additienal coding

requirements or for any approprate remarks.

125, Rpa the descripilon on plain bond paper and attach to the form,

8 agency posilion number should be shown on the attachmeni,
Ses appro? ate lnstructions for format of the description and for
any requirements for evaluation documentation, e. g.,
"Instructions for lhe Faclor Evaluation System,” in the General
Introduction to “Posltion Classification Stendards,” Section 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 on all USTR activities. Serves 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, advisories, 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 newspaper editorial staffs. Assists in coordination 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 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 White House staff, congressional staff, etc., concerning the operations
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, structure, 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, 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-
confroversial events,



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

The AUSTR for Public and Media Affairs defines objectives, priorities and deadlines; and the
incumbent 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 terins 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 specific cases or
problems. The employee analyzes results and recommends changes.

FACTOR 4, COMPLEXITY Levei 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. Incumbent must utilize a
variety of communication 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 AUSTR 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 criteria. 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 answering questions and providing information on current USTR
events and activities, arranging interviews, meetings, press releases, etc.

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

Work is sedentary,



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

Work is performed in an office sefting,

Total points = 1,920
Grade Level = GS-09



POSITION DESCRIPTION (Piease Read Instructions on the Back)

1, Agoney Posltien No.

6. OPM Cenification No,

2. Raason for Submisslon 3, Service 4. Employing Office Lozatlon 5, Duty Slatfon
[l Redescription New | XXDdqrs [JFiol [Washington, DC Washington, DC
; 7. Far Labor Slandarda Act 8, Financlal Statements Requlted 8. Subject 10 [A Actlon
[_JReestavisnment [ omer pobor 8 venocen| [ Ienon qum; mes | Dlee b
Explanation (Show eny positions raplacac) Finandat Disdosure kel infest es No
10, Postilon Status 11. Poslon [s | 12. Sensitivity 43. Compettive Leval Coda
[CJcompetive [Jswervisay T o [X] 3Gt
[X]Excepted (Specify in Remarks) DMﬂnﬂsoﬁﬁl 2t D 4 Specil 4. Agency Usa
[]ses(Geny [T] seS(CR) | [X]Neter Sensitve Senshive
16, Classifiod/Graded by Officlal Tilte of Position Pay Plan | Occupational Code | Grade | inftals Date

0. Office of Personnel
Managoment

b. Department,
Agency of

Establishment Deputy Press Secretary

AD 0301 ao*

P\ ofasth

o, Second Leveal
Revisw

d. Firsl Levei
Review

8. Recommendasd by
Supervisof or
Initfating Office

18. Organtzational Title of Position (if diffarent from ofiicis! tilla)

17. Name of Empioyae (if vacani, spacily)

18, Depasiment, Agency, or Establishmant

o. Third Subdivision

Executive Office of the President
a, Flrst SubdMsio;n T
Office of the U.S. Trade Representative

d. Fourth Subdivision

b. Second Subdiviston

6. Fiflh Subdivision

19. Employes Roview-This Is an accurate descripiion of Ihe major
duliss and responsibiflies of my postifon.

Shinalure of Employes {opslonal)

20.

S D e ats o T paraes pf s sealion
state e major dulfes a las of this

and its organizational rel[gﬁonsh//;espoen# {hat }f:o pog'rion lg
necessary to carry oul Government funcllogs or v@: m

this fnformation Is lo be used for stelufory purposes releling to
g‘)polntmen and payment of public funds, apd thet false or mislea%ng

afemenis may conslilule violations of such stalutes or their
implementing requiations.

Ich | a
rosponsiple,  This cerlification i§ _n_wa‘e with the knowleuge that
g o mediald Suparvisor

----------------------------------------------------------

b. Typed Name and Titlo of Higher-Level Supervisor or Manager {options))

...................................................................

Slgnature

Glassification/Job Grading Certification, / csn’;‘?r that lgls gosl—
tion hag baen ciassifled/graded as mﬁulmdby Tie 6, U.S, Code,
in conformence \vilh sfande/ds pubiished by the U.S, Office c?f
Persomrf{ Management o1, if no published slandards ap, %dire -
ly, consistently with the mos & .

22, Position Classification Standards Used in Classifying/Grading Position

US OPM PCS for Miscellaneous Adiminlstration & Program
Serias, G5-301, dated Jan. 1979; Administrative Analysis
Grade Evaiuation Guide, TS-28 August 1990; Primary Standard

informatlon for E) B‘oyees. The standards, and Informalton on ithelr
applJcatton, aro avallable’In the personaeLoH]ce. The classificatlon of tho
posltion may be reviewed an c?rrerf.e by the agency or the U.S. Olflce
of Personnel Menagement. nformation on  classliicaltonjob grading
appeals, and complalnls on exemption from FLSA, I8 available from the
flice of Personnel Management.

. Position Roview Inittals

pstsonne! offica or tha U.S,
Date Intlals

InWals Dale InHials Dala

a. Employee (optionsl}

b. Supervisor

]
¢. Classlhier 3

24. Remark
GS-07 !esvel Statement of Difference to GS-09 laval Deputy Press Secretary PD.
* AD position dutles described in this Statement of Difference are equivalent to the GS-07 grade level.

25. Dascription of Major Duties and Responsiblilities (See Atffached)

NSN 7640-00-624-4205 Pravious Edition Usable 6008-108

OF 8 (Rev, 1-05)
us. g{noo m:w Managernent
FPM Chapler 205



Optonal Form 6 (BACK) (Revised 1/55)

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

in order lo comp(lf with the requirements of FPM Chapler 265,
subchapler 3, and other provisions of the FPM, agencles must
complels the items marked by an asierisk. Agencles may determine
vihat other ltems are to be used,

*1. Enter gosiﬂon number used by the agency for control purposes.
Sse FPM Chapler 312, Subchapter 3,

“2. Check ons.

*» "Redescription” means the dulles and/or responsibililes of an
existing posltion are being changed.

* "New” means the ensiﬂon as nol previously existed.

* "Reeslablishment® means the position previously existed, but
had been cancelled.

» “Other" covers such things as change in tille or occupalional
serlas without a change In dulles or responsibiiities.

* The “Explanaflon™ section should be used to show the reason if
“Qther* |s checked, as well as any position{s) replaced by position
number, title, pay plan, occupational code, and grade.

3. Chack one.

*4, Enfer geographical location by clly and State (or if position s In a
forelgn country, by city and country).

*5. Enter geographical focation if different from that of 4,

6. To be completed by OPM when cedifying positions. (See llem 16
for date of OPM cestification.) ~For SES and GS-16/18
posilions and equivalent, show the pesition number used on
OPM Form 1390 {(e.g., DAES0012),

*7. Check ona {o show whether the Incumbent Is exempt or
nonexempt from tha minimum wage and overtime provisions of
the Falr Lebor Standards Acl. Sse FPM Chapler 551,

8. Check box if statement Is required. Sea FPM Chapfer 734 for
lhe Executive Personnel Financlal Disclosure Report, SF 278.
8ee FPM Chapler 735, Subchapter 4, for the Employment and
Finandial Interests Slatemant.

9. Check one o show whether tdentlcal Additional poslfions are
parmiited. See FPM Chapler 312, Subchapter 4. Agencies may
show ths 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 Chapler 213 for the excepted
service. For a position in the excepled service, enler authority
for the excapton, e.g., "Schadule A-213.3102(d)” for Atlorney

psillons  excepted under Schedule A of the Civil Service

egulations. SES (Gen) stands for a General position in the
Senlor Executive Service, and SES (CR) stands for a Career
Reserved posttlon,

11. Chsck ons.

+ A "Supeivisory” pesition Is one that meels the requirements
for a supervisory litle as set forth In eurrent OPM classification
and Job-grading guldanca. Agencles may deslignale first-level
supeivisory posilions by placing ™" er *1st* after "Supervisory.”

« A "Manageral' posltion Is one that meets the requiremenis for
sug? a deslgnation as set forth In current OPM classification
guidance,

12. Check one to show whether the position is non-sensiiive,
noncrilical sensitive, critical sensllive, or speclal sensitive for
security purposes. If this Is an ADP position, write Lhe lefter "C”
beslde the sensitivity.

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

14. Agencles may use this block for any addlfionat coding
requirement.

*15. Enter classlication/job grading action,

» For "Officlal Title of Positlon,” see the applicable classification
or{)ob grading slandard, For positlans not covered by a
pubtished standard, see the General Infroductlon to “Position
Classification Standards," Section )i, for GS posttions, or FPV
Supplement 512-1, “Job Grading System for Trades and Labor
Occupations,” Parl 1, Section Ifi,

¢ For "Pay Plan code, ses FPM Supplement 292-1, "Personnel
Data Siandards,” Book Ii.

+ For "Cccupational Code,” see the applicable standard; or,
whare no standard has bean published, ses the "Handbook of
Occupatlonal Groups and Sarlss of Classes” for GS positiens,
or FPM Stllzpp!ement 512-1, Part 3, for trades and labor
positions. For alf positions In sclentific and engineering
occupallons, enter the iwo-digit functlonal classification
code in parontheses Immediately following the
occupatlonal code, 9.4, "GS-1310‘14)." The codes are
listed and discussed in the General Introduction to "Posilion
Classificallon Standards,” Section VI,

16. Enter the organizational, functional, or working fitle if it differs
from the official Utle,

17. Enfer the nams of the incumbent. If there is no incumbent, enter
"vacancy."

*18. Enter the orgsnizational.localion of the position, stariing with the
name of the department or agency and working dowa from there,

19. If the positlan is occupied, hava the incumbent read the alfached
description of dulfes and responsibliites. The employee's
signature is optional.

*20. This slatement normally should be cenified by {he immediate
supervisor of the position, At its optlon, an agency may also
have a higher-tevel supervisor or manager certify the statement.

*21. This staternent should be certified by the agency officlal who
makes the dassiflcationffob grading dacision. Depending on
agency regulations, this official may be a personnel office
represonlative, of a manager or supervisor delegaled
classificationfob grading authority.

22. Enler the positlon classlficatlonfjob grading standard(s) used and
the dale of Issuance, e.g., "Mall and File, GS-305, May 1977."

23, Agencles ara encouraged to review perlodically each established
Fosllton to determine whether the position Is still necessary and,
f so, whether the position description Is adequale and
c!asslﬂcallon?ob grading Is proper. See FPM Leftar 538-1 {fo be
Incorporated Info FPM Chapter §36). This section may be used
as part of the review process. e sriployee’s Inllials are
optional. The iniflals by the supervisor and dlassifier reprosent
recerifications of the stalemenis In items #20 and #21
ragpactively.

24. This section ma%( be used by the agency for additionel coding
requlrements or {or any approptiste remarks.

*25. Ter the description on plaln bond paper and attach {o the form,
The agency position number shovld be shown on the attachment,
-See appropriate Instructions for format of the descrplion and for
any requirements for evalustion documentation, e. g,
"Instructions for the Factor Evaluation System,” In the Genera
Infroduction to “Posttion Classification Standards,” Section VIl



Deputy Press Secretary
AD-301 (equiv to GS-301-07)

STATEMENT OF DIFFERENCE TO:

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

The incumbent performs 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 AUSTR for Public & Media Affairs, 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
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 conformity with ageney policy and established objectives.



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 on all USTR activities. Serves as liaison between
public groups, press, and USTR, identifying any potential problems and suggesting possible
solutions to improve USTR's general public affairs oulreach effort.

Edits, and disseminates press releases, advisories, 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 newspaper ediforial staffs. Assists in coordination of
press conferences, press matetials, news photographs, and special feature articles.

Initiates and coordinates print and broadeast media interviews with USTR staff and oversees all
arrangements with the media,

Assists in coordinating public affairs ouireach 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 White House staff, congressional staff, efc.,, concerning the operations
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

Kunowledge of the functions,structure, 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. 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 for Public and Media Affairs defines objectives, priorities and deadlines; and the
incumbent works independently in accordance with established office practices and from
previous experience, The supervisor provides advice and guidance on new or controversial
assigtments. 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 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. Incumbent must utilize a
. variety of communication methods and techniques in developing and disseminating press
releases, advisories, fact sheets, atticles, 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 AUSTR 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 criteria. 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 answering questions and providing information on current USTR
events and activities, arranging interviews, meetings, press releases, cte.

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

Work is sedentary.



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

Work is performed in an office setting.

Total points = 1,920
Grade Level = GS-09



United States

Office of Government Ethics
1201 New Yotk Avenue, NW., Suite 500

%’%m #% Washington, DC 20005-3917

March 25, 2014

Demetra Lambros

Office of the Vice President
Eisenhower Executive Office Building
Room 268

Washington, DC 20500

SUBJECT: Request for exclusion from disclosure reporting requlrements 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 policy-making 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 polidy-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.

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
Page 2

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,

Joseph E. Gangloff %

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 concermn
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.

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 of large
value contracts; regularly prepares and presents data on the budgetary status of the
Residence.

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.

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.

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 assignment 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,

overali 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 resuits.

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 governing 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.



Executive Office of the President
Official Residence of the Vice President

Deputy Residence Manager
GS-0301-09

INTRODUCTION:

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: Joseph, Jeremy [{s)I(S)]

Sent: Friday, March 21, 2014 12:18 PM

To: Douglas L. Chapman; Christopher J. Swartz

Cc: DiBella, Roberto

Subject: RE: Sched. C Exclusion

Attachments: 2014 Deputy Residence Manager Position Description.pdf;
Dear Doug:

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)

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[8/5/2015 2:31:19 PM]



Deputy Counsel | Office of the Vice President

(b)(6)

From: Douglas L. Chapman [mailto:dichapma@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.oge.gov
Follow OGE on Twitter: @OfficeGovEthics

From: Joseph, Jeremy [mail

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 | 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[8/5/2015 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 gov
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[8/5/2015 2:31:19 PM]



United States .
Office of Government Ethics
1201 New York Avenue, NW., Suite 500
Washington, 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
Director of Congressional Affairs (GS9/11)

Dear Ms. Kaye:

You have requested that the position of Director of Congressional Affairs (GS9/11), 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 exciude
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 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:

The incumbent serves as Congressional Affairs Specialist responsible for
coordinating policy issues and papers of proposed legisiation, 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
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.
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Opttonsk Forrmn 8 {BACK) {Hevised 1485}

In order to compl
subchapter 3,

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

with the requirements of FPM Chapter 286,

and other provisions of the FPM, agencies must

complete the items marked by an asterisk. Agenciss may determine
what other items are to be used.

1.

€2,

"4

*6

*7

®

g

10,

11,

12,

Enter position number used by the agency for control purposas.
Ses FPM Chapter 312, Subchapter 3.

Check one.

"Redescription” means the dutias and/or responsibilitiss of an
exisitng position ars bsing changed.

"New" means the position kas not previously existed.
“Resstablishment® means the position previcusly existed, but
had been cancelled,

*Other” covers such things as change In title or ocoupatlopal
serles without a change In duties or responsibiiities.

The "Explanation” section should ba used to show the reason if
"Othar™ is chacked, as well as any positianls) raplaced by
position number, titls, pay plan, occupationat code, and grade,

n

. Check one.

Entar geographical location by city and State {or If positionisina
forsign country, by city and country).

Enter geographical loeation if ditferent from that of #4.

. To be completed by OPM when certifying positions. (Ses ltem

15 for date of OPM certification.) For SES and 0S-16/18
positions and equivalent, show the position aumber used on OPM
Form 1390 {e.0., DAESC012),

Check one to show whether the incumbent is exempt or
nonexempt from the minimum wage and overtime provisions of
the Fair Labor Standards Act. See FPM Chapter 551,

GCheck box if statement Is required, See FPM Chapter 734 for
the Executive Personnel Financial Disclosure Report, SF 278,

Ses FPM Chapter 736, Subchapter 4, for tha Employment and
Finencisl interests Statement.

Check one to show whather Jdentical Addltonal positions are
permitied. See FPM Chapter 312, Subchapter 4. Agenclss may
show the number of such positions authorized and/or sstablished
after the “Yes" block.

Check one. Ses FPM Chapter 212 for Information on the
com{:etitivs servico_and FPM Chapter 213 for the excepted
service. For a postiion In the excopted servise, enler authority
for the exception, 6.9., "Schedulse A-213.3102(d}" for Attornay
positions excepted under Schedule A of the Civil Service
Regulatlons, SES {Gen) stands for a General position In the
Senior Exacutive Service, and SES [CR) stands for e Career
Reserved position.

Chack ons.

* A "Supervisory” position is ene that meets the requiraments
for a supervisory title as sat forth In current OPM classification
and job-grading guldance. Agencies ma¥ designate first-level
supervisory positions by placing “1" ar "tst" after
"Supervisory.”

' A "Manaperial" position Is ans thet mesets the requlrements for
sug:(!; a designetion as set forth in current OPM classification
guidance,

Check one to show whother the position is non-sensltive,
nongritical sensitlve, oritical sensitive, or spaclsl sensitive for
security purposes. If this Is an ADP position, write the letter “C*
baside the sensitivity.

18.

14,

*16.

16.

17.

*18.

19,

*20.

*21.

22,

23.

24,

26,

Enter compatitive lovel code Jor use in redustion-in-force actions,
See FPM Chapter 351.

Agencles msy wuse this block for eny additienal coding
requirement.

Enter classificationfjob grading actlon.

For "Official Title of Position," see the applicable clagsification
or job grading standard, For positions not coversd by a
published standard, see the General Introduction to "Position
Classification Standards,” Section lil, for GS positions, or FPMV
Supplement 612-1, “Job Grading System for Trades and Labor
Occupations,” Part 1, Section Il

For "Pay Plan code, see FPM Supplement 282-1, "Personnel
Data Standards,” Book Iif,

For ™QOeccupstional Code," see the applicable stendard; or,
where no standard has been published, ses the "Handbook of
Occupational Groups end Sseries of Classes” for GS positions,
of FPM Supplement 612-1, Part 3, for trades and labor
positons,  For all postions In sclentiflc and an?lneering
oscupations, enter the two-digit functional classificatlon coda
in parentheses immedintay following the ocoupational coda,
a.g., “GS-1310{14}." The codes are listed and discussed in the
Goneral Introduction to "Position Clessification Standards,”
Section VI, .

Enter the organizational, functional, or working title if it differs
from the officlal title.

Enter the name of the incumbent. If thare Is no incumbent, enter
“vacanoy."

Enter the organizetional location of the position, starling with tha
n'-;xma of the department or agency end working down from
there,

If the position is oceupled, have the incumbent read the attachod
description of duties and responsibilites. Tha empioyese's
slgnature Is optional,

This stotement normally should be certlffed by the immediste
supervisor of the position. At its option, an ageney may also
have a higher-feve! supaerviser or maneger certify the statement.

This statement should be certified by the agsncy official who
makes the classification/fjob grading decision. Depending on
agency regulations, this official may be a personnsl oiflce
reprasentativa, or a manager or supervisor delegated
classificationfjob grading authority.

Enter the position classification/fjob grading standard(s} used snd
the date of lssuance, 8.g., "Mail and Flls, GS-306, May 1977."

Agencles are encouraged to review psriodically esch established
position te determine whether the position Is still necessary and,
it so, whether ths position description js sdequate and
classificationfjob grading is proper. See FP{V Letter B36-1 (to be
incorporated into FPM Chapter 636). This section may bs used
as pert of the review process. The employee’s initials are
optional. The inftitals by the supervisor and classifier represent
recertifications of the statements In items #20 and #21
respectively.

This sectlon ma‘y be used by the aganc}t for additional coding
requirements or for any appropriate ramarks.

sza the description on plaln bond paper and attach to the form,
The agency position number should be shown on the attachmant,
Ses appropriate instructions for format of the description end
for any requirements for sevaluation documentation, e. g,
“instructions for the Factor Evaluaiion System,” In the General
Introduction to "Position Classification Standards,” Section V.



Director of Congressional Affairs
AD-301 (equiv to GS-301-11 level)

MAJOR DUTIES

The incunibent serves as Congressional Affairs Specialist responsible for coordinating policy
issues and papers of proposed legislation, and providing ongoing liaison between USTR,
Congress, its comihittees, 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 trust and confidence.

Provides research to senior USTR officials in the planning of significant trade issues through
Congress.

Provides support fo 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.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION Factor level 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 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 appropriate 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 responsibie 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. The incumbent keeps the
supervisor informed of progress and potentially controversial matters, The supervisor reviews
work only from an overall standpoint in terms of effectiveness in meeting requirements or
expected 1esults,



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 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 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, advises 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
concerning interpretation of data / information, and planning the work.

FACTOR 5. SCOPE AND EFFECT Factor 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, commodity, and direct
investment policy; and leading or directing negotiations with other 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 developing issues and recommendations for Presidential
decisions.

The success of U.S. trade 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 approach with Congressional 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 assigmments, 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
Congressional Committees and-staffs, including Senate Finance, House Ways and Means, the
trade subcommittees (or trade subcommittees thereot) on Agriculture, Banking, Commerce and
Foieign 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 support
of the Assistant USTR for Congressional Affairs.

FACTOR 8. PHYSICAL DEMANDS Factor Level 8-1, 5 points

The work is sedentary, although some domestic and international iravel may be required.

FACTOR 9. WORK ENVIRONMENT Factor Level 8-1, 5 points

Work takes place in typical office and meeting room settings.

Total Points = 2,545
Grade Level = GS-11
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Optional Formn 8 {BACK]} {Fevised 1/86}

instructions for Completing Optional Form 8
POSITION DESCRIPTION

In order to comply with the sequirements of FPM Chapter 298,
subchaptar 3, and other provisions of ths FPM, agencies must
complete the items marked by an asterisk. Agencies may determine
what other iterns are to be used.

*1, Enter position number used by the agency for control pusposes,

*2.

3

*4,

*8.

[

*7

9

10

i1

12

2

See FPM Ghapter 312, Subchapter 3,

Check ons.

"Redescription” means the duties and/or responsibifities of an
exisitng position are baing changed.

"Mew” means the position has not praviously existed.
“Reastablishment” mesns tha position previcusly existed, but
had besn cancelled.

“Qther" covers such things as ¢hangs In title or occupational
serles without a change i duttes or responsibilities,

The "Explanation” section should be used to show the reason if

.

=

© "Qther” is checked, as well as any position(s} replaced by

position number, title, pay plan, ccoupationsl coda, and grade.

Check one.

Enter geographical location by city and Stete {or if positien is in &
foreign country, by city and country).

Enter geographical location If different from that of #4.

To be completed by OPM when certifying positions, (See ltem
16 for date of OPM certification,) For SES and GS-16/18

gositions and equivalent, show 1he position number used on OPM
orm 1390 le.g., DAES0012}.

Chack one to show whether the incumbent Is exermpt or
nonexempt from the minimum wage and overtime provisions of
the Fair Labor Standards Act. See FPM Chapter 551,

Check box if staternent I8 required. Saa FPM Chapter 734 for
the Executive Personnel Financial Disclosure Repuort, §F 278.

Sse FPM Chapter 735, Subchapter 4, for the Employment and
Finangial Interesis Statement.

Check one to show whether Identical Additional positions are
permitted. See FPM Chapter 312, Subchspter 4. Agencles may
show the number of such positions authorized andfor established
after ths "Yes”™ block, .

Check one. Ses FPM Chapter 212 for Information on the
compaetitive service and FPM Chapter 213 for the excepted
service. For a postiion in the excepted service, enter suthority
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 & General position in the
Senior Executive Service, and SES (CR) stands for a Career
Reservad position,

Check one.

* A "Supsrvisory® position is one that meets the requirements
for a suparvisory titla as set forth In currant OPM classification
and job-grading guldence. Agenciss may designate first-leve)
supervisory positions by placing "1* or "ist" after
"Supervisory.'

A "Managerial” positlen Is one that mests the requirements for
such a deslgnation as set forth in cureant OPM clessification
guidance,

Chack ons to show whether the positlon Is non-sensitive,
noncitical sensitive, criticat sensitive, or speclal sensitive for
security purposes, [f this is an ADP position, write the letter "C*
beside the sensitivity,

13.

14,

*15.

16

17

*18

19.

*20.

*21.

22.

23.

24,

*26.

Enter competitive leval code for use in raduction-in-force actions.
See FPM Chapter 351,

Agencies may use this block for
requirement.

any additional coding

Enter classification/fjob grading action,

* For "Officlel Title of Positlon,” ses the applicable classification
or job grading standard. For positions not covered by a
published standard, ses the General Introduction to "Position
Classification Stendards,” Section llf, for GS posftions, or FPM
Supplement 512-1, "Job Grading System for Trades and Lebor
Occupations,” Part 1, Ssctien i,

For "Pay Plan cade, see FPM Supplement 292-1, "Personnst
Date Standards,"” Book 1li.

For "Occupational Code,™ see the applicable standard; or,
where no standard has been {:ublished, soe the "Handbook of
Qccupational Groups and Series of Classes” for GS positions,
or FPM Supplement 512-1, Part 3, for trades and labor
positions.  For all postions in sclentiflc and en?inaet!ng
occupations, enter the two-dlgit functional classilcation code
In parentheses immedlatey following the occupatlonal code,
e.g., "G8-1310{14)." The codes are listed and discussed In tha
gen?ralvlptroduction to “"Posiion Classiication Standards,”

sction Vi

-

Enter the organizationsl, functional, or working title if it differs
from tho officlsl #tle.

Enter the name of the incumbent. 1f there is no incumbent, enter
"vacancy.”

Enter the organ;zation-al location of the position, starting with the
nﬁms of the department or agency end working down from
there.

If the position is occupled, have the Incumbant read the attached
description of dutlss and responsibilities. The employee’s
stgnature Is optional,

This statement normally should be certifisd by the Immediate
supervisor of the position. At its optlon, an agency may also
have a higher-tevel suparvisor or manager cartify the statement.

This statement should be cartified by the sgency officlal who
makes the classificationfiob grading decislonn, Depsnding on
agency regulations, this officlal may be a personnel office
representative, or a manager or supsrviser delegated
classificationflob grading authority,

Enter the positicn classificationfjob grading standard{s} used and
the date of issusnce, e.g., "Mail and File, GS-305, May 1877.*

Ageneles ars encouraged to review periodically sach astablished
position to determine whether the position Is still necessary and,
if 30, whethor the pasition descrdption Is adequats and
classificatlonr'ob grading is proper, See FPM Letter 638-1 (to be
incorporated into FPM Chapter 536}, This ssotion may be used
as part of the review process. The em(floyee's initisls are
oplional. The inititals by the supervisor and classifler represent
racertifications of the statements In Rems #20 and #21
respectively,

This section may be used by the agency for additional coding
wmquirements or for any approprlate remarks.

Typse the description on plsin bond paper and attach to the form.
Tze spency position number should bs shown on tha attachment.
See approprlate Instructions for format of the description and
for any requlements for evaluation documentation, 8. g,
“Instructions for the Faclor Evsluation System,” in the General
Introduction to “Position Classification Standards,” Ssction VIl



Director of Congressional Affairs
AD-301 (equiv to GS-09)

STATEMENT OF DIFFERENCE TO:

Director of Congressional Affairs
AD-301 (equiv to GS-11)

The incumbent performs duties that are essentially the same as those performed at the
GS-11 level, but with a closer level of supervision, The incumbent is under 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 carries out the successive steps
and handles problems and deviations in the work assignments in accordance with
instructions, policies, previous training, or accepted practices in the occupation. Work is
reviewed for technical soundness and conformity with agency policy and established
objectives. :



Director of Congressional Affairs
AD-301 (equiv fo GS-301-11 level)

MAJOR DUTIES

The incunibent serves as Congressional Affairs Specialist responsible for coordinating policy
issues and papers of proposed legislation, and providing ongoing liaison between USTR,
Congress, its comuhittees, 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 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 senior staff will testify, Conducts research on Congressional requests for
additional written information and meetings.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION  Factor level 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
Comnittees which have trade policy interests.

3. Substantial experience in working with legislative matters.
4, Ability to express ideas clearly and forcefully both oralljr and in writing,

S. Ability to quickly grasp very complex issues and to help devise appropriate 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 catrying out the assignment,
resolving most of the conflicts that arise, coordinating the work with others as nccessary, and
interpreting policy on own initiative in terms of established objectives. The incumbent keeps the
supervisor informed of progress and potentially controversial matters. The supervisor reviews
work only from an overall 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 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 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, advises 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
concerning interpretation of data / information, and planning the work.

FACTOR 5. SCOPE AND EFFECT Factor 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, commodity, and direct
investment policy; and leading or directing negotiations with other 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 developing issues and recommendations for Presidential
decisions,

The success of U.S, trade policies and objectives depends on how well they are understood and
suppotted in Congress and by the public. The incumbent of this position works with the
Assistant USTR in coordinating approach with Congressional comnittees. 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. PERSONAT CONTACTS Pactor 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
Congressional Committees and staffs, including Senate Finance, House Ways and Means, the
trade subcommittees {or trade subcommittees thereof) on 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, particularly the White House staff and the Office of Congressional
Liaison, in helping to research and coordinate administration positions and strategies in suppoit
of the Assistant USTR for Congressional Affairs.

FACTOR 8. PHYSICAL DEMANDS Factor Level 8-1, 5 points

The work is sedentary, although some domestic and international travel may be required.

FACTOR 9. WORK ENVIRONMENT Factor Level 8-1, S points

Work takes place in typical office and meeting room settings.

Total Points = 2,545
Grade Level = GS-11



United States .
Office of Government Ethics
1201 New York Avenue, NW, Suite 500
Washington, 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
Director of Intergovernmental Affairs and Public Engagement (GS11)

Dear Ms. Kaye:

You have requested that the position of Director of Intergovernmental Affairs and Public
Engagement (GS11), 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 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:

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 forums at negotiating
rounds in partnership 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.
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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 (sic) 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.

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.

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.

foi pt
Doug Lhap
Acting.De

ty Director for Compliance
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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 sirategic 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 forums at negotiating rounds in
partnership 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.

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 controlled correspondence 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.

Factor1.  Knowledge Required by the Position Level 17, 1,250 Pis

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.

Factor 5. 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 Pis

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, government agencies and quasi-
government 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, NW, Suite 500
Washington, 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
Director of Scheduling and Advance (GS12/13)

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 reporting
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.
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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 concetns 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.

Singesely,
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Optlonal Form 8 (BACK) {Revised 1/86)

Instructions for Completing Optional Form 8
PQSITION DESCRIPTION

In order to compIJ with the raquiremants of FPM Chapter 286,

subchapter 3, an

other provisions of the FPM, agencies must

complete the ltems marked by an asterisk. Agencles may determine
what other ftems are {0 be used.

*h

2.

4

*B.
6

*7.

&

10,

12.

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

Check one.

"Redeseription” means the duties and/for responsibilities of sn
exlsitng positien are heing changed.

"New" maans the position has not previously existed.
"Resstablishment” meens the position previously existed, but
had been cancelled. '

"Cthar* covers such things as change in titls or cccupational
series without a change in duties or responsibilities.

The "Explanation” section should he used 10 show the reason If
"Other" is checked, as well as eay position{s) replaced by
position number, titls, pay plan, occupational cods, and grade.

a

-

Chack one.

Enter gsographical location by city and State (or ¥ position isina
foraign country, by city and country).

Eatear geagraphical locaﬁon'If different from that of #4,

To be completed by OPM whsn certifying positions. {See ltem
16 for date of OPM certification.}) For SES and GS-16/18
positions and equivelent, show the posttion number used on OPM
Form 1390 (e.g., DAESO012).

Check ons t¢ show whether the incumbent ls exempt or
nonexempt from tha minimum wage and overtime provisions of
the Fair Labor Standards Act. Ses FPM Chapter 551,

Check box if stetemusnt is required. See FPM Chapter 734 for
tho Executive Personnel Financial Disclosure Report, SF 278,
See FPM Chapter 738, Subchapter 4, for the Employment and
Financial Interesis Statement.

. Chack ona 1o show whather identical Additional positions are

permitied. See FPM Chapter 312, Subchapter 4, Agencles may
show the number of such positions authorized and/or established
after the "Yas” block. .

Check one, See FPM 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 Attornay
gositions excepted under Scheduls A of the Clvil Service
agulations. SES (Gen) stands for a General positlon In the
Senfor Executive Servica, and SES {CR} stands for a Career
Reserved position.

Check one.

* A “Supservisory” position Is one that meets the rogulrements
for a supervisory title as set forth In current OPM classification
and Job-grading guidance. Agencles may daslgnate first-level
supervisery positions by piecing 1" or "1st® after
“Supervisory.*®

* A "Managerial" position is ona that meets the requirements for
such a designation as set forth in current OPM classification
quidance,

Check one to show whether the positlon is non-sensitive,
nonctltical sensitive, critical sensitive, or speclal sensilve for
security purposes. [f this is an ADP position, write the letter “C"
beside the sensitivity,

13,

14,

*16.

_.
i

17

18,

19,

*20.

2.

22,

23.

24,

126,

Enter competitive lavel code for use In reduction-in-force actions,
Sea FPM Chapter 351,
coding

Agencies may use this block for any additional

requirameant,

Enter classificationfjob grading action.

* For "Offlclal Title of Position,” see the applicable classification
of Job grading standard. For positions not covered by a
published standacd, see the Ganeral Introduction to “Position
Classification Standards,” Section ill, for GS pesitions, or FFM
Supplement 512-1, "Job Grading System for Trades and Labor
Ocaupations,” Part 1, Sectlan lIl,

For "Pay Plan cods, ses FPM Supplement 292-1, "Personne!
Data Standards,” Book lli,

For "QOccupational Cods," ses the applicable standard; or,
where no standard has been published, ses the "Handhook of
Occupational Groups and Series of Classss" for GS positions,
or FPM Supplement 512-1, Part 3, for trades snd labor
positiens,  For ali postlons In solentific and engineering
occupatlons, onter the two-digit funotionul clasgsificetion code
In parentheses immediatey following the occupational code,
0.9., "GS-1310{14)." The codes are fisted and discussed In the
Geaneral Introduction to "Position Classification Standards,”
Section V).

Enter the organizational, functional, or werking title if it differs
from the official title,

Enter the name of the incumbent. if there Is no incumbent, snter
‘vacaney.” :

Enter the organi2ational locatlon of the pesitien, starting with the
ni'?me of the department or agency and working down from
there,

I the position is ocgupied, have the Incumbent read the attachad
descrption of dutios and responsibllifes. The employes's
signature 1s optivnal.

This statement normally should be certifled by the Immedlate
supervisor of the position, At its option, an agsncy may also
hava a higher-level supervisor or manager certify the statement.

This statement should be certifled by the agsncy official who
makes ths classificationfjob grading decision. Depending on
agency regulations, this official may be & psrsonnsi office
reprosentative, or a manager or supsivisor delegated
classificationfjob grading authority,

Enter the position classification/Job pradinp standard{s} used and
the date of Issuancs, e.g., "Mail and Flle, GS-30B, May 1977.”

.Agencies-gre encoureged to rovisw periodically aach established

fos{tion to datermine whether the position s still necessary and,
f so, whether the position desctiption s sdequste and
classiﬁcation/!ob grading is proper. Ses FPM Latter 638-1 {to be
incorporated into FPM Chapter 636}, This section may be used
as part of the revlew process. The enaplovee's Iritlals are
optional. The inftitals by the supervisor and classifier represent
recertifications of the statements in items #20 and #21
raspoctively.

This section may be used by tha agsncy for additional coding
requirements or for any appropelate remarks.

Type the description on plain bond paper end attach to the form.
The agency position number should be shown on the attachment.
See appropriate Instructions for format of the description and
for eny requirements for oveluation documentaticn, e, g.,
*Instructions for the Factor Evaluation Systemn,” In the Ganeral
Introduction to "Position Classification Standards,” Section Vil



Director of Scheduling and Advance
G8-301-13

Duties

This position is Jocated in the Office of the U.S. Trade Representative. Incumbent serves as the
Scheduler and Advance Coordinator for the U.S. Trade Representative (USTR) [also referred to as
the Ambassador]. The incumbent performs a variety of confidential assignments in connection with
various scheduling matters with which the Ambassador is personally concerned, The performance
of the assignments requires 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 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
itineraries indicating times, places, and travel routes covering all of the Ambassador’s trips
especially those to foreign countries. Incumbent coordinates schedules with officials within the
Department of State, with U,S. security and intelligence agencies, with foreign governments and
non-governinent 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, private 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 smooth and efficient trip.
Coordinates lunches, dinners 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 membetrs to discuss major operational and
program implementation probiems, :

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 inquities convey the views and concerns of the Ambassador.

Performs other related duties as assigned.
FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION: Level 1-8 -- 1550 poinis

Knowledge and/or familiarity with the activities of the agency and the imumediate Office of the
Ambassador, Knowledge of the agency’s role 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 procedures. 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 prograin 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
support fimctions within the agency or in other agencies.

Ability to make on-the-spot and authoritative decisions regarding scheduling, taking into account
issues or programs critical fo 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 variety of situations under pressure with a high degree of tact, poise persistence,
diligence and diplomacy.

FACTOR 2 — SUPERVISORY CONTROLS: Level 2-4 — 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
incombent plans and catries out assignments, resolving most conflicts that atise, coordinating work
with others as necessary, in accordance with priorities, policies and practices of the office,

Work is reviewed in terms of effectiveness in meeting requirements and expected results.

FACTOR 3 - 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 carries out work assignments in accordance with
instructions, 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 resourcefulness in deviating from nsual practices to adapt
guidelines and determine which of several alternate methods apply.

FACTOR 4 - COMPLEXITY: Level 4-5 -- 325 polints

The incumbent performs substantive assignments involving the total spectrum of scheduling and
advance responsibilities, which involve different and unrelated processes and approaches, The
incumbent 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
requitements.



FACTOR 5 - SCOPE AND EFFECT: Level 5-4 -- 225 points

The incumbent’s work involves analyzing a variety of unusual or unexpected problems,
circumstances 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 responsibilities. The incumbent is expected to exercise a high
degree of discretion and judgment, in support of the preparation and coordination of confidential
correspondence 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 provision 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 officjals,
Members of Congress, high ranking private sector officials, White House officials, embassy and
other foreign governmment 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, arvanging 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 required to walk, stand, bend, lift, and carry light items
such as papers, briefing books, manuals, ete. 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: Level 9-1 -- § points

Work is performed in an office setting,

Total Points: 3,170
Grade Level; GS-13
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Optlonst Form 8 (BACGK} (Revised 1/856)

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

in order to comply with the requirements of FPMM Chapter 285,

gubchapter 3, and other provisions of

the FPM, agencies must

complete the jtems marked by an asterisk. Agencies may dstermine
what other items are to be used,

*1. Enter gosition number used by the agency for control purposes.

*2.

*4,

*5
6

*7

.

»

10

See FPM Chapter 312, Subchapter 3.

Check ona,

“Redsscription” means the duties andfor responsibilities of an
oxisltng position are bsing changed,

“New™ means the position has not previously existed,
"Reastablishment” means the positien previously existed, but
had baen cancelled,

“Othar® covers such things es change In title or occupationsl
serfes without a change in duttes or responsibllities.

The "Explanation” seotlon should be used to show the reason if
“Other” Is checked, as well ss any position{s) replaced by
position number, titla, pay plan, occupational code, and grade.

Check ons.

Enter geographical location by city and State {or if positionis In a
foreign country, by clty and country).

Enter geographical location if different from that of #4.

To be compieted by OPM when certifying positions. {Soe ltem
18 for date of OPM certification.) For SES and G5-16/18
positions and equivalent, show the pesition number used on OPM
Form 1380 {a.g., DAESO012).

Check one to show whethar the incumbent is exempt or
nonexempt from the minimum wage and overtime provistons of
the Fair Laber Stendards Act. See FPM Chaptar 561.

Check box if statement is raquired. See FPM Chapter 734 for
the Executive Personnel Financial Disclosure Report, SF 278.

Sea FPM Chapter 735, Subchapter 4, for the Employment and
Financlal Interests Statement.

. Check one fo show whether Identical Additional positions are

11.

12

v

permitted. See FPM Chaptar 312, Subchapter 4, Agencles may
show the numbaer of such positions authorized and/or esteblishod
after the "Yes" block.

Check one. See FPM Chapter 212 for Information on the
compatitive service and FPM Chapter 213 for the excepted
saervice. For a postilon In the excepted service, enter authorily
for the exception, e.g., “"Scheduls A-213.3102{d}" for Attorney
positions excepted under Schedule A of the Civil Service
Regulations, SES [Gen) stands for s General position in the
Senlor Executive Service, and SES {CR} stands for a Career
Resarved position.

Cheack ons.

' A “Supervisory” position Is one that sneets the requirements
for a supervisary title as set forth in current OPM classification
and job-grading guidence. Agoncles may designate first-lovel
gupervisory positions by plaeing "1* or ®1st” after
"Supservisory.”

* A "Manageriul” positlon s one that meats the requirements for
su%\ a designation as sot forth in curent OPM classification
guidance.

Cheek ons to show whether tha positlon {s non-sensitive,
noneritical sensitive, critical sensitlve, or special sensitive for
security purposes. If this is an ADP position, write the lettar "C°
basida the sensitivity.

13,
14,

*15,

186

17

*18,

18,

Enter compelitive Jeval code for use In reduction-in-force actions,
See FPM Chapter 351,

Agoncies may use this block for any additionsl coding
requirement.

Enter classificationfjoh grading actlon.

* For *Offlclal Titla of Position,” see tha applicabls classification
or fob grading standard, For positions not covered by a
published standard, see the General Introduction to “Position
Classifioation Standards,” Section Ill, for GS positions, or FPM
Supplemont 512-1, "Job Grading System for Trades and Labor
Occupations,” Part 1, Section il

For "Pay Plan cods, ses FPM Supplement 292-1, "Psrsonnel
Data Standards,” Book Ill.

For “Occupational Code,” see the applicabla standard; or,
whsre no standard hes heen published, sea the "Handbook of
Occupational Groups snd Series of Classes™ for GS positions,
or FPM Supplement 612-1, Part 3, for trades and labor
positions,  For all postions in sclentific and englneering
occupations, enter the two-digit functlonal ¢lassiflcation coda
in parentheses immediatey following the eccupational code,
a.g., "GS8-1310(14)." The codas are listed and discussed in the
ganeralvllntroduction to "Position Classification Stendsards,”

sction VI.

Enter the organizationsl, functional, or working titfe if it differs
from the official title,

Enter the name of the Incumbent. If thers Is no incumbent, enter
"vaganoy."

Enter the organizational location of the position, starting with the
n}?me of the department or egency and working down from
thera,

If the position is occupled, have the incumbent read ths attached
description of duties and responsibllittes. The smployes's

' slgnature is optional,

*20.

*21.

22,

23.

24,

*28.

This statament normally should be certified by the immediate
suparvisor of the position. At lts option, an agenoy may also
have a highsr-level supervisor or manager certify tha statement.

This statement should be certified by the agency offlcial who
makes the classificationfiob grading declslon. Dspending on
agency ragulations, this offlcial may bs a psrsonnal office
representative, or & rmanager or supsrvisor delegated
classification/job grading avthorlty.

Enter the position classticationfjob grading standard(s) used ond
the date of issuance, e.g., "Mail and Flie, GS-305, May 1977."

Agencias _are encouraged 1o review pericdically each establishad
fmsltlon to datsrmina whether the position Is still necessary and,
f so, whether the position dascription is adequate and
classiflcationfjob grading is proper. See FPM Letter 536-1 (1o be
incorporated into FPM Chapter 636). This saction may be used
as part of the review process. The en:r[oyca‘s Initials ars
optional. The Inititals by the supstvisor and classifler reprasent
rocertifications of the ststements in items #20 and #21
respectively,

This section may be used by the agency for addlilonal coding
requirements or for any appropriate remarks,

Txpa the description on plain bond paper and sttach to the form.
The agency position number should he shown on the attachiment.
Seo seppropriafe instructions for format of the description and
for apy requirements for evaluatlon documentation, a. g.,
“Instructions for the Factor Evaluation System,” in the Genaral
Introduction to "Position Classification Standards,® Ssction VI,



Director of Scheduling and Advance
(8S-301-12

STATEMENT OF DIFFERENCE TO:

Director of Scheduling and Advance
GS-301-13

The incumbent performs duties that are essentially the same as those performed at the
(GS8-13 level, but with a closer level of supervision, The incumbent is under the direction
of the Chief of Staff, who provides general instructions as the objectives, priorities, and
deadlines. Work is performed independently with assistance available from the
supervisor as needed. Work is reviewed for technical soundness and conformity 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 sexves as the
Scheduler and Advance Coordinator for the U.S. Trade Representative (USTR) [also referred to as
the Ambassador]. The incumbent performs a variety of confidential assignments in connection with
various scheduling matters with which the Ambassador is personally concerned. The performance
of the assignments requires knowledge of the views, plans, and interests of the Ambassador.

Receives and analyzes requests for events, meetings, and other major trade events, Works with
sentor 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
itineraries indicating times, places, and travel routes covering all of the Ambassador’s trips
especially those to foreign countries. Incumbent coordinates schedules with officials within the
Departiment 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, private 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 smooth and efficient trip.
Coordinates lunches, dinners 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.
Aanticipates 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 REQUIRED BY THE POSITION: Level 1.8 - 1550 points

Knowledge and/or familiarity with the activities of the agency and the immediate Office of the
Ambassador. Knowledge of the agency’s role 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 procedures. The incumbent must exhibit a high degree of



confidentiality, personal integrity and loyalty based on the confidential rvelationship 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
support functions within the agency or in other agencies.

Ability to make on-the-spot and aunthoritative decisions regarding scheduling, taking into account
issues or programs ctitical 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 variety of situations under pressure with a high degree of tact, poise persistence,
diligence and diplomacy.

FACTOR 2 — SUPERVISORY CONTROLS: Level 2-4 — 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 carries out assighments, resolving most conflicts that arise, coordinating work
with others as necessary, in accordance with priorities, policies and practices of the office.

Work is reviewed in terms of effectiveness in meeting requirements and expected results,

FACTOR 3 - 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 carries out work assignments in accordance with
instructions, 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 resourcefulness in deviating from usual practices to adapt
guidelines and determine which of several alternate methods apply.

FACTOR 4 - COMPLEXITY: Level 4-5 -- 325 points

The incumbent performs substantive assignments involving the total spectrum of scheduling and
advance responsibilities, which involve different and unrelated processes and approaches. The
incumbent must uaderstand the mission of USTR. Decistons 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 incumbent’s work involves analyzing a variety of unusual or unexpected problems,
circumstances 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 responsibilities. The incumbent is expected to exercise a high
degree of discretion and judgment, in support of the preparation and coordination of confidential
correspondence 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 provision 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 ranking 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, 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 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
required.

FACTOR 9 - WORK ENVIRONMENT: Level 9-1 -~ 5 points

Work is performed in an office setting.

Total Points: 3,170
Grade Level: GS-13



= United Stawes .

s Office of Government Ethics
1201 New York Avenue, NW, Sutte 50¢
Washington, DC 20005-3917

September 30, 2014

Aswathi Zachariah

Assistant General Counsel

National Endowment for the Arts

[100 Pennsylvania Avenue NW., Suite 608,
Washington, DC 20506

SUBJECT: Request for exclusion from disclosure reporting requirements for
Director of Scheduling

Dear Ms. Zachariah;

You have requested that a Schedule C employee, be excluded from the
public financial disclosure reporting requirements of 'l'itle 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 Lthics 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 upons current position description, your request is approved.

The documents submitted in support of your request reflect that ISR 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 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 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
inadvertent destruction that might occur in accordance with record retention policies.

1f vou have any questions regarding this matter, please contact me at 202-482-9223.
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September 10, 2014

Walter M. Schaub, Ji .

Director

1.8, Office of Gover! m¢ nt |ithics

1201 New York Aver. ue, NV/, Suite 500
Washington, D.C., 2( 95

Pursuant to 5 C.F.3. § ;634.203, | am seeking an exclusion from the public reporting

requirement for thi: fullojving Schedule C appointee: . She will serve as the
Director of Schedulii g fior t e Chair, GS-301-12.

As the enclosed positiofi description states, the incumbent assists the Chair In the
accomplishment of Jjrojects and activities related to the operatipns of the Chair's office. Her
duties include trav: #nd meeting coordination, event scheduling and related planning,
information prepara ioh and dissemination, serving as the liaison between the Chair and Agency
staff, as well as assiiting with ongoing office functions. The position incumbent has no policy-
making role with re:pel't t(i agency programs; for that reason, the: position should be excluded
from the public repa tir g r( quirement outlined in 5 C.F.R. §§ 2634.201-202.

If you need any addi iioual {nformation or have any questlons as ta the exclusion of this position

from the public reporting vequirement, please contact me at (20)2) 682-5007 or via email at
zacharlaha@arts.goy.

Sincerely,
. "%.9 ”
—_e ‘Q’é"bé"

Aswathi Zachariah
Alternate Designater Ap:en(y Ethics Official

—— — aa—

400 7th Streetf, $¥ » 'Yashington DC 20504




Title:

Scheduler

Organizaticpa’ Ti le: Director of Scheduling
Grade/Serie 5: (GS-301-12 (SCHEDULE C)
FLSA Statys: Exempt

INTRODUCTION

Thi; pcsitfon is located in the Office of the Chairman, National Endowment for
the . \rti (MEA). The incumbent provides assistance and support directly for the
Cha rmtan ind carries out projects and activities related to the operations of the
Cha rman'; office. The incumbent’s particulay focus is 1o serve as the Chairman’s
sche duer {or internal Agency meetings, prepare corespondence on behalf of the
Cha rman, and serve as liaison between the Chairman, and the Agency concerning
related iterns of interest to the Chairman. Given the close working relationship
witk thi Chairman, the incumbent must maintain confidentiality and exercise

cont iderat le tact, discretion and judgment when representing the Chairman and
the { Mfice. In accomplishing duties, the incumbent works closely with the

Cha rmian, staff in the Office of the COS, and staff in the Office of the Senior
Dep aty Chairrnan. The incumbent reports to the Chairman.

0 Schedules meetings and maintains appointment calendar for the Chairman.
Baried on knowledge of the Chairman’s interests and activities, uses
judzment in assessing relative importance and priority. Plans and carries
ouf all necessary logistical arrangements associated with such meetings.

v Seives in a liaison capacity between the Chairman and other Agency staff
an¢' obtains from them information nezded by the Chairman. Coordinates
a v riety of internal communications and administrative activitics on the
Chiirman’s behalf,

- Mcnitors a full range of action items, ircluding replies being prepared by
Ag:ncy staff, (o ensure timely responses. Inform and instruct NEA
per onnel on established procedures for preparation of correspondence and
clerance of action documents.

-t Based on knowledge of the Chairman’s priorities, assists with and/or
accomplishes on own initiative special projects or activities in anticipation
of the Chairman's needs. Uses independent judgment when prioritizing
wo 'k, particularly matiers that should be brought, directly, 1o the
Chiirman's attention,



+  Us.:s tact and diplomacy in regular confact between the NEA ard the
White House, Congress, National Council on the Arts, important members
of' he arts community and the general public. Handles sensitive or
confidential material with discretion.

» Composes a variety of memoranda and correspondence for the Chairman’s
signature involving a wide range of maiters and issues of concem to the
Chairman. Maintains logs of all correspondence and invitations.

- Asiists with the coordination of travel arrangements for the Chairman and
im! nediate staff, as directed. Prepares and submits any required vouchers
an(; reports. Processes any necessary requisitions or required
adininistrative forms for the Ofice.

»  Th:incumbent will supervise the Staff’ Assistant in the Office of the
Chairman. As such, the incumbent will be expected to provide leadership,
mentoting, coaching, direction, and quick responses to questions and
clasfications.

o In he absence of the Office Staff Assistant, handles routine office activity
suc h as receiving telephone calls and visitors, handling routine inquiries
including those received by mail; mainfaining Office correspondence
coniirol; referring more technical inquites to appropriate staff for

- response, and maintaining files.

»  Provides assistance and support to other staff within the office, as
rec uested.

1 Te m participation is vital to effectiveiy/efficiently accomplish office
astignments. The incumbent will also be expected to serve as a team
m¢ mber on ad hoc teams convened to provide quick responses 1o special
prejects and studies which may cut across organizational lines, divisions,
disziplines and functions. Successtful participation in both routine and
spucial assignments requires flexibility, effective interactive skills and
‘wi lingness to cooperate to enhance team accomplishments.

v Peforms other related duties as assigred.

FAZTO

3

)

—

{nwi edpe Required by the Position,

v Substantive knowledge of priorities arid commitments of the Chairman of
the NEA including policies and procedures and of the NEA’s overall
mi ision to complete a variety of internal administrative assignments and
spvcial projects.



0 Sul)stantive knowledge of administrative concepts, principles and
prastices to effectively monitor a full range of action items and ensure the
Intgrity of correspondence for the Chalrman's signature.

o De‘nonstrated ability to handle multipla concurrent tasks and to adjust
prii yrities or prior work commitments and skill to adapt policies and
prc cedures and establish practices to miet new or respond to emergency
sitiations,

n Skill in both oral and written communication to effectively carry out the
tes sonsibilities of the position.

v Skill in interpersonal communications in a ieam environment sufficient to
optirate effectively in providing subject-matter input in an interdisciplinary
set ing and to contribute to harmonious working relationships to
ace omplish the team's objectives.

. jupery jsory Controls

""he: inc;umbent reports to the Chainman whe provides general direction

[nci ndi ng objectives, priorities and deadlings. The incumbent discusses with
rupary, sor contemplated final determinations that are extremely sensitive,
ltave a substantial negative impact or do not have usable precedents, Work is
1ev.ew:d for overall soundness and adherenice to the Chairman's objectives
1nd NI'A policy. The incumbent also works closely with staff in the Office of
the €A S and in the Office of the Senior Deputy Chairman.

. {Juidelipes

Uiul delines are broadly stated and nonspecific; e.g., general policy statements
t.nd badic legislation. Incumbent must indejrendently devise work methods
1nd preicedures, adapting and revising methods as appropriate.

. {Lo1nplaxity

“"he waork consists of many varied, complex and sensitive duties and

1es)lon jibilities related to the Chairman's cljjectives. The employee is
seqiired to apply judgment in adapting precedents and established practice to
erorra the assignment.

. ‘icepe. wmd Effect
"*he work is national in scope and the incumbent speaks directly with national

leaqler¢ in the arts and business communities. Incumbent represents the Senior
Adviscr and the Chairman by phone and in writing.



Persor al contacts are usually with personnel of the Arts Endowment at all
evels, the White House, Congress, the National Council on the Arts,
mypori ant members of the arts community and the general public.

Curpoye of Contacts

Che: purpose of contacts is to obtain, clarify or exchange information and to
-ecom nend optionsfalternatives in resolving issues.

Yhiisical Demands
Thiz woork s primarily sedentary,
Werk Environment

This wock is performed in an office setting,



United States .

fice of Government Ethics
1201 New York Avenue, NW, Suite 500
Washington, 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
Executive Secretariat (GS9/11)

Dear Ms. Kaye:

You have requested that the position of Executive Secretariat (GS9/11), 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 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:

Participates 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 reports 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 on requirements and views of the
USTR.




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 conjaef me at 202-482-9223.

Siy
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[Jredescription new | KHoqus [} Flon [Washington, DC Washington, DC
D Reestablishment D Other 7. Fair Labor Standards Act 8. Financlal Statamenis Required 9, Subject te IA Action
Executive Poremmnel X ot
Explanation (Show any posiions replaced) D Exampl Nonoxampt | [ [Eianael Disiosre D%m.:: D ves  [X] No_
10, Position Slatus 11. Position Js | 12. SenallMty 3. Competitive Level Code
[Coompetitve [Clsupenisary [ #-200 - [5) a~critest
Exoep!ad {Speclly in Remarks) Dﬂmml 4mSpocial 14, Agency Use
[]ses(Gen) [T} ses(oR} | [X]norner D sonve |1 Sensthe
16. Classifled/Graded by Officlal Title of Poslifon Pay Plan | Ocoupational Code | Grade ] Initlals Dsle
a. OfMce of Parsonne)
Menegement
" b. Dapariment, - - T
Agency or »
Establishment Executive Secretariat AD 0301 00 y ‘7 é"r /?
¢. 8scond Levs) f [4
Roview
d, Fitst Laved
Review
0, Reoommsnded by
&'«v s0f oF
ing Offica
18, Organizationa] Title of Posilion (if differond from official title) 17. Name of Emplayas (if vacanl specily)
non responswe
18, Depatimsnt, Agsncy, of Eslablishment ’ o Third S
Execulive Office of the President
a, First Subdivision d. Fourth Subdivision
Office of the U.S. Trade Representative
b. Second Subdivislen o. Fifth Subdivision

SRnature of Eniployes (optionel} ‘
10. Employse Review-This §s an accurale description of the major
dutles and responsibiiiles of my poshion.

20. Su ervisory Certifjca I cortlt mat thIs is this Information  Is fo {1 & refetin
enio the z Jut?es !y 4 esg ggs[ﬂ%/w omtment endpaymen 0 s:F!Icﬁmds a‘??n"l‘?’fs’e or mislea h
organlzato af relarionsh ps’ ‘% on f{ olalions suc statules or their
nelions or\ ememmg ragulallon :

Hecess overnmen
msponag;e This cer?llﬂca!ion $ made with the knowledge !ha!
and Tltla of Immadiale Supervisor

b. Typed Nama and Tia of Higher-Levol Supaviser of Manager (optional)

e e m o e m e m e e mm A —eamamaam———aae———— P,

smnw!um [Date

¢ fv that mys é)osf 22. Position Classification Slandards Used In Classiying/Grading Posilion
: ’i"d“ ""’ w Tj L%5%%6 lus OPM PCS for Miscellaneous Administration & Program
" "90’ 5’ 1dards 9{}”)’ direct- Serles, G8-301, dated Jan, 1979; Administrative Analysis
Grade Evaluation Gulde, TS-98 August 1980; Primary Standard

gubll hed slan

Info{wﬂgg,nar': favﬁnag‘gylzo?ﬁe?;h;s:rt]a pid andé"é‘l’asslkﬁcaﬂon of lﬁa

v ; p?sl}gon %% eM‘:nee‘greﬁe: o O%?g%?ai fon o% ' aa‘; I?ngf g c'r ‘}g

non-responsive sepely, cnd ampe o ol Fom FLo T Slalidle (80 f2
23\Postlon Revisw In'tials Data [ 4 fnitlels Dals Inlllals Date Tnitials _ Date

a. Employeo (optional}

b, Supsrvisor

¢. Classlfior
24, Romatks

* Dutles described in this AD-301 Executive Secretariat PD are equivalent to the GS-11 grade level.

25. Description of Malor Duties and Responsibilities {See Atfachad)
NEN 7640-00-834-4265 Piovious Edition Usable 5008-106 iy, b2 sornel Menagement




Optional Form 8 {(BACK) (Renfsed 1/85)

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

In order to comply with the requlreaments of FPM Chapter 295,
subchapler 3, and other provislons of the FPM, agencles must
complete the Jlems marked by an asterisk. Agencies may determine
what other items are {0 be used.

*4, Enter gosiﬁon number used by the agency for control purposes.
Sea FPM Chaplar 312, Subchapter 3.

*2, Check one,

"Redeseription” means the dulies and/or responstbilities of an
existing position are belng changed.

"New"” means the position has not previously existed.
"Reestablishment" means the position previously exlsted, but
fiad bean cancelled. .
*Other” covers such things as change In titte or occupationat
series without a change In duties or responsibllitiss.

The “Explanation" sectlon should be used to show the reason if
"Othar' Is chackad, as well as any positlon{s) replaced by positlon
number, tltle, pay plan, oceupational cods, and grade.

3. Check one,

*4, Enter geographical Jacation by city and State (or if position is in a
forelgn country, by cily and country).

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

8, To he completed by OPM when certifying positions. (Ses ltem 16
for dale of OPM cerlification.} 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 tncumbent s exempt or
nonexempt from the minfmum wage and overlime provislons of
fhe Falr Labor Standards Act. See FPM Chapler 551.

8. Check box if slatement Is required. See FPM Chapter 734 for
the Execulive Personnel Financlal Disclosure Report, SF 278,
See FPM Chaptler 735, Subchapler 4, for the Employment and
Financlal interests Statement.

9. Check one lo show whether Idendlcal Addilional positions are
permilted, See FPM Chapler 312, Subchapler 4, Agencies may
show the numbar of such posilions authorized and/or eslablished
after the "Yes" block.

10. Chack one. See FPM Chapler 212 for information on the
compefiive service and FPM Chapler 213 for the excepled
service. For a positlon in the excepled seorvice, enter authority
far the exception, e.g., "Schedule A-213.3102(d})" for Alterney

ositions  excepted under Schedule A of the Civil Service

egulatlons. SES (Gen) slands for a General position in the
Senior Execufive Service, and SES (CR) stands for a Caraer
Reserved position.

11. Check ona,

* A "Supervisory" position [s one that meats the requirements
for a supervisory title as set forth in currenl OPM classification
and Job-grading ?ufdance. Agencles ma{ designate first-level
supemsory positions by placing "* or "4si" after *Supervisory.”

* A “Managerial” posillon Is one that meets the requirements for
su?(? a designatlon as set forlk in current OPM classification
guldance.

12. Cheek one lo show whalher the positlon Is non-sensilive,
noncrilical sensitive, critical sensitive, or special sensilive for
securily purposes. If this [s an ADP position, write the leller "C*
baside the sensitivity.

13, Enter competitive fevel code for use in reduction-in-force aclions.
See FPM Chapler 351,

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

*15, Enler classification/job grading action.

+ For "Officlal Tltle of Position,” see lhe applicable classification
orLob grading standard. For (gosmons not covered by a
published standard, see the General infroduction lo "Posltion
Classification Standards,” Section I, for GS positlons, or FPM
Supplement 612-1, "Job Grading Syslem for Trades and Labor
Oceupations,® Part 1, Section 1IL

s For "Pay Plan code, seo FPM Supplement 292-1, *Petsonnsl
Cala Standards,” Book Hl.

» For "Occupational Cods," see lhe applicable standard; or,
where no standard has been published, ses the "Handbook of
Occupatlonal Groups and Serfes of Classes” for GS posillons,
or FPM Supplement 612-1, Part 3, for trades and labor
positions. For all positions In sclentific and engineering
occupations, enter the two-digit functlonal classification
code In parentheses Immedlately following the
sccupational code, e.y., "Gs-1310114)." The codes are
listed and discussed In the General Introduction to *Posltion
Classificatlon Standards,” Section Vi.

18. Enler the organizational, functional, or working {Hle if It differs
from the officlal tifle.

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

*{8. Enler the organizational location of the position, slarting with the
name of [he depariment or agency and working down from thare.

49. if the posilian Is accupied, have the Incumbent read the atiached
desenption of dutles and responsibilitfes. The smployea's
signature {s optlonal.

*20. This statement normaily should be carlified by the knmediale
supenvisor of the posiifon, At its oplion, an agency may also
have a highar-level supervigor or manager cerlify the slatement.

*24, This staloment should be cerlified by the agency officlal who
makes the classification/job grading declsion, Depending on
agency regulations, this efficial may be a personnel office
reprasentalive, or a manager of Supervisor dalegaled
classiicationfjob grading authonly.

22, Enter the position classificationfjob grading standard(s) used and
the date of Issutance, e.g., "Mall and File, GS-305, May 1677."

23, Agencles are encouraged 1o review perlodically each established
rosltlon {o determine whether the posltion is still necessary and,
f s0, whether tha position desciiplion is adequale and
classificationob grading is proper. See FPM Letter 536-1 {to be
Incarporated into FPM Chapter 536)|._I This section may be used
as part of the review process. 1o employaa's initials are
optional. The Initials by the supervsor and classifier represent
recertifications of the statemenis in ilems #20 and #21
raspectively.

24. This sectlon may be used by the agency for additional coding
roquirements or for any appropriate remarks,

425, ‘Tr‘){pe the descﬁ,l)iion on plaln bond paper and attach to the form,

e agency posilion number should be shown on the altachment.

See appro‘male inslructions for format of the description and for

any requirements for evaluation documentation, e. 9.,

"Instructions for the Factor Evaluation Syslem," in the General
Introduction to *Position Classlficadon Stendards,” Section VI,



Executive 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
correspondence, administrative and/or progtam work, and planning and organizing special
projects, as well as researching material for briefings, presentations and speeches.

ll. MAJOR DUTIES AND RESPONSIBILITIES

1.

Responsible for review and management of all documents from staff for timely
submission to the USTR. Serves as final reviewer 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.,

Reviews all briefing materials and supetvises 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 regarding the documents arise.

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.

Reviews all Administration documents 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,

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 Memoranda to
the President from the USTR. Revises ail Notes and Memoranda to the President before
submission to USTR. Works with USTR to revise, answer questions, and finalize all
Notes and Memoranda to the President from the USTR.

Supervises review of correspondence in response to FOIA requests which are coordinated
though Policy Coordination office.

Participates in Senior Staff strategic meetings and provides input on procedural and
substantive considerations. Prepares notes of sirategic planning and decision making
meetings with USTR and ensures all assignments are 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 achieve

objectives.

9. 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 reports 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
current 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 cairying
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 patties of information concerning
technical requirements, timing, reporting formats, and the like. Evaluates work unit
submissions for adequacy, consistency, and adherence to prescribed administrative
reguirements and consolidates responses.

12, Performs other duties as assigned

lll, 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
studics concerning the efficiency and cffectiveness of program 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
materials, and other docunents,




Ability to work in a confidential environment, knowledge of document security measures and
ability to protect information and demonstrated ability to plan and organize multiple assignments
requiring a high level of discretion and judgment with minimal supervision.

Knoivledge of USTR’s operations and processes and knowledge of the missions and
responsibilities of USTR’s geographic and functional 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 perform
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 tequirements,

Skill in oral and written communication,

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 work, is responsible for planning and
carrying out the assigniment, resolving most of the conflicis 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 from an overall 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 particular 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 interpreting and adapting broader guidelines, such as agency
policies, regulations, precedents, and work directions for application to specific issues or
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 program support setting. This is in addition to improving conditions of a procedural
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 assoclated 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 employco may revise
develop new approaches to relate timeliness, accuracy, and productivity measurements for the USTR
controlled correspondence system.

‘Factor 5 - Scope and Effect Level 6-3 150 Pts

The purpose of the work is to plan and carry 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 incumbent identifies, analyzes, and’
makes recommendations to resolve conventional problems and situations in work-flow, work
distribution, and/or administration. Work may also involve developing detailed procedures and
guidelines 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
tequirements; (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 fufl
range of administrative skills facilitates the work of the office as well as the exchange of
information 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 cortespondence 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 professional, and managerial staff
including Senior Executive Service and Presidential Appointees within and outside the USTR,
and/or outside agency representatives, 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 during the course of the contact.

Factor 7 - Purpose of Contacts " Level 7-2 50 Pts

Contacts are for the purpose of planning, coordinating, and completing assignment as well as for
gathering factual and opinion data from a wide variety of people at all levels of Government,
business firms, private groups, etc, Contacts include formal and infofmal meetings, briefings
and discussions where incumbent must be prepared 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 infegrate diverse participant positions from
constructive product or result. The incumbent uses exceptional tact and negotiating skills to
negotiate appropriate solutions or develop alternatives.

Factor 8 - Physical Demands Level 8-1 6 Pts

The work is primarily sedentary.

Factor 9 - Work Environment Level 9-1 § points

The work is normally performed in an office setting.

TOTAL POINTS - 2,470
Grade Level = GS-11

This position is covered under the Fair Labor Standards Act,
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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 supervision. 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 handies problems and deviations in the
work assighments 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.




Executive Secretary
~AD-301 (equiv to GS-301-11)

I. 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
correspondence, administrative and/or program work, and planning and organizing special
projects, as well as researching material for briefings, presentations and speeches.

Il. MAJOR DUTIES AND RESPONSIBILITIES

1. Responsible for review and management of all documents from staff for timely
submission to the USTR, Serves as final reviewer of all cotrespondence 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 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 regarding the documents arise.

3. Prepares late letter reports and summaries o 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 all Administration documents 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 other Agencies. Assists with preparation of all Notes and Memoranda to
the President from the USTR. Revises all Notes and Memotanda to the President before
submission to USTR. Works with USTR fo revise, answer questions, and finalize all
Nofes and Memoranda to the President from the USTR.

6. Supervises review of correspondence in response to FOLA requests which are coordinatec
though Policy Coordination office.

7. Participates 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 assignments are 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 fo develop and implement plan of action to achieve

objectives.

9. Works on special projects, performs research using & variety of sources to include the
internet, current news atticles, think tank websites, ete, to obtain information to be used
for presentations, briefings and speeches, Gathers pertinent information, summatizes and
analyzes data and prepares reports reflecting comparative data. Examines case files to
locate specific information, and 1o isolate facts pertinent to an issue,

10,  Conduets ongoing reviews of the office's administrative management and support
functions, work flow, new or altered requitements, and related concerns, Assesses
current 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 catrying
out the work of the office. Serves on USTR commiittees established to address vatious
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, timing, reporting formats, and the like. Evaluates work unit
submissions for adequacy, consistency, and adherence to prescribed administrative
requirements and consolidates responses,

12.  Performs other duties as assigned

Hi. 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 substantive administrative support functions (L.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 ageney programs controlling correspondence, briefing
materials, and other documents.




Ability to work in a confidential environment, knowledge of document security measutes and
ability to protect information and demonstrated ability to plan and organize multiple assignments
requiring a bigh level of discretion and judgment with minimal supervision.

Knowiedge of USTR’s operations and processes and knowledge of the missions and
responsibilities of USTR’s geographic and functional 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 adminisirative
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 perform
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 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 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 from an overall standpoint in terms of feasibility, compatibility
with other work, or effectivencss in meeting requirements or expected results.

Factor 3 - Guidelines Level 3-3 275 Pis

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 particular requirements of discrefe

work projects.

Due to the sensitivity of the position, specific guidelines may not always be available and the
incumbent must use judgment in interpreting and adapting broader guidelines, such as agency
policies, regulations, precedents, and work directions for application to specific issues or
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 progratm or program support setting, This is in addition to improving conditions of a procedural
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, 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 relate timeliness, accuracy, and productivity measurements for the USTR
controlled correspondence system.

Factor 5 - Scope and Effect Level 5-3 160 Pts

The purpose of the work is to plan and catry 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 incumbent identifies, analyzes, and
makes recommendations to resolve conventional problems and situations in work-flow, work
distribution, and/or administration, Work may also involve developing detailed procedures and
guidelines 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 Congtessional 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 full
range of administrative skills facilitates the work of the office as well as the exchange of
information 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 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 professional, and managerial staff
inciuding Senior Executive Service and Presidential Appointees within and outside the USTR,
and/or outside agency representatives, high ranking international officials the White House,
Congressional staff and the private sector, The contacts are not made on a routine basis; the
putpose and extent of each contact is different; and the role and authority of each party is
identified and developed during the cousse of the contact,

Factor 7 - Purpose of Contacts Level 7-2 50 Pts

Contacts are for the purpose of planning, coordinating, and completing assignment as well as for
gatherinig factual and opinion data from a wide variety of people at all levels of Government,
business firms, private groups, ete. Contacts include formal and informal meetings, briefings
and discussions where incumbent must be prepared 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 incumbent uses exceptional tact and negotiating skills to
negotiate appropriate solutions or develop alternatives,

Factor 8 - Physical Demands Level 8-1 5 Pts

The work is primarily sedentary,

Factor 9 - Work Environment Level 9-1 5 points

The work is normally performed in an office setting.

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
Washington, 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 Press
Assistant and New Media Director (GS5/7)

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 1 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 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:

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 Government 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 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.

Acting Deputy Director for Compliance




1. Agency Poslilen No.
POSITION DESCRIPTION (Please Read Instructions on the Back) .
2, Resson for Submiasion 3. Seivice 4. Employing Office Locaton 6. Duty Statlon 6. OPM Certificstion No,
Redescription New ] veque £ mota | Washington, DG Washington, D¢
Reostablishment Other 7. Foir Labor Standerds Act 8, Financlal Statements flequired 9. Subject to JA Action
Explanation {Show any posiions repleced) Exempt m Nenexempt I Executtve Persoresl ’ I;,’ i iy nd 21 Yes EI No
. Positdon Stztus - PosltionIs {12, tivity 13. Compstltive Level Code
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Revisw
d.Fitst Lovel
Raviow
e. gmmn;mdvd by
UWV‘ or
!nln‘ll'ngo(;lﬂu
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19. Employee Review-This is an accurate description of the major
duties and responsibllitles of my postion. |
1
20, Bupervisory Certiicatfon. 7 certlty thet this Is an_accufate this Information /s to be used fo; statutory purposes relaling Ia
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_.__fesponsible. _ This ‘cortifjcation Is made with the knowladge that _ . _ . __ _ __ . . __
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Up ord 3

’ Information for Employees. The stenderds, and information on thelr
Acting Director, USTR Office of Hunan Resources application, are avallabfe in the pacsennel offics, The classification of the
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25, Description of Major Duties and Responsibilities (See Attached)
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Optional Form 8 {BACK) (Revised 1/85}

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

in order to comply with the requirements of FPM Chapter 285,
subchapter 3, and other provisions of the FPM, agsncles must
complete the items marked by an asterlsk, Agencies may determine .
what other ltems are to be used.

1. Enter position number used by the sgency for control purposes.

*2.

*4,

*B.

8

*7.

10

b

11,

12

Seo FPM Chapter 312, Subchapter 3,

Check ona,

"Redsscription® means the duties andfor responsibilities of an
exisitng position are baing changad.

“New" means the position has not previously existed.
*Reestablishment™ mesns the positlon previously existed, but
had been cancslled.

“Other" covers such things ag change in title or occupational
saries without a change in dutiea or responsibillities.

The "Explanation” secticn should be used to show the reason if
"Other” is chacked, as weli as any position(s) replaced by
position number, tlitle, pay plan, occupational code, and grade.

-

Check one.

Entar geographical location by city and State {or if positlonis in a
foreign country, by city and country},

Enter geographlcal location If different from that of #4,

To be completed by OPM when certifying positions. {See ltem
16 for date of OPM certification.) For SE§ and GS-18/18
ositions and aquivalont, show the position number used on OPM
orm 1380 {e.g., DAESC012),

Check one to show whather the incumbent ls exempt or
nonaxerpt from the minimum wags and overtima provislons of
the Falr Labor Standards Act, See FPM Chapter 651,

Check box if statement is raquired. See FPM Chapter 734 for
the Executive Personne! Financlal Disclosure Report, SF 278.
See FPM Chapter 735, Subchapter 4, for the Employmsnt end
Financial interests Statement.

Check ons to show whethar Identical Additional positions are
permitted. See FPM Chapter 312, Subchapter 4. Agencles may
show the aumber of such positions authorized and/or established
after the "Yes" block,

Check ons. See FPM Chapter 212 for Information on the
competitive service and FPM Chapter 213 for the exceptod
sarvics, For a postilon in the excepted service, snter suthority
for the exception, e.g., "Schaduls A-213.3102(d}" for Attorney
positions éxcepted under Scheduls A of the Civll Service
Regulations. SES {Gen) stands for a Qeneral position in the
Senior Executive Service, and SES (CR) stands for a Career
Reserved position.

Check one,

' A "Supervisory” position Is one that mests the requirements
for a supervisory title gs set forth in current OPM classification
and Job-grading guldance, Agencies may deslgnate flrst-leval
supsrvisory 'posltions by placing "1* or "1st" after
"Supervisory.

* A "Managerlel® posltion s one that meets the requirements for
such a designation as set forth in current OPM classification
guldancs.

Check one to show whether the position is non-sensitive,
noncritical sensltive, critical sensitive, or special sensitive for
security purposas, [f this Is an ADP position, write the letter "C*
beside the sensitivity.

13.

14,

*15.

16

17.

*18

19,

*20,

*21.

22,

23,

24,

*256.

Entar competitive lavel code for use in reduction-in-force actlons.
See FPM Chaptar 351. .

Agencies may wuse this block for any additional coding
requirament,

Enter classificationfjob grading action,

* For "Official Title of Position,” ses the applicable classification
or job grading standard. For positions not coverad by a
published standard, see the Genera! Introduction to "Position
Classification Standards," Section lll, for GS positions, or FPM
Supplement 512-1, "Job Grading System for Trades and Labor
Occupations,” Part 1, Section Il

For “Pay Plan code, sse FPM Supplement 292-1, "Personnst
Data Standards,” Book Iil.

For "QOccupational Cods,” ses the applicable standard; or,
where no standard hes been published, ses 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 afl postions in scisntific and engineering
occupations, enter the two-digit functional classification cods
in parentheses immadiatey following the occupatlonal code,
6.9., "G5-1310{14)." The codes are listed and discussed in the
General [Introduction te "Positlon Classification Standsrds,”
Saction VI

»

Enter the organizational, functional, or working title it it differs
from the official title,

Enter the name of the incumbent. if there is no incumbaent, enter
“vacancy.” .

Enter the organizational location of the poslifon, starting with ths
r;ama of the department or agency and warking down from
there.

if the position Is occupled, have tha Incumbaent read the attached
dosctiption of duties and responsibllites, The employee's
slgnature Is optional,

This statement normally should be certified by the immedlats
supervisor of the position. At Its optlon, an agency may also
have a higher-level suparvisor or manager certify the statemsnt.

This statemnsnt should be cartified by the agency official who
makas the clagsifieation/job grading dscision. oponding on
sgency regulations, this official may be & pstsonnel offfce
representative, or a manager or supervisor delegsted
classification/ffob grading authority.

Enter the position classHication/job grading standerd{s) used and
the date of issuance, g.g., “Mall and File, GS-305, May 1977."

Agencies are encoureged to raview periodically each established
position to determine whether the position Ia still necessary and,
it so, whether the position description is adaquate and
classification/job grading Is proper. Ses FPM Lstter 536-1 {to be
Incorporated into FPM Chapter 536), This section may be used
as part of the raviaw process, The am(j)foyeo's Initials are
optional.  The InHitals by the supervisor and classiffer represent
recertifications of the statements in items #20 and #21
respactively.

This section may be used by the agency for additional coding
requirements or for any appropriate ramarks.

sza the dascription on plain bond paper and attach to the form.
Tha agency position nimber should be shown on the attachment.
Seo appropriate instructions for format of the description and
for any requlrements for evaluation documentation, eo. g.,
"Instructions for the Factor Evaluation System,” in the GQeneral
Introduction to “Position Classification Standards,” Section VIl




Press Assistant and New Media 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, Exccutive Office of the
President ~ a national security agency. This includes, but is not limited to the following duties:

..

2.

W

=

oo

9.

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.

Coordinates press conferences, press materials, new photographs, and special feature
articles.

Updates USTR.gov with current approved information,

Manages and updates USTR.gov homepage, blog, and press pages, and updates with
current and new information.

Oversees, maintains, and updates USTR Social Networking sites to maintain consistency
with postings on USTR.gov.

Coordinates with IT and Quotient to ensure responsiveness to new needs and/or
expansions on the website or social nefwork sites.

Creates new USTR pages on appropriate social network site(s) as assigned.

Coordinates with inter-agency new media teams when posting inter-agency information
to maintain a consistent message across new media outlets,

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 {raffic and social media sites to determine statistics of
website views, -

12. Manages the Open Government Directive for the Public Affairs Office. H1gh}1ghts

13,

USTR's public engagement efforts on USTR.gov and social networks.

Provides media inforsnation 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 with advance arrangements for trade negotiations, ministerials,
conferences, etc, : '




14. Prepares trave] arrangements, authorizations, and vouchers for supervisor, Processes visa
and passport information 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 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 communication that
enable the incumbent to complete assigned work requirements for a program of national
and international scope and significance.

2. Knowledge of the functions, structure, procedures of USTR sufficient to respond timely
and accurately to challenges 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) personnel.

4. Ability to convey information about international trade policy to the media, the public,
Congressional staff, and the private sector in a variety of fora including meetings,
briefings, press conferences, etc, on USTR and current trade issues.

5. Ability to write 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: Level 2-2 -- 125 points

The Assistant U.S. Trade Representative (AUSTR) for Public and Media Affairs makes
continuing or individual assigninents 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, or unusual assignments
including suggested work methods or techniques or advice on locating source material.




1. Agency Posltion No,

POSITION DESCRIPTION (Please Read Instructions on the Back)

2. Reason for Submisslon 3, Sarvice 4, Employing Olfice Locatlen B. Duty Statfon 8. OPM Certication No.
Redoscription  [¥] New [] Hdats [ J ried | Washinglon, DC! Washington, D :
Resstablishment . N Other . 7. Fair Labos Stonderds Act 8. Flnanclal Stetements Requirad 9. Subject to [A Action
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70. Suparvisory Certilication. 7 cerdlfy that this Is an_eccurate this information s to be used for statulory purposes relailng to
statement of the mejor duties end responsibilities of this position appointment and payment of public funds, and that false or mislaadin,
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... ..fesponsthle. This cettification Is mode vith the knowladge thet, . _ __ . __ . oo .

8. Typed Nare and Title of Immediete Supervisor '—Ib. Typod Neme and Tille of Highei-Level Supervisor or Menagar foptfonal}

non-responsive
AUSTR for Public & Madia Affairs
pge— - T [Bae ~ — isghetuie — —

n-responsive [ |

1
LI5S ( B0 Ola) CETUTICGIION, i hat thng posi- . i
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! | f
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Cptionsl Form 8 {BACKD {Rsvised 1/85}

In order to compl
subchapter 3, an

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

with tha requirements of FPM Chapter 266,
other provisions of the FPM, agencies must

complete the itams marked by an asterisk. Agencies may dstermine
witat other items ase to be used.

*1.

*2.

*4,

*B,

=7.

i0.

11,

12,

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

Check one.

* "Radescription® means the duties andfor responsibilities of an
exisitng position are bsing changed.

"New"” means the position has not previously existed.
"Ressatabiishment” means tha position praviously existed, but
had been cancelled,

"Othsr” covers such things as change in title or occupational
series without a change in duties or responsibilities.

The "Explanation” section should be usad to show the reason if
“Qther” is checked, as well as-any position{s) replaced by
position numbar, titls, pay plan, oecupational code, and grads.

. Chsck one.

Enter geographical locatlon by city and State {or if position Is ina
forsign country, by city and countryl,

Enter geographical location if different from that of #4.

To bs completed by OPM whan certifying positions. {Ses ltem
15 for date of OPM certification.) For SES and GS-16/18
positions and equivalent, show the position nhumber used on OPM
Form 1380 le.g., DAESQ012},

Check one to show whether the incumbent is exempt or
nonexempt from the minimum wage and overtime provislons 6f
the Falr Labor Standards Act, See FPM Chapter 5561,

Chack box If staternant is required. Ses FPM Chapter 734 for
ths Executive Personnel Financial Disclosure Report, SF 278.
Sea FPM Chapter 736, Subchapter 4, for the Employment and
Financtal Interests Statement.

Check one to show whether ldentical Additional poshions are
petmitted, Ses FPM Chapter 312, Subchapter 4. Agencies may
show the number of such positions authorized and/or established
after the "Yes” block.

Check one. See FPM Chapter 212 for information on the
competitive service and FPM Chaptor 213 {for the excepted
servico. For a posiiion In the oxcopted service, enter authority
far the exception, e.g., "Schedula 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
Senlor Execulive Service, and SES [CR) stands for a Career
Resserved position.

Chack ons.

* A "Supervisory” position Is one that mests the requirements
for a suporvisory tltle as sot forth in current OPM classification

* and fob-grading guldance. Agencies may designate first-level

supervisory positions by placihg "1" or "ist" after

"Supervisory.”

° A "Managerisi” position is one that mests the requirements for
su_cl? a degignation as set forth Tn current OPM classification
guidance,

Check one to show whether the positien is non-sansitive,
noncriticel sensltive, critical sonsitive, or special sensliive for
sacurity purposes. If this is an ADP pasition, write the letter *C"
heside the sensitivity.

i3.

14.

*15

16.

17

*18,

19,

®20.

*21.

22,

23,

24,

*28,

Enter compaetitive level code for use in reduction-in-force actions.
See FPM Chapter 3b1.

Agencles may use this block for any additionsl coding
requirament.

Enter classificationfjob grading action.

* For "Officlal Title of Position,” see the applicable classHication
or fob grading standard. For positions not covered by a
published standard, see the Gensral Introduction to "Position
Classiflcation Standards,* Section li, for GS positions, or FPV
Supplement 512-1, “.dob Grading System for Tradas and Labor
Qcgupations,” Part 1, Section lIl,

For "Pay Plan code, ses FPM Supplement 292-1, "Personns)
Data Standards,"” Book Jil.

For "Occupationn! Code," see the applicable stendard; or,
where no standard has been published, see the “Handbook of
Ocoupational Groups and Series of Classes" for GS positions,
or FPM Supplement 512-1, Part 3, for trades and labor
positions,  For all postions In sclentific and engineering
occupatlons, enter the two-dight functional classilication coda
in parentheses Immediatey following the ocoupational code,
e.g., "G8-1310(14),” The codes are listed snd discussed In the
ganeral vl'ntroduclion to "Position Classiffcation Standards,®

sction VI, ’

-

Enter the orgenizational, functional, or working title If it differs
from thae official title.

Enter the name of the incumbent. If there is no incumbent, enter
"vacanoy.”

Enter the organizational location of the position, starting with the
n‘:!me of the department or sgency and working down from
there.

If the position is occupled, have the incumbent read the attached
description of dutles and responsibilittes. The employea's
signature Is optional,

This statement normally should be cortified by the Immadiste
supervisor of the position. At its option, an agency may also
have a higher-level supervisor or manaper certify the statement.

This statement should be certified by the agency official who
makes the classificationfjob grading decision. Depending on
agency regulations, this official may be a personnsi office
representative, of a manager or suparvisor delegated
classiflcation/job grading authority.

Enter the posttion classification/job grading standard{s) used and
the date of Issuance, e.g., "Mali and File, GS-305, May 1877.”

Agencies are encouraged to review periodically each established
osition to datermine whether the position Is stilf necessary and,
so, whether the poasltfon description is adequate and
classification/job grading s proper. See FPM Lettor 536-1 {to be
incorporated into FPM Chapter 536}, This sectlon may be used
as part of the review process.” The amployee's initials are -
optional. The inititals by the supervisor and classifier represent
recertifications of the ~statements In itemms. #20 and #21
respactively.

This section may be used by the sgency for additicnal coding
requirements or for any appropriate remarks,

Type the deseription on plain bond paper and afttach to the form.
The apency position number should be shown on the attachment.
See appropriate lnstructions for format of the description and
for eny requirements for evaluation decumentation, e, g,
“instructions for the Factor Evaluatien System,” In the General
Introduction to "Position Classification Standards,® Saction VIi.




Press Assistant and New Media Director
AD-301 (equiv to GS-05)

STATEMENT OF DIFFERENCE TO:

Press Assistant and New Media Director
AD-301 (equiv to GS-07)

The incumbent performs duties that are essentially 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 Agsistant UJ,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 carries out the successive steps
and handles problems and deviations in the work assignments in accordance with
instructions, policies, previous training, or accepted practices in the occupation, Work is
reviewed for technical soundness and conformity with agency policy and established
objectives.




Press Assistant and New Media 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.

10.

L1,

12.

13.

Writes, edits and issues press releases, advisories, fact sheets, “talking points”, and other
USTR material to the media and private sectot, and/or to be posted through new media,

Coordinates press conferences, press materials, new photographs, and special feature
articles.

Updates USTR.gov with curtent approved information.

Maunages and updates USTR.gov homepage, blog, and press pages, and updates with
current and new information,

Oversees, maintains, and updates USTR Social Networking sites to mamtam cons1stency
with postings on USTR.gov.

Coordinates with IT and Quotient to ensure responsiveness to new needs and/or
expansions on the website or social network sites,

Creates new USTR pages on appropriate social network site(s) as assigned.

Coordinates with inter-agency new media teams when posting inter-agency information
to maintain a consistent message across new media outlets.

Performs or delegates research -and ensures provision to requester of all relevant
information,

Uploads multimedia projects (pictures, video, audio).

Tracks analyucs of website traffic and social media sites to determine statistics of
website views.

Manages the Open Government Directive for the Public Affairs Office. Highlights
USTR's public engagement efforts on USTR.gov and social networks.

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 with advance arrangements for frade negotiations, ministerials,
conferences, etc,




14, Prepares travel arrangements, authorizations, and vouchers for supervisor, Processes visa
and passport information 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 member for assistance.

FACTOR 1 - KNOWLEDGE REQUIRED BY THIE POSITION: Level 1-6 -~ 950 points

1. Knowledge of the principles, methods, practices, and techniques of communication that
enable the incumbent to complete assigned work requirements for a program of national
and international scope and significance.

2, Knowledge of the functions, structure, procedures of USTR sufficient to respond timely
and accurately to challenges 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) personnel.

4. Ability to convey information about international trade policy to the media, the public,
Congressional staff, and the private sector in a variety of fora including meetings,
briefings, press conferences, cte. on USTR and current trade issues.

5. Ability to write a variety of documents (e.g., press releases, speeches, “talking points”,
interview outlines, arlicles, 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: Level 2-2 -~ 125 points

The Assistant U,S. Trade Representative (AUSTR) for Public and Media Affairs makes
continuing or individual assignments by indicating genetally what is to be done, limitations, quality
and quantity of work expected, deadlines for completion, and priority of various assigninents. The
supervisor provides additional, specific instructions for 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, NW, Suite 500
Washington, 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 Special
Assistant to the USTR (GS7/9)

Dear Ms. Kaye:

You have requested that the position of Special Assistant to the USTR (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 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:

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, etc. 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,

£ Efipman
yPeputy Director for Compliance
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Qptlonst Foin 8 (BACK) (Ravised 1/86)

Instructions for Completing Optional Form 8
POSITION DESCRIPTION

in order to comply with tha requirements of FPM Chapter 296,

subchapter 3

and other provigions of the FPM, agencies must

complete the ftoms marked by an asterisk, Agencles 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 ons.

*4

"Redesceiption” means the duties and/or responsibifites of an
exisitng position are being changed.

“"New" mseans the paosition has not previously existed.
"Reestablishment” means the position previously existed, but
had been canceiled.

"Other” covers such things as change In title or occupational
series without a changs in duties or responsibilities.

The "Explanation” section should be used to show the reason if
“Other" is chacked, as well as any positionls} replaced by
position number, iltle, pay pian, occupatlonal cods, and grade.

. Check ons,

J

*B.

*7

Enter geographical jocation by city and Stats {or if position ts ina
forelgn country, by city and countryl.

Enter geogfﬁphICHl locatlon if different from that of #4.

. To ba completed by OPM whan certifying positions. {See Hem

-

10.

11.

12

16 for date of OPM certification.) For SES and G5-18/18
positions and equlvalent, show the position number used on OPM
Form 1390 (e.9., DAES0012).

Check one to show whathar the incumbent s exempt of
nonexempt from the minlmum wage and overtme provisions of
the Fair Labor Standards Act. See FPM Chapter 651,

Chseck box H statement Is required. See FPM Chapter 734 for
the Exacutive Personnel Financlal Disclosure Report, SF 278.
Ses FPM Chapter 735, Subchapter 4, for the Employment and
Financial [nterests Siatement.

Check one to show whether Identica! Additional positions are
permitted, See FPM Chapter 312, Subchapter 4. Agencies may
show the number of such positions autherizad and/er sstablished
after the "Yas™” block.

Check one. Ses FPM Chapter 212 for Information on the
compstitive service and FPM Chapter 213 for ths excepted
service. For a postilon in the excepted service, enter authority
for the exception, e.g., "Scheduls A-213.3102{d)" for Attorney
positions excepted under Scheduls A of the Civil Ssrvice
Regulations. SES {Gen) stands for a Genaral position in the
Sentor Exeeutive Service, and SES {CR) stands for 8 Catesr
Resarvad position,

Check one.

¢ A "Supervisory” position is one that meets the requirements
for a supervisory titls as set forth In current OPM classificetion
and job-grading guidance. Agencles may deslgnate first-level
supervisory positions by placing "1 or *ist" after
“Supsrvisory.”

* A "Managerisl” position is one thet meets ths requirements for
such a designation as set forth in current OPM classification
guldance,

Chack cone to show whather the position is non-sensitive,
noncritical sensitive, critical sensitive, or speclal sensitive for
security purposes, if this is an ADP position, write the letter "C"
beside the sensitivity,

13,

14,

*18.

16.

17.

*18.

19,

*20.

21,

22,

23.

24.

*25.

Enter compatitive levsl code for use in reduction-in-force actions,
See FPM Chapter 361,

Agencles may use this block for
requirament. -

any additional coding

Enter classification/job grading action,

* For “Offictal Title of Position,” sea the applicable classification
or job grading standard. For positions not coverad by a
published standerd, see ths General Introduction to *Position
Classificatlon Standards,” Section i, for GS positions, or FPM
Supplement B12-1, "Job Grading System for Trades and Labor
Occupations,” Part 1, Section L

For "Pay Plan code, ses FPM Supplemsnt 282-3, "Personnsl
Data Standards,” Book !l

For "Occupational Code," see the applicable stendard; or,
whars no standsrd has bean published, see the "Handbook of
QOccupational Groups and Series of Classes” for GS positions,
or FPM Supplement 6512-1, Part 3, for trades and labor
positions, For &ll postions In sclentific and engineering
occupations, enter the two-diglt functional classification coda
in parenthasss immadistey following the occupational coda,
0.g., "G5-1318{14)." The codss are listed and discussed in the
genomlvlinlroduction to "Position Clessification Standards,”

ection Vi,

-

Enter the organizational, functional, or working title if it differs
from the officlal titls.

Enter the nama of the incumbent. [f there Is no incumbsnt, anter
“vacancy."

Entor tho organizational location of the position, starting with the
nﬁma of the department or agency and working down from
thare,

if the positlon is occupied, have tha incumbent read the attached
description of dutles and rasponsibilities. The employea's
signature i3 optional.

This statement normally should be certified by the immediate
supervisor of the position, At s option, an agency may aiso
have a higher-fevel suparvisor or manager cerlify tha statement.

This statement should be certified by the agency official who
makes the classificationfjob grading declslon. Depending on
agency regulations, this offictal may be @ personnel «offfcs
representative, or a rmanager of supervisor dalegated
classificatfonfjob grading authority.

Enter the position classification/job grading standard{s) used and
the date of Issuance, e.g., *Mall and Flle, GS-306, May 1977.°

Agencies are encouraged io review periodically each aestablished

psitlon to determine whether the poslition is still necessary and,
it so, whether the position description Is adequate apd
classftication/job grading is proper. See FPM Letler 536-1 {to be
incorporatad Into FPM Chepter 636}, This section may be used
as part of ihe review process. The employes's initials are
optional. The Inititals by the supervisor and classifier cepresent
recectificatlons of the statements In items #20 and #21
respactivaly,

This section may be used by the agaency for additional coding
requirements or for any approptiate remarks,

Type the description on plain bond paper and attach te the form,
The agency position number should bs shown on the attachment,
See appropHate Instructions for format of the descriptien and
for any requirements for svaluation documentation, . g.,
“Instructions for the Factor Evaluation System,” {n the General
Introduction to "Position Classification Standards,™ Ssction Vil.



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 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 documents, Follows up with appropriate staff
members to ensure timely, appropriate response. Reviews outgoing correspondence for
content to ensure that documents respond to the incoming correspondence 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 reports. - These reports include natrative
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 the status of agency initiatives to ensure timely completion and /or
salisfactory 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 frips and events for the Ambassadors (USTR and Deputy
USTR’s). Handles all logistical and adminisirative planning as needed. Frequent travel
(domestic and internationaf) may be required.

5. Using own initiative, writes 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. 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 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
pexsons 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 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 departinents and agencies to resolve
matters.

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

FACTOR 2. SUPERVISORY CONTROLS

The supervisor makes assignments 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 instructions, 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 usnally
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 ageney 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 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 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 USTR in
dealings with the USTR staff and with legislative and high-level executive branch officials on
matters which require transmittal of the USTR's views and policies, The incumbent must be able
to deal with pressure created by the USTR'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

Sexving as an aide and confidential assistant to the USTR, who has Ambassadorial title
(Executive Level 1), the incumbent will participate in the management of supetvisor'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 USTR.

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 ot as
determined as appropriate.

Incumbent transmits the USTR's instructions 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 carrying 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 rooms.

This position is subject to the Fair Labor Standards Act
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QOptional Farn 8 {BACK) (Revised 1/86)

Instructions for Compiseting Optional Form 8
POSITION DESCRIPTION

In order to comply with the requirements of FPM Chapter 285,
subchapter 3, and other provisions of the FPM, agencies must
complste the items marked by an asterisk, Agencies may determine
what other items ara to bs used.

1.

€2,

3
4

*B

10,

1.

12,

, To be completed by OPM when certifying positions.

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

Chack one.

* "Redescription means the dutfes andfor respensibilitiss of an
oxisitng position ars being changed.

"New" means the position has not praviously existed,
"Reestablishment” means the position praviously existed, but
had bgen cancelled.

*Other® covers such things as change in title or ocoupational
serles without & change In duties or regponsibllities,

Tha “Explanation® section should he used to show the reason if
"Other” is chocked, as well as any position{s) replaced by
positlon number, titls, pay plan, occupational code, and grade.

Check one.

Enter goographical location by city and State {or if positionisina
forsign country, by city and countryl.

Entar geographical locatlon if different from that of #4.,

(Sae ltem
16 for date of OPM certification.} For SES and GS-16/18
positions and equivalent, show the position number used on OPM
Form 1390 {o.g., DAES0012).

Check one to show whather tha incumbant is exempt or
nonexempt from the minimum wage and overtime provislons of
the Fair Labor Siandards Act. Ses FPM Chapter 561.

Check box if statement is required, See FPM Chapter 734 for
the Executive Personnel Financial Disclosure Report, SF 278,
See FPM Chapter 736, Subchapter 4, for the Employment and
Financial Interests Statement.

. Chack one to show whether Identical Additional positlons are

parmitted. See FPM Chapter 312, Subchapter 4. Agencles may
show the number of such positions authorized andfor sstablished
after the "Yes" hlock,

Check one., Ses FPM Chapter 212 for information on the
competitive service and FPM Chepter 213 for the excepted
servies, For a postiion In the excepted service, anter anthority
for the exception, e.g., "Schedule A-213,3102{d)" for Attornay
positions excapted under Schedule A of the Clvil Servica
Regulations. SES {Gen) stends for & General positlan in the
Senior Executive Serviee, and SES {CR} stands for a Career
Reserved position.

Check one,

* A “Supervisory” position s one that mests the requlrements
for a supsrvisory title as sst forth in current OFM classification
and Job-grading guldance. Agencles may designale first-lavel
supervisoly positions by placing "1" or “"tst" after
“Supervisory.”

* A “Managerial” position Is one that meets ths requirements for
such a designstion as sot forth in current OPM classification
guidance.

Check one to show whethar the position Is non-sensitive,
noncritical sensitive, critical sensitive, or speclal sensltive for
security purposes. If this is an ADP position, write the letter “C”
beside the sensltivity.

13.

14,

*16.

16.

17.

*18.

18,

*20,

21,

22,

23.

24,

*25.

Entar competitiva level code for use in reduction-in-force actions.
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Data Standards,” Book i,
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The agency position number should be shown on the attechment,
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for any requirements for evaluation documentation, e. g.,
“Instructions for the Factor Evaluation System,” in the General
introduction to *Position Classtication Standards,” Section Vi,




Special Agsistant fo 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 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 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 cairies 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
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 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 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.,

L. Tracks and monitors all incoming documents. Follows up with appropriate staff
members to ensure timely, appropriate response. Reviews outgoing correspondence for
content to ensure that documents respond to the incoming correspondence 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, inciudes
such material in the briefing books, Contacts USTR staffto 1equest background or other
information or to follow-up on previous requests.

3. Prepares or drafls a variety of letters, memorandums, reports, ete. including weekly
memoranda to the President and White House reports. These reports include narrative
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 the status of agency initiatives to ensure titmely completion and /or
satisfactory progress toward completion,

Assists in carrying a vaviety 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 aud Deputy
USTR’s). Handles all logistical and administrative planning as needed. Frequent travel
(domestic and international) may be required.

5. Using own initiative, writes 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. KNOWLEDGE REQUIRED BY THE POSITION

L

L

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

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

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

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

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

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 departiments and agencies to resolve
maters,

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

FACTOR 2. SUPERVISORY CONTROLS

"The supervisor makes assignments 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 instructions, 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.




United States

2 Office of Government Ethics
% 1201 New York Avenue, NW,, Suite 500
% Washington, DC 20005-3917

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for [RESSIENG
Dear Ms. Bradley:

You have requested that (RGN SeIoNg: @ 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
from reporting requirements is denied.

The position description submitted in support of the request indicates that
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
Page 2

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,

4 - *-:-{ / - » :{) )4
Seth H. Jaffe
Acting General Counsel
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Deputy White House Liaison
- (S-301-13

INTRODUCTION

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 performs
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, 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.

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, format 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-term 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,
procedures, 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 Poinis

Guidelines consist of broad executive-branch policy statements, general administrative policies, basic
iegislation, 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 characterized 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.



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 geénerate 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.

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 organizationa! 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 § 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-13 Point Range: 3155-3600



United States .
Office of Government Ethics

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Special Assistant, PD number: DDGS17218

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Special Assistant,
PD number: DDGS17218, a Schedule C position, be excluded from the public financiai
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
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 Maunda Charles at 202-
482-9261.

Sincerely,

Seth H. Jaffe
Acting General Counsel
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Special Assistant
GS 11
Research

Introduction;

This position is located in the Office of the Assistant Secretary of Defense for Legislative
Affairs (ASD(LA)). The incumbent of this position serves as a Special Assistant to the
ASD(LA) and PDASD(LA) with responsibility for handling 2 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 OASD(LA)’s functions or responsibilities
and provide a basis for policy decisions.

The incumbent of this Schedule C position will have access to highly confidential,
sénsitive, and frequently politically controversial informatioh and mustbe & 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 incumbent performs the following duties:

- 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 arcnas, 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.

- 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, "Typically, these
assignments involve contacts-with the White House staff, staffs of Congressional
committees, the staff within the Immédiate Office of the Secretary of Defense, the Under
Secretaries of Defense, the Assistant Secretaries of Defense, and officials of the Mzhtary
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 quxck research, analysis, assessment, and
recommendations,
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- Recognizes the usgency of all assignments, initiating the necessary action required
to complete assignments in a timely and efficient manner. Detcnmnes sources of
information for timely resolution of pfoblems,

- Prepares briefing papers, position papers, replies to Congressional and other
govemmental inquiries, prepares statements and back-up information for issues
anticipated in hearings on legislation, Performs research within the department to obtain
requisite information, or obtains such information and data front other outside offices.

Factor 1. Knowledge Required by the Position Level 1-7 -« 1250 points

- Knowledge of qualitative and quantitative techniques for analyzing and measuring
the effectiveness, efﬁclency, and productivity of technical programs, along with
knowledge of the mission, organization, and work processes of programs through OSD to
conduct studies, analyze ﬁndmgs, and make recommendations on substantive operating
programs. The work requires skill in preparing project papers and staff reports and skill
in organizing and delivering bricfings'to managers to encouragé understanding and
acceptance of findings and recommendations,

- Knowledge of organization, programs, missions, and functions of OSD along with
knowledge of analytxcal techniques to prepare background material and technical
information for use in communications throughout the Department., Work requires
considerable inter-personal skills in presenting recormnendatmns and negotiating
solutions to disputed recommendations,

s Thorough knowledge of OSD programs, operations, objectives,.and policics along -
with a comprehensive knowledge of manageiient 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 -- 450 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 orgenizing the study, coordinating with staff and personnel,
and conducting.all phases of the project. This frequently involves the definitive
interpretation of regulations and study procedurés, and the initial application of new
méthods, The employee informs the supérvisor of potenually controversial findings,
issues, or problems with widespread impact, - Completed projects, evaluations, reports, or
recommendations are reviewed by the supervisor for compatibility with organizational
goals, puidelines, and cffectiveness in achieving intehded objectives.
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Factor 8, Physical Demands Level 8-1 - § points

The work is primarily éedentaxy, although some slight physical effort may be required,
Factor 9, Work Environment - Level 91 -- 5 points

Work is typically performed in an adequately lighted and climate controlled office. May
require occasional travel,

Totel Points 2615




United States

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

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Confidential Assistant, PD number: DDGS17204

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Confidential
Assistant, PD number: DDGS17204, 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
Page 2

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,

- /7
ol A J
&

Seth H. Jaffe
Acting General Counsel
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CONFIDENTIAL ASSISTANT )
GS-301-14

This pesition is located in the Office of the Deputy Secretary of
pefense, As Confidential Assistant to the Deputy Secretaxy, the fncumbent
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 and the Administration. The incwmbent performs
duties involving a high degree of sensitivity and confidentiality with
attendant exposure to pelitically controveralal information which require the

complete trust and confidence of the Deputy Secretary and other key officials
» of the Administration. :

Provides expert administrative guidance and program assistance in
internal office management and adminlstrative support in the coordination and
management of a wide variety of the most sensitive and complex projects,
studies, and action correspondence, keeping the Deputy Secretary informed of

eritical developments and providing expert advice on the administrative
aspects of problems which may arise.

Based on an intimate understanding of the views and policies of the
Deputy Secretary, provides expert guldance to staff persomnel relating to
pelicies, priorities, practices, and procedures, asauring a smooth and
efficient operation and relieving the auparvisor from invelvement in
important but time-consuming detalls relating to management of programs.

Serves as a polnt-of-contact for the Deputy Secretary and, basad upon
personal knowledge of his wishes and of the OSD organization, refers matters
out to appropriaté office({s) for study and action, establishes deadlines,

monitors progress, personally resolves related problems, and disseminates the
supervisor’s instructions once dacisions are made. Follows up to assure that
directions have been carried cut.

Undertakes complei research projects which require the exercise of
identification of sources of information, fact-finding research and
investigation, analysis, report writing, correspondence preparation, and
follow-up, These assignments are typlcally of a highly sensitive and
controversial nature,.and involve contact and coordination with. key civilian
and military officials within the Department of Defense, other departments and
-agenclies of the Executive Branch, the Congress and the White House. Due to
the sensitive nature of such projects and.the level of those parsons

contacted, the incumbent exerclises an extremely high level of tact and
diplomacy.

Assenbles 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 Secretary. '

pPerforms other related and comparable duties as assigned.

FACTOR 1, KNOWLEDGE REQUIRED. BY THE POSITION Level 1-8 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 {ncluding 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 prineciples and
practices along with a comprehensive knowledge of administrative regulations,
guidelines and processes, and thorough knowledge of the 0SD's management
process to prepare planning dnd operational guidance in accordance with broad
agency program policies and cbjectives. Davelops administrative guidance for
major program activities, and performs continuous appraisal of the utilization
of resources in accomplishing office ocbjectives and goals. The work requires
ability to conduet studies of operational and procedural practices within the

specific office and in those with whom the supervisor deals on a regular
basis.

' Knowiedge ¢£.0SD command structurae, missions, programs, and
organizational relationships plus a thorough knowledge of methods and

techniques to develop standards covering complex program functions ox
missions.

Ability to meet and deal effectively with a wide range of key managemant
officials inside -and outside the PoD, including senlor,cfficials of private
industry, academia, other Federal agencles, and representatives of
nongovernmental groups ox associations.

FACTOR 2, SUPERVISORY CONTROLS Level 2-5 650 points

As a recognized administrative and opaerational authoxity in the programs and
issues of the supervisoxr’s office, the employee is subject only to general
i poelicy direction concerning overall program priorities and objectives,

At
this level, the employee is typically delegated complete responsibility and
authority to plan, sc¢hedule, and carry out major projects.

The employee
typically exercises discretion and judgment in determining whethez.toySroaden
or narrow the scope of projects or studies. Findings and recommendations aré
normally acecepted without siginificant change.

FACTOR 3, GUIDELINES Level 3-5 : 650 points
Guidellneg conaist of basic adninistrative pelicy statemants concerning the
issues and problems to be resolved. The employeae uses a high degree of

judgment and discretion in interpreting and revising existing policy and
programmatic guidance for use by others within or outside 0SD.

Reviews
proposed legislation ox 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 modify important inter-agency
ralationships. The employee provides expert advice and assistance in the

development and/or interspretation of guidance on planning and operation in
.areas of concern,

FACTOR 4, COMPLEXITY Llevel 4-6 450 points

The employee plans, organizes, and carries through to completion studies .
involving the cperations of key programs under the cognizance of the Deputy
Secretary. Numerous programs and projects are ongoing simultaneously,
necessitating independent setting of priorities and balancing workload to
accompliszh the most eritical projects, Providea overal) administrative
direction to subordinate personnel with the Deputy Secretary’s office, and
guldance to other components as to the supervisor’s views and wishes on
specific mattexrs. Due to the nature of the Deputy Secretary’s broad-ranging
responsibilities, the incumbent must be able to functicn in a high pressure,

g
ever~-changing environment, and is subject to continually fluctuating deadlines
and priorities.

FACTOR 5, SCOPE AND EFFECT lLevel 5-6 450 points
The purpose of the work is to perform very broad and extensive assignments
related to the supexvisor’s programs which are of significant interest to the
public and Congress. Recommendations :esulting,from_assignments involve




highly significant programs or policy matters and may have an impact on
sevéral departments or agencies, Analytical studieg often lead to
recommendations for the realignment of ‘functional .responsibilities, the

expansion or coptraction of key functions or other equally significant
changes. Results of work are critical to tha 08D mission and may affeact large
nurbers- of people on a long~term, continuing basis, '

FACTOR 6, PERSONAL CONTACTS AND FACTOR 7,

PURPOSE OF CONTACTS
Lavel 3¢ 180 Points

! Personal contacts are extensive throughout the’ senior management levels of 0OSD

{ . and outside the agency which may include consultants, contractors, or business

! executives in a moderately unstructured setting, :

3

Contacts are to influence managérs or other officials to accept and implament
findings and recommendations on organizational improvement or program
effectivenass,

{

{ May encounter resistance due to auch issues as organizational
1 conflict, competing objectives, or resource problems.

'E FACTOR 8, PHYSICAY, DEMANDS °Level 8-1 5 905.;“:8
\ The work is primarily sedéntaxy,. all:h;m'gh some slight physical effort may be
3? required,

¢

i

i

)

:

i

FACTOR 9, WORX ENVIRONMENT Level 9-1 ,

5 points

Work is typically pexformed in an adequately lighted and climate controlled'
office. May require occasional travel. ’ .

« [Total Points: 3540
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*% United States .
2 Office of Government Ethics

& 1201 New York Avenue, NW/, Suite 500
< Washington, DC 20005-3917

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Special Assistant to the ASD for RA, PD number: DDGS17213

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 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 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:

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
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)

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,

i

Seth H. Jaffe
Acting General Counsel
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Coordinator of Reserve Integration

INTRODUCTION

This position is located in the Immediate Office of the Assistant Secretary of i
Defense for Reserve Affairs (ASD/RA). The incurhbent works in a close and '
confidential capacity with the Assistant Secretary of Defense for Reserve Affairs ,
(ASD/RA). the Principal Deputy Assistant Secretary of Defense for Reserve Affairs !
(PDASD/RA) and with other senior defense officials. The incumbent serves as a ‘ .
coordinator for Reserve components liaison, providing advice and analyses concerning
issues related to National Guard and Reserve organizations and.interested parties who
deal regularly with the Office of the ASD/RA,

MAJOR DUTIES

As a member of the Immediate Office of the ASD/RA professional staff, the
incumbent provides assistance in response to numerous requests from and specialized
requirements of the ASD/RA. The incumbent is responsible for the preparation of
communications, public statements, statements to the Congress, background information,
articles for publications, opening statements for press conferences.and introductory
remarks for visitinig dignitaries, etc., for the ASD/RA.

The incumbent is relied upon to perform the necessary research to develop each
assignment with authority to call upon any.official withinthe 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 pubhc 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,

The incumbent is responsxble for producing articles, speeches, and information in
different media forms for senior defensc officials, including the ASD/RA for the puirpose
of promoting the department’s policies and initiatives concerning the National Guard and:
Reserve.

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. These groups would inciude
the-Association of the US Army, the National Guard Association of the United States, the
Adjutants General Association, the Reserve Officers Association, Naval Reserve
Association, and similar organizations. The incumbent develops means of soliciting
feedback from public and private groups on matters affecting the Reserve.Forces and
ways of displaying results for use by senior DoD leadership.

4
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In all cases, the incumbent ensures that the content is in accord with and in
advancement of thie policies and basic philosophy of the Department of Defense and the
Administration. The incumbent must keep abreast of current programs and policies of
the Department of Defense and matiers of special interest to the ASD/RA including the
organization, reading, training, manpower. résources, equipage, restructuring. familiy
support and other policies of the Reserve forces of the United States in order to be
immediately responstve to requests for rescarch and writing 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 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 officials,

The incumbent must have the ability to.independently research requirements,
meet with internal and external stakeholders, and prepare comprehensive presemattons to

‘ avariety 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.

FACTOR 2: SUPERVISORY CONTROLS

Thé 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 determine how to.proceed with a task and what standard will be adhered to during the
work,

FACTOR 3: GUIDELINES

Incumbent operates within guidelines that-include numerious specific and detailed
guidance for preparing documents, reports, files, Directives and Administrative
Instructions and an extensive body of unwritten guidance on policies and protocols. The
incumbent must exercise considerable judgement in planning, coordinating, and
accomplishing requirements to insure timely and efficient flow of information.




FACTOR 4: COMPLEXITY

' Work.involves gathering information from multiple sources. identifying and
analyzing issues and preparing recommendations to resolve issues. challenges, and
problems. Analyses result in improvements and enhancements to the Guard and Reserve
opeations.

FACTOR 5 SCOPE AND EFFECT -

In 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 well as the extent to which these programs are not understood.
Effective operatlon of the posxnon bears directly upon the gencral understanding of the
Departmcnt’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 Guard and Reserve. The work affects the activities
and operations of the entire Department of Defense.

FACTOR 6/7 PERSONAL WORK CONTACTS & PURPOSE

The position requires the incumbent to conduct formal and informal contact with
all levels of management within and outside of the OUSD Personne] & Readiness and the
OASD Reserve Affairs. The incumbent is in contact with top-rankmg officials of the
Department of Defense, the pubhc, and other government agencies. These contacts are
for the purpose of giving and receiving information and the projects that result from these
contacts are often sensitive and of special interest to the ASD/RA.

FACTOR 8: PHYSICAL DEMANDS

The work is primarily sendentary, however, some walking and light lifting of
typical office materials is requiréd. Incumbent must be capable of working under
extreme stress, sensitivity of mfonnanon, 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 testing program and requires a TOP SECRET
clearance. The incumbent must be able to complete a successful backgrounid
investigation in accordance with security reqiirements.
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October 24, 2013

Leigh A. Bradley

Alternate Designated
Agency Ethics Official

Department of Defense

Room 3E783

1600 Defense Pentagon

Washington, DC 20301-3917

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant positions
Speechwriter, PD number: DDGS17261

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Speechwriter, PD
number: DDGS17261, 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:

As a member of the OASD(PA) 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



Ms. Leigh A. Bradley
Page 2

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, ,
A -"-/ & / J.a‘ ¢
J’{i{fw 4 ,,1?’ . /Zé/

Seth H. Jaffe
Acting General Counsel
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SPEECHWRITER (GS-301-15)

INTROBUCTION

This position is Jocated 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 10 the Secretary of Defense for Public Affairs (ASD(PA)) and with
other senjor defense officials in preparing public presentations.

The incumbent of this Schedule C position will have access 10 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

As a senior member of the QASD(PA) professional staff, the incumbent provides
speechwriting assistance to the Assistant Secretary of Defense for Public Affairs in
response to mumerous 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, stalements to the Congress, public releases, articles for
publication, 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 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 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 individual requester and the occasion,

In al] cases, the incumbent insures that the content is in accord with and in
advancement of the policies and basic philosophy of the Secretary and the
Administration. The incumbent must keep fully 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.

Assesses the effectiveness of materials and presentations in presenting viewpoints
and perspectives, and ensures that future projects reflect any requisite changes in tone,

approach, format, etc.



KINOWLEDGE 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
mission, functions, and organization of DoD. He/she must have effective Jiaison with the
top officials of the DoD in order to maintain policies of the Adminisration and must have
full trust and confidence of the Assistant Secretary of Defense for Public Affairs and
other Administration officials. Must be efficient in prepasing speeches, presemations, or
other forms of communication rapidly and effectively to present the viewpoints of the

Department to a vanety of audiences.

SUPERVISORY CONTROLS

The incumbent is under the very general policy guidance of the Assistant
Secretary of Defense for Public Affairs, Work is performed with 2 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.

GUIDELINE

Guidelines are few, and consist primarily of basic laws, regulations and policies
governing relesse of information. The incumbent exercises & 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, . -

COMPLEXY

Inasmuch as the programs of DoD) encompass a tremendous vasiety 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 on a range
of topics to numerous diverse avdiences effectively. Must agsure consistency of materjals
with previous presentations and writlen records, as well as considering the impact upon
other agencies, private industry, or foreign governments. ‘

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 1o which these programs are not understood. Effective operation of the
position bears directfy upon the general understanding of DoD activities by the general

public and a variety of interest groups.



PERSONAL WORK CONTACTS AND PURPOSE

The incumbent is in repular contact with top-ranking officials of the Department
of Defense and other govemment agencies. These contacts are for the purpose of giving
and receiving information, and preparing speeches, presentations, and other materials to
persuade the audience 1o 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 typically extremely sensitive and of great special interest to the
Secretary and the Administration.

PHYSICAL DEMANDS

The incurnbent 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 Jocations inside and outside the U.S. in order to prépare or revise speeches on

the spot. ’
WORX ENVIRONMENT

Work is typically performed in an office environment, but occasionally will
involve trave} on commercial or military aircraft, land vehicles, etc. while accompanying

the Secretary and Deputy Secretary.



United States.

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

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Special Assistant, PD number: DDGS17282

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Special Assistant,
PD number: DDGS17282, 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:

Performs 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/PA, incumbent provides public affairs advice on
these activities as they impact outreach and strategic planning. (Page 3)

May represent the ASD/PA 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



Ms. Leigh A. Bradley
Page 2

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/PA. 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,
/:.'
e A//A/
2 ﬂf/ st ’E v
e & ;_v"r,‘l ‘1’

Seth H. Jaffe
Acting General Counsel
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GS-0301-13
Special Assistant

Introduction, The Assistant Secretary of Defense for Public Affairs (ASD/PA) is the
principal staff assistant and advisor to the Secretary of Defense on DoD public affairs and on
internal. information and related activities 'of the American Forces Information Service. The.
ASD/PA is responsiblé for establishing and implementing policies and systems necessary for the
effective and economical performance of Department of Defense public affairs. and internal
information programs, including those of the three military departments.

The functions of the Office of the Assistant Secretary of Defense (Public Affairs) include;
(1) establishment and implementation of public information policies governing the release of
information 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 Armed
Forces personne! and to provide current news and entertainment programming to military
personnel overseas through the Stars and Stripes newspapers and the radio and television.
programs of the Armed Forces Radio and Television Service; (4) establishment and
implementation of a community.relations program that contributes to good relations betwgen the.
Depariment of Defense and the civitian population; (5) establishment and implementatioq,of a
program to protect the national security by preventing the release of valuable’ mformatxono
potential enemies of the United States, . -y b, o

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 governmental and non-governmental agencies. Drafts and develops
materials for use by the ASD/PA and the Deputies. g e

T e . v oo ts A S

Major Duties . R

o Performs 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. . Cotye

o Coordinates the ASD/PA’S appointment calendar, continually making necéssary.
adjustments as more urgent or important matters arise. Independently makes
commitments for the ASD/PA, Works directly with the Immediate Office of the
Secretary of Defénse 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 thh the
ASD/PA. .

e Muintains cognizance of polxczes,.plans, and objectives of the Secretary of Defense wluch.
influence the thrust of research and nature of assegsment. L

LA
A

»
. .




’,,(::“\\

»
'/r‘=‘l=g\

; \

{ \

¢ Maintains direct fiaison with the offices of the Secretary and Deputy Secretary of Defense
in planning speeches, travels and other public activities. Working in close collabordtion
with the ASD/PA, incumbent provides public affairs advice on these activities as they
impact outreach and strategic planning.

» May represent thé ASD/PA in professional contacts with the White House staff, mpmbe,rs
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 principal executives and officials of those bodies
mentioned, plus key staff members of various congressional committees and
subcommittees.

¢ 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 hlgh-level subjects of critical importance to DoD and the
Administration.

e [Is responsible for assuring that executive decisions are understood and carried out
according to the wishes of the ASD/PA. This entails extensive coordination to follow up
on decisions and ensure completion of assignments in a thorough-and timely manner.

Factors

Knowledge Required by the Position

o Extensive communications strategy and public affairs experience at the executive
level of government/private industry.

s Experience developing communication strategies to inform and educate the public..

e A sound working knowledge of Federal and DoD public affairs policies, programs-
and mission, and judgment on how best to convey information to the public.

o Complete un'derstandmg of public affairs principles, practices, and skills, and
comprehension of how public affairs programs may be tailored to effectively support
organizational goals.

o Skill in both oral and written communication and in developing productive
interpersonal relations commensurate with dealing effectively with high-level DoD
officials and ranking representatives of national and local organizations.

o Skill in gathering, analyzing, evaluating and summarizing unstructured data for

utilization by senior Defense officials as policy and/or action options, position papers,
and situation assessments.

.
-




Supervisory Controls. The incumbent is under the general policy guidance of the Military
Agsistant to the ASD/PA and the ASD/PA,

Guidelines, Guidelines include Federal, DoD, OSD and"OASD/PA regulations, policies and
instructions; Secretary of Defense pnncxples of public information,. public law, and executive
orders, Incumbent exercises a high degree of mdependent Judgment and freedom in adapting
existing gutdelmes to the specific situations of the organization and in deciding-on appropriate
courses of action in the absence of defined guadelmes Incumbent is often required to resolve
issues and establish guidelines where guidance is non-existent.

Complexity, Asan advisor to the ASD/PA 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
importance to the Department of Defense, The incumbent's work involving public activities of
the Secretary of Defense, Deputy Secretary of Defense and other senior Department officials/has.
high visibility nationwide and. often intemationally, Effective accomplishment contributes’
significantly to DoD's mission in fulfilling regulatory and executive mandates of informing and
educating the genera! public and specialized groups concerning national defense objeqtives, as
well as gaining understanding and support of Defense programs. ¢

Personal Contacts. Tn addition to contacts with DoD officials at all levels, the incumbentmeets
and interacts with senior officials.and répresentatives of professional associations, state, regional
and local organizations, private industry Defense contractors, special interest groups and media
organizations in the national capital area, Interaction with contacts in leadership positions is
frequent and necessary to obtain background information on proposed events, deterrnine
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 developing sound recommendations for DoD principals' consideration of. or
participation in public activities, and in discerning effective methods of communicating with
such groups. . ) . "

Purpose of Contacts. To gather and exchange information, specifically to: arrange procedures
and resolve operating problems, follow-up on coordination, assure the free flow of information
and documents between and among the respective staff, and advise, guide and assist in the
decision-making process as it pertains to the operation of the Directorate and the programs of the
Department of Defense.

Mental & Physical Demands. The incumbent must havé 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 effectwely with senior Department’
officials and top level executives. Extreme. 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.

.




Work Enivironment, Work is performed i an office within an executive-level setting. Duties
may take incumbent to other areas of the building, -other areas of the Washington, DC
metropolitan area and communities throughout the United States,




United States
Ofﬁce of Government Ethics

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant posmon
Special Assistant for Research, PD number: DDGS17284

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Special Assistant
for Research, PD number: DDGS17284, 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)



Ms. Leigh A. Bradley
Page 2

If you have any questions regarding this matter, please contact Michelle Walker at 202-
482-9213.

Sincerely,
/ . /}J/ _
Seth H. Jaffe

Acting General Counsel
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RESEARCH ASSISPANT{(63-0301-13)

INTRODUCTION

The position is located in the office of the Writers Group, 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 Affirs (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

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. As needed, the incumbent may be required to draft short stutements or
remnarks, and thus should have some writing experience and proficiency.

The incumbent is relied upon to perform the nocessary 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 appropriste for the individual 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 Secretary end 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,

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. ‘

SUPERVISORY CO OLS

The incumbent is a direct report to the Chief Speechwriter and is under the very genersl
policy guidance of the Assistant Secretary of Defense for Public Affairy, 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

- Guideliney 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.

COMPL

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
andiences 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 E ,

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.

PERSONAL WORK CONTACTS P S

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 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.



P CAL DEMAND

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 (V]

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



United States .
Office of Government Ethics

October 24, 2013

Leigh A. Bradley
. Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Special Assistant to the ASD for RA, PD number: DDGS17318

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 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 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



Ms. Leigh A. Bradley
Page 2

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 Michelie MaGee at 202-
482-9245.

Sincerely,

Seth H. Jaffe
Acting General Counsel
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PYTRODUCTION

This position is located in the Immediate Office of the Assistant Secretary of
Defense for Reserve Altairs (ASD/RA). The incumbent works in a close and
confidential capacity with the Assistant Secretary of Defense for Reserve Affairs
(ASD/RA). the Principal Deputy Assistant Sccretary of Defense for Reserve Affairs
(PDASD/RA) and with other senjor defense officials. The incumbent serves ase Specra
secrdinater-for-Reserve-components-tinisom providing advice and analyses concerning
isstes related to National Guard and Reserve organizations and interested parties who
deal regularly with the Office of the ASD/RA.

MAJOR DUTIES

As a member of the Immediate Office of the ASD/RA professional stafF. the
incumbent provides assistance in response to numerous requests from and specialized
requirements of the ASD/RA. The incumbent is responsible for the preparation of
communications, public statements, statements to the Congress, background information,
articles for publications, opening statements for press conferences and inmraductory
remarks for visiting dignitaries, etc., for the ASD/RA.

The incumbent is relied upon to perform the necessary research to develop cach
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 Natfonal Guard and Reserve
component activities, trends in public opinion, anticipated public reaction, etc., and must
draw fully upon available vesources 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.

The incumbent is respansibie 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,

The incumbent promotes ASD/RA initiatjves with the general public by
communicating with interested groups, including military associations whose areas of
interest include national Guard and Reserve related matters. These groups would include
the Association of the US Army, the National Guard Association of the United States, the
Adjutants Genera! Association, the Reserve Officers Association, Naval Reserve
Association, and similar organizations. The incumbent develops means of soliciting
feedback from public and private groups on matters affecting the Reserve Forces and
ways of displaying results for use by senior DoD leadership.
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In all cases, the incumbent cnsures that the contént is in accord with and in
advancement of the policies and basic philosophy of the Department of Defense and the
Administration. The incumbent must keep abreast of current programs and policies of
the Depantmemt of Defenise and matters of special interest to the ASD/RA including the
organization, reading. training. manpower. resources. equipage, restructuring. familiy
support and other policies of the Reserve forces of the United States in order to be
immediately responsive to requests for research and writing assignments.

FACTOR I KNOWLEDGE AND ABILITIES UIRED

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 DoD3. 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 wrust and confidence of the ASD/RA 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,
opesations 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.

FACTOR 2: SUPERVISORY CONTROLS »

The incumbent is under the genéral 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 determine how to proceed with a task and what standard will be adhered to during the
work.

FAC 3: GUIDELIN

Incumbent operates within guidelines that include numerious specific and detailed
guidance for preparing documents, reports, files, Directives and Administrative
Instructions and an extensive body of unwritten guidance 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 gatheting information from multiple sources. identifving and
analyzing issues and preparing recommendations to resolve issues. challenges. and

problems. Analyses result in improvements and enhancements to the Guard and Reserve
opeations.

FACTOR 5 _SCOPE AND EFFECT

In 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 well as the extent to which these programs are not understood.
Effective operation of the position bears directly upon the general understanding of the
Depantment’s priorities and activities, The purpose of the work is to pian 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 Guard and Reserve. The work affects the activities
and operations of the entire Department of Defense,

FA PERSONAL WORK CONTAC

The position requires the incumbent to conduct formal and informal contact with
all levels of management within and outside of the QUSD Personnel & Readiness and the
OASD 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 and receiving information and the projects that result from these
contacts are often sensitive and of special interest to the ASD/RA.

FACTOR 8; PHYSI DEM

The work is primarily sendentary, however, some walking and light lifting of
typical office materials is required. Incumbent must be capable of working under

extreme stress, sensitivity of information, and the pressure of constant and short
deadlines, '

FACTOR 9. W ENVIRONME

The work is performed in a typical office setting and may require accasional
trave!.

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.
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United States

Office of Government Ethics

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Special Assistant, PD number: DDGS17321 '

Dear Ms. Bradley:

You have requested that the future incumbents of the vacant position titled: Special
Assistant, PD number: DDGS17321, 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(L.A) 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



Ms. Leigh A. Bradley
Page 2

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 MaGee at 202-
482-9245.

Sincerely,

4
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Seth H. Jaffe
Acting General Counsel
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Special Assistant
GS-301-11

Introduction:

This position is located in the Office of the Assistant Secretary of Defense for Legislative

Affairs (ASD(LA)). The incumbent of this position serves as a Special Assistant to the ASD(LA)
with responsibility for handling a wide range of sensitive and confidential program assignments

of great interest and concern to the ASD, Such assignments concern any aspect of the OASD(L.A)'s
functions or responsibilities and provide 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 incumbent 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 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,

- Conducts studies and analyses personsally 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 recommendations involving
policy decisions. Typically, these assignments involve contacts with the White House stzﬁ;
‘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,

- 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.



- Prepares bricfing papers, position papers, replies to Congressional and other governmental
inquiries, prepares statements and back-up information for issues anticipated in hearings on
legislation. Performs research within the department to obtain requisite information, or obtains
such information and data from other outside offices.

Factor 1. Knowledge Required by the Position Level 1-7 -- 1250 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, organization, and work processes of programs through OSD to conduct studies, analyze
findings, and make recommendations on substentive 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 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 witha
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 - 450 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 informs
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,

Factor 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



criany

a program or program support setting. Subjects and projects assigned consist of issues, problems, or
congepts which are not always susceptible to direct observation and analysis (e.g., projected missions
and functions). Difficulty is encountered in measuring effectiveness and productivity due to variations
in the nature of administrative processes studied (e.g., those associated with processing information,
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 5, Scope and Effect Level 5-4 -- 225 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
organizational 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, effecuveness, 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 3¢ --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 to 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 §-1 -- 5 points
The work is primarily sedentary, aithough some slight physical effort may be required.
Factor 8, Work Environment Level 9-1 -- 5 points

Work is typically performed in an adequately lighted and climate controlled office. May require
occasional travel.

Total Points 2615



United States
ffice of Government Ethics

October 24, 2013

Leigh A. Bradiey
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Confidential Assistant, PD number: DDGS17341

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Confidential
Assistant, PD number: DDGS17341, 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 S CFR § 2634.203, which allows the United
States Office of Government Ethics fo 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 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 normaily accepted without significant change. (Page 3)

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

Sincerely,

A Y J—

Seth H. Jaffe
Acting General Counsel
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CONFIDENTIAL ASSISTANT
GS-301-11
INTRODUCTION: |

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



the sensitive nature of such projects and the level of those persons contacted, the incumbent
exercises an exiremely high level of tact 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
findings 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 interpretinig 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 4, COMPLEXITY Level 4-4 -- 225 points

The employee plans, organizes, 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 policies and projects, develops a range of alternatives for



s,
I
.

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 Immediate
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 - 5 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



United States

®
% Office of Government Ethics
& 1201 New York Avenue, NW,, Suite 500

e,‘& Washington, DC 20005-3917

October 24, 2013

Leigh A. Bradley
Alternate Designated

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

SUBJECT: Request for exclusion from disclosure reporting requirements for vacant position
Speechwriter, PD number: DDGS17345

Dear Ms. Bradley:

You have requested that the future incumbents of the position titled: Speechwriter, PD
number: DDGS17345, 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 posiﬁon 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 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,
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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 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
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.

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 tore and
emphasis appropriate for the individual 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 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.
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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 the 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 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 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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PERSONAL WORK CONTACTS AND PURPOSE

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 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 .
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