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SUBJECT : Appointment of Senior Personnel to Key Assignments
Outside Their Components

REFERENCES : A. BS/MC Memo dtd 22 Mar 73, subj: Review of
Key Assignments and Appointments

B. ES/MC Memo dtd 19 Apr 73, subi: Appointment
of Senicr Personnel to Key Assignments Outside
Their Ccmponents

C. Memo frm DD/M&S to BS/MC, ded 11 Apr 73,
subj: Review of Key Assignments and Appointments

D. Memo fxm IG to DD/I, DD/M&S, DD/O, and
DD/S&T, d&td 2 May 73, same subj

As requested in Reference [, | have identified ten poaitions within
the Management gnd Services Directorate which I feel could be encumbered
by officers from ancther Directorate between now and the end of FY 1974,
Although I previously identified in Reference C more than ten positions for
consideration for occupancy by officers from another Directorate, some of
the requirements have already been filled from within the Management and
Services Directorate and others will not be available for occupancy between
now and the end of FY 1974, Attachment A contains a listing of the ten
positions identified within the Management and Services Directorate as well
a8 a date on which the poaltion will be available foxr occupancy. In addition,
position descriptions (Attachment B) are attached for each of the ten positions
identified as well as a statement of the minimum qualifications required in a
candidate selected for such poesitions.

/8/ Harold L. Brownman

HAROLI} L.. BROWNMANM
Deputy Lirector
for
Management and Services
Attachments
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Posgition

Office of Logistics

C/PSD/OL - (GS5-16)
DC/PSD/OL - (G8-15)

Office of Personnel

Pers Off (Spec. Assgt for Co-op
Programs) - (GS-15)

Office of Training

Deputy Director of Training - (GS-17)
C/Training Resources Group,
C/Coordination Staff, DTS - (GS-15)

Chief, Operations School - (GS-16)

Chief, Support School - (GS-16)

Office of Joint Computer Support

Director/OJCS (GS-18 Pesition) ox
Deputy Director/OJCS (GS-17 Positicn)
(A position description is attached on
the Deputy Director's position only.
Naturally, the Director's position would
have similar responsibilities.)

DC/Ops Diviston ~ {GS-15)

DTS - (G5-15)

Date Available

26 May 1973

29 Maxch 1974

June 1973

Now - position is vacant
Now - Incumbent retiring 30 June 1973
Now - Incumbent retiring 30 June 1973

o/a 30 June 1974 - when incumbent
rotates

o/a 30 June 1974 (or earlier if suitable
rotational assignment available to
present incumbent who is GS-15 ST
Careeriat)

One of the two positions will
probably become available in July
oxr August 1973.

31 December 1973
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Position Date Available

Office of Logistics

C/PSD/OL - (GS-16) 26 May 1973
DC/PSD/OL - {G8-15) 29 March 1974

Office of Personnel

Pers Off (Spec. Aast for Co-op
Programs) - (GS-15) June 1973

Office of Training

Deputy Director of Training - (GS-17) Now - position {s vacant

C/Training Resources Group, DTS - (GS-15) Now - Incumbent retiring 30 June 1973

C/Coordination Staff, DTS - (GS-15) Now - Incumbent retiring 30 June 1973

Chief, Operations School - (GS-16) o/a 30 June 1974 - when tncumbent
rotates

Chief, Support School - (GS-16} o/a 30 June 1974 (or earlier if suitable

rotational assignment availabie to
present incumbent who is GS-15 8T

Careeriat)
Office of Joint Computer Support
Director/OJCS (GS -18 Position) or One of the two positions will
Deputy Director/OJCS (GS-17 Position) probably become avatlable in July
(A position description is attached on or August 1973.
the Deputy Director's position only.
Naturally, the Director's position would
have similar responsibilities.)
DC/Ops Division - (GS-13) 31 December 1973

£ LHHL
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ervices Divisica, Oifice of Legistics

LY

Huowlsdge of commercial and color printing aed photographis
asnects of logisticel support to Agency programs and operations.

Ability to plan, develop, courdinale, and provide printing and
photographic support to the Agency through ClA, JGovermmeant Printling
Qivice, and commercial facilities.

i1, RESPONSIBILITIES:

Plans and directs the production oixdronrmaxsixipoondozgoansakixon:
all peeedwbivedcprintiag, Teprodusiion, and photographic processing of
mateviale to meet Ageney neads in Ageuncy planis or othey govsrament
or commercial facilities as approprints.

Advises and guides operating officials on the development of
printing requirements, and on printing and allied procedures, methods,
and capabilities available in the Agency or elgewhers through Agency
chanuels.

Controls acquisition of materials and equipment in Agenny priant-
ing, veproduction, and photographic copying areaas.

Assures appropriate maiatenance and replacernent of printing
atd photographic plant eguipment.

Subject to policy guidance from the Direcior of Logistics:

Determines which facilities within and ocuteide the Agency shall
be utilized for printing requests.

Makes printing commitments arddgioomiorn L) @ W5 (LR S eat
swenmeststy for all work required by the Agency and by other government
Apencies supported.

iV, COMTALTS:

VT3 A VR AT BEK

rorsonnl contacts withs
The Public Privter, vepreseniatives of the Joint Commiitze on
Priating, and officials of the Department of Siate and ARC, to ciscuss
and make sommitments regarding their needs for printing support.
Officinie of GPO and commazreial printing organizations fo srrangs
for pristing support (0 Agen¢y reguivements and exchange information
on printing and allied progesses, procedurey, and eguipment.

Aoency persornel in all Directorates and at all levels.

Amendrerts as of ©/71,

I T
) ;)_5‘1’ [ "*.L"?t }:T: M
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:;_;mu POSITION TITLE scnznux..z OCCUPATION CODE|GRADE|INITIALS DATE
ret \‘;' / ‘/(
i 58 } (,. f( ((
Mot | Printing Production Spzolalish G8 | M52.09 | o 75 L6
WORG*\NIZATIONAL TITLE OF POSITION (If any) 9. NAME OF EMPLOYEE / / 1,
Deoputy Caiel, Peinting SBexvicas Division u 7

10«

ORGANIZATIONAL LO(;ATIGN OF POSITION

. CERTIFICATION

LY

Deputy Director for Mané.gement and Services

zn.

t
i

OFFICE

Thies is a complete and accurato doacriptlon of
“tho duties andresponsibilitics of this pavit]on_~

LIVISION OR STAFF

Q{fico of Loglsticsa

N
.

A, EWPLOYEE

e,

BRANCH

B, SUPERVISOR

{\JLLJ)‘)

H \ .

! Prinbing Sexvices Divislon N

:a. JECTION [4 DLFICY AYPRESENTATILY /Y’{ <3 - ! .

. o - HEL) - - STAT

022ien of Chlef A D e, 3/°¢ 4

L. UKLY [ o PED - - '

! .

I
'%12. DESCRIPTION OF DUTIES, RESPONSIBILITIES AND CQUALIFICATION REGUIREMENTS

o Ie Dubles and Responsibllitlessy . o ‘

i

Urnder dlvectlon of the Chief,

4

'1'1nbim, E}cr'vicbzz Division, serves oo leputy

(‘“u.ef of the Divielon, and in this capocity
“reration of an Ageney-wide mrinbting progran end Tor providing
~wsority Councll, Atonle Enevsy C .assion; and the Dr-*fﬂ*twmu

paiony

JEEERY

shares rt,sponsimliw Jox

the ddvectdlon ard
tha Agency, Iational -
of Stebe with o varlety

of printing sorvices.

(E’ot.em-aum serviees ore ddotined fren

A 82
he docvmantation remd.ces

provided by the Wechndenl Berviess Division, DD/ S&T) Speciflcally

e

1, Shoves yvesponsibllity for the plzmninff end Ureeting of printing, duplic wt‘f on
binding, and distrlvuting of a v M..y of material ouch 2o fovmg, publica .rm,
Tompiviets, brochures, dlogrons, charssg, mops, drawings, phobosranus, :o'oima nisiuce

; $iim, oni rvelaved materlal through the use of such equipzend oxr processes asy |
! : '
Q. ._,.mow‘ce, teletypesatiar, novobype, monsphoto, hond componition,
vorityper, jJustourdtor, and ohhor cuch r'\'u’“ :
l bn O(‘ ‘»\,U, :} ":::D»mv’ AAS, nlLJ. h!.l.i.l.a.lg (ﬁbu); o 1)2313::,:’:\3:?:1 *\\1-’1-"‘5-*' éﬁ.
c. Fhotostat, mdlu, Zoroz Qopyild 0. :
; d. Commeorcinl photosgreriy (i:»rﬂm 17 enlow an ‘* naslon 2‘}3.(:1?1.1!?{2 equin ent
: . e. Mlcerovhotomrephy. : . :
: £e Dindery equiniand L : . N 2
: g Addvesssgrorh sl prepho :rpa Q{{L’i}ﬁlﬁl’ﬁio '
f .
1 2, Shoves teshnieal supem rﬁ.fﬂon. ovor all ﬁ:;zncy wrdnting f:‘,:,li't' lem, wka demnrbors
STAT, [ end eonducis ,::m& .u:s Angnoction 0%’ nm :L ybodiasions vo 1 r_x 1' c:f“‘.f ich
Hlon el Eodia nhh Slanolen o eonldieeat ned yerronndd .z'JimM‘; yitn noovx h)
s - .
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“Asnsints dn sroviding technical advice ard consultation to Ageney O0880iadals with
respiet Lo sdvising then on the resolution of printing, reproduction, rhotograziy,

binflory ox reloted probleus and edvising on entire priating programs,

9.

30,

Directs anrl/or s8slsts In the conducting of special or recurring studies or inveeh
gations designed to wmeamure and evaluste {on & quantitative, qualdtetive, os wel
a8 on o cost baslia) those rrinting services being provided to or reguired by the
Agency ond the Nationnl: ‘Seeurity Councdl; publiestions being preduced or contem-
plated for production; Irianting and reproduction equirnent being used or for uhki
purchase is contenplated; utilization oX persgonnel in the Iriating and repro-
duction processes; ete. As a resuld of findings produced as a result of such
ntudies, inltiates hecessary remedial sction. : :

In the absence of the Chief, Printing Services Division, serves ac Agency repras.
sentative in all comtacts with the Congressional Joins Committee on Printing
regording Agency printing watiters. Lo

Keeps currently abreast of all new or revised technlcal developments in the _
fields of printing, reproduction, binding, ricrophobogranhy, and rhotograrhy in -
ovder to apcertain equirnent, procesces or techniques waiech mipht possibly be
clopted by the Agency a2 @ means of rroviding more econcmical or improved service.
Recommends and initinten Agency-financed research in the grophle arts £ield where
Ceemed necessory 4o resolve specific technical problemsa. Coordinates all such
Agency-financed research.

Asslsts dn the plonuing end dlrecting the overall maragement of the activities

ol the Printing Bervices Division. Mointoins a constant surveillance of the
vetivities of the Division through dMrect observation axnd personal inspection

of iustallotion, cquipment, feeilities, operations, processes, work lood A
conditions, werk load scheduling, ete., for the ruposz of assuring that operaticns
we conducted in an efficiont and economical DANNE: . ’

okes special studien desigoed to produce asdequates gsolutions to anticipated
futwre provlens, headquarters and Tield, roloting o yolumse op quality of
reervices, equipnent or persommel %o be required, .

Assipts in the development of vemulatlons, nobices, Instruetions, or otheyr
veitten documents designed o reduce to writlng procedires, methods, processes,
or technlgues pertoining o fhe Ageney-wide rinting yrogran.

Serves as Liastgon Officer for the Divisicn with other componeats of the Agency,
other Goverment Agencles; aed comeercial concerns O assure mexinum over-all
efiiciency, econcwy, und control over Agency printing operations.

Asgists In the rleaning o dlrecting, in ecollaborotion with Yoglsties Personnol
Office, personnol wanagement sctivities lavolving the recrultnent » gelection,
assignnent, rcassiginent, pranrotion, dleelplining, separation, rsalary end wage
aduinistration, xototion, trainlng, carecy davelopment and menngegent, or sintlar
v rolatod eebivition dosiorsd $0 piVees the norsils, setlvation, develormont, erd

Y ‘ ) -~ Sy =] Y .. Kia Y . hiop BN, . ~ e
hoguonions cooveraiicon of poneenzold ooodonsd do the Printing Foteet a3 7000

. P
e RN RN S 30 1

Approved For Release 2006/08/31 : CIA-RDP84-00780R005400100020-2



AR Approved For Release 2006/08/31 : CIA-RDP84-00780R005400100020-2 :

. .. -
12 Corves

as Chicef, Frinting Services Divisicn, in tho cosence of that jrdividunld.
ake  SOUPERVISION RECHIVEDR

Incunbent of this position is wnder the genersl supervision of {the Chied,
reinting Sexvices Divislon, axd receives guldance only in the form of hread promran
results bto be attoined. VWork ccopletzd by dacumbent is revicwed by the thdefl, Printlo
Sorvices Ddvisicn only in tormo of £inal progrum objactives obiained and in teras ol
the gexncval effectiveress and efdlcleongy with vailen preiudbing sexvices ere provided.
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11 may 1973

MEMORANDUM FOR: Deputy Director for Management and Services

FROM : Director of Personnel

SUBJECT : Appointment of Senior Personnel to Key
Assigmments Outside Thelr Components

REFERENCE : Memo for Deputy Directors fr IG, dtd 2 May 73,
same subj

1. This memorandum is for your information,

2. In accordance with your request, I have reviewed my report of key
assigmments, In view of recent changes, a revision to the report is
RECessary.

STAT

3. In the section, Deputy Director fo itment and Placement, the
original report indicated that Mr, Personnel Officer-DD, STAT
G8-16, would be replaced by Mr, | in June 1973. It has now been
determined that Mr. | | Go-1>, Special Agsistant for Co-op
Programs, will replace Mr.l | This action will then create the fol-
lowing vacancy:

Personnel Officer (Special Asst for Co-op Programs), GS-15
STAT

Present Incumbent: | |GS—15

Planned Replacement on or before 31 December 1973: Ten-
tative plans are to assign a senior personnel officer
to this position.

Date of Replacement: June 1973

Incumbent to Move to: Depubty Director for Recruitment and
Placement

Appointment Open to Another Component: Yes

Responsibilities

The incumbent of this position is responsible for planning,
organizing, and maintaining the Co-op and Summer Intern Programs for the
Agency. This involves working with key officials throughout the Agency in

MORVCDF This Fage)
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- developing Co-op and Summer Intern requirements, determining the appropriate
colleges and universities that can best f£ill requirements, establishing
recruiting schedules for personal visits to colleges and universities for the
purpose of reviewing and explaining the Co-op and Summer Intern Programs to
senior officials, and conducting interviews and selecting students for the
Programs. Monitors the processing of students into the Programs, follows up
with students during their participation in the Programs, and maintains con-
tacts with office supervisors and with appropriate officials in the colleges
and universities in order that everyone is currently informed on the progress
and activities of students. Develops briefing programs for Summer Interns
which involves arranging for senior Agency officials to meet and brief parti-
cipants.

Qualifications

Academic: The incumbent must have an advanced degree from an
accredited college or university., A doctorate is desirable but not necessary.

Knowledge: The incumbent should have an extremely good knowledge
of the organization, functions, positions, and key officials of the Agency.

Ability: The incumbent should have the ability to:
a. Work well with a wide range of people including Division
Chiefs, Office Heads, Deputy Directors, other senior personnel in the Agency,
deans, college presidents, other officials at the college and university level,
and students;

b. Meet with officlals of colleges, universities, and the Agency
to discuss the various facets of the Co-op and Summer Intern Programs;

c. Analyze and evaluate programs and make necessary revisions
to procedures, policiesg, etec.;

d. Write clear and concise letters, memoranda, and reports.

4., At the present time, the above described position is the only posi-
tion for which a replacement will be necessary during calendar year 1973.

STAT

Harry B, Figher
Director of Personnel

MORICDF This Pagd
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11 may 1973

MEMORANDUM FOR: Deputy Director for Management and Services

SUBJECT : Appointment of Senior Personnel to Key Assignments
Outside Their Components

REFERENCE : Memo dtd 2 May 73 to DD/I, DD/M&S, DD/O, DD/SET,
: fm Inspector General, same subject

1. Pursuant to referent, the Office of Training has the
following specific key positions available to officers from other
components between now and the end of 30 June 1974:

Grade of
Key Assignment Position Date Available

Deputy Director of Training GS-17 Now - position is vacant

Chief, Training Resources Group, DIS GS-15 Now - Incumbent retiring
30 June 1973

Chief, Coordination Staff, DIS GS-15 Now - Incumbent retiring
30 June 1973

Chief, Operations School GS-16 of/a 30 June 1974 - when

Incumbent rotates

Chief, Support School GS-16 o/a 30 June 1974 (or earlier
if suitable rotational
assignment available to
present Incumbent who is GS-15
ST Careerist)

2. Attached is a complete description of the duties of each of
the above positions.

25X1

ST
S IINTANTIAL

£ L5 REN TR

fMORICDFE This Pagel
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3. The minimum qualifications required in candidates
for the above positions are:

a. DDIR - GS-17 (or 16) Officer with back-
ground as senior editor (or senior analyst with
significant editing experience) and substantive
knowledge of one or more major disciplines in DD/I,
DD/SET, or ONE.
25X1

b, Chief, Training Resources Group,
GS-15 (or 14) Officer with significant operational
experience in DD/O including senior case officer
duties in at least 2 different overseas locations.
Preference will be given to candidate with experience
at Deputy Chief of Station level or better.

25X1
c. Chief, Coordination Staff, same
qualifications as (b) above.

d. Chief, Operations School - GS-16 (or senior
15) Officer with significant operational experience
in DD/O including at least one assignment as a Chief
of Station.

e. Chief, Support School - GS-16 (or senior
15) Officer with proven ability in supervisory and
nanagement assignments. and substantive knowledge of
Administrative and management disciplines.

25X1

YZ/) 7 TIOCH T. CONNINGAAM

Director of Training

Att

MORFCDF This Page]
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ERFHENTIAL

Deputy Director of Training

SKILLS:

Knowledge of Agency programs, with respect to training requirements
to be levied on the Office of Training.

Knowledge of executive planning, including policy and program formula-
tion for major Agency programs.

Knowledge of professional teaching principles, methods, and techniques.

Ability to plan, organize, and administer a variety of training programs
to meet the needs of the Agency.

RESPONSIBILITIES:

In collaboration with the Director of Training, shares in his overall
responsibilities for:

Formulation and control of Agency training policy regarding the develop-
ment and promulgation of training programs, doctrines, methods, standards,
and procedures.

Development of training policies and plans governing the training of
Agency personnel in external facilities.

Control, in collaboration with Directors and Staff Chiefs, of covert
training programs in the U.S. and overseas.

Rendering staff assistance to and representing the Director on training
policy and programs involving interdepartmental coordination.

III. DECISIONS:

Iv.

Subject to policy guidance from the Director of Training:

Formulates Agency training policies, doctrines, methods, standards,
and procedures.

Determines personnel, equipment, and facilities required to accomplish
the mission of OTR.

CONTACTS:

Personal contacts with program officials of the Agency with respect to
establishment of training policies, programs, and plans.

Training chiefs in other governmental agencies and heads of academic
institutions and learned societies, both within U, S. and abroad, regarding
the establishment and administration of external training.

fMORICDFE This Page
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Chief, Training and Resources Group,
Position # 1573

A current position description is not available at the present time. The
following duties are taken from the present incumbent's current fitness report.

1. Management and organization of the training materials.

25X1 2. Supervision of the Library.

3. Serves as Instructor in the Basic Operations Course.
4. Acts as counselor to students

5. Supervises three employeces,

EHTHAL

MORKCDFE This Pagel
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COHFIBENTIAL

) 25X1
Chief, Coordination Staff,
Position # 1541
A current position description is not available at the present time. The
following duties are taken from the present incumbent's current fitmess report.
1. Officer in Charge of the Basic Operations Course. 25X 1

3. Supervises one assistant. *

4. Plans, prepares, and presents instructional materials.
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Chief, Operations School, OTR

SKILLS:

Knowledge of Agency clandestine programs, relating
specifically to requirements for operational training.
Knowledge of professional teaching principles,

methods, and techniques and their application in the
development of major training programs and courses for
clandestine operations.

RESPONSIBILITIES:

Develops, in collaboration with appropriate Office
and Staff heads, training requirements for clandestine
operations.

Plans, develops, directs, and coordinates basic, 251
intermediate, advanced, and specialized cland i
operations courses presented at Headauarters 25X1

r'na_general and specialized administrative
courses required to support headquarters components
and field stations.

Provides, in conjunction with the Assessment and
Evaluation Staff, Office of Medical Services, the
necessary testing and evaluation of students, courses,
and training results.

Provides technical support to clandestine operations
training conducted overseas by other Agency components.

DECISIONS:

Subject to the policy guidance of the Director of

Training: - '

Determines Agency training needs with respect
to clandestine operations.

Determines content and duration of operational
training courses.

Determines personnel, equipment, and facilities
required to accomplish the training mission of the Operations
School.

CONTACTS:

Personal contacts with:

Senior officials of the Clandestine Services regarding
the establishment or modification of training courses,
approval of course curricula, evaluation of training.

Representatives of other intelligence services regarding
operational training matters of common interest.
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Chief, Operations School, OTR

SKILLS:

Knowledge of Agency clandestine programs, relating
specifically to requirements for operational training.
Knowledge of professional teaching principles,

methods, and techniques and their application in the
development of major training programs and courses for
clandestine operations.

RESPONSIBILITIES:

Develops, in collaboration with appropriate Office
and Staff heads, training requirements for clandestine
operations.

Plans, develops, directs, and coordinates basic,
intermediate, advanced, and specialized clandestine

operations courses presented at Headguarters |
|

25X1

25X1

|and general and specilalized administrative

courses required to support headquarters components
and field stations.

Provides, in conjunction with the Assessment and
Evaluation Staff, Office of Medical Services, the
necessary testing and evaluation of students, courses,
and training results. ‘

Provides technical support to clandestine operations
training conducted overseas by other Agency components.

DECISIONS:

Subject to the policy guidance of the Director of

Training:

Determines Agency training needs with respect
to clandestine operations.

Determines content and duration of operational
training courses.

Determines personnel, equipment, and facilities
required to accomplish the training mission of the Operations
School.

CONTACTS:

Personal contacts with:

Senior officials of the Clandestine Services regarding
the establishment or modification of training courses,
approval of course curricula, evaluation of training.

Representatives of other intelligence services regarding
operational training matters of common interest.
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Chief, Support School, OTR

I, SKILLS:

Knowledge of Agency programs, relating particularly to training
and requirements in current management principles, methods and
techniques and their application in operational situations. Knowledge
of concepts, activities and practices relating to administrative support
provided to Headquarters components and field stations. Knowledge of
the inter-relationships of the Intelligence Community and applied
principles of administration in furtherance of the career development
of mid-careerists and senior officers. Knowledge of occupational
skills and subject matter associated with a clerical training program.

Knowledge of professional teaching pr‘inc iples, methods, and
techniques and their application in the development and administration
of management, support services, mid-career and senior officers, and
clerical training programs.

II. RESPONSIBILITIES:

Determines course objectives and requirements at the basic,
intermediate, and advanced experience levels in the fields of manage-
ment, support services and clerical skills.

Plans, develops, directs and coordinates training courses in
intermediate and advanced management methods and techniques;
support services concepts, activities and practices; intelligence and
management principles and processes in relation to the continued
development of mid-careerists and senior officers; and clerical skills
and subjects.

Provides advice and assistance to other Offices of the Agency
concerning the development and conduct of their internal training in
fields which relate to interests of the Support School.

III. DECISIONS:

Subject to the policy guidance of the Director of Training:

Determines scope of training courses for Agency personnel in
management methods and techniques, administrative support to Agency
activities and operations, substantive knowledges and skills necessary
for insuring career development of mid-careerists and senior officers,
and clerical skills and subjects.

Determines personnel, equipment and facilities required to accomplish
the training mission of the Support School.
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IV, CONTACTS:

Personal contacts withs

Program and Ooperating officials of the Agency relative to
training requirements, content of courses,

Officials at the highest levels of gove
world to elicit their willingness to particip
conducted by the Support School,

and guest lecturing.
rnment and the academic
ate in training courses
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OFFICE OF JOINT COMPUTER SUPPORT

Description of Duties for Deputy Director, Office of Joint
Computar Support

In collaboration with the Director, Office of Joint Computer
Support, shares in the technical aspects of his responsibilities
as follows: '

Plans, directs, and coordinates the systems analysis,
systems design, and computer programming facets of a
centralized ADP installation.

Monitors Agency ADP operations to further intersystem
coordination, compatibility, and blending.

Keeps abreast of trends and developments in the ADP
field, Instigates and monitors ressarch programs and projects.

Represents the Agency in interagency endeavors in ADP.
Subject to policy guidance and direction from the Director, Office
of Joint Computer Support, shares in:

Determining scope, configuration, and capabilities of
advanced data processing systems.

Determining proper ADP program development for the Agency.
Determining feasibility of proposed data processing

systems in terms of responsiveness to customer requirements,
efficiency of operations, and informational by-products.

Contacts program officials in Government and industry, to
develop research projects, ascertain developments and trends,
and explore areas of mutual endeavor. ' '

Contacts senior Agency officials, to influence and promote
~courses of action favorable to ADP resources and capabilities.

Minimum Qualifications

Knowledge of Automatic Data Processing (ADP) technology
including trends and developments in digital computer systems
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analysis, information storage and retrieval, language processing
systems, computer programming of data for both batch and
real-time situations, and hardware configurations and
capabilities.

Knowledge of concepts, methods, and technigues of systems
programming (e.g. monitor systems, utility programs, executive
routines, etc.).

Knowledge of operation research theory, principles, and
technigques in relation to ADP.

Knowledge of the complexity of various subject matter
fields in relation to computer programming.

Knowledge of Agency management concepts, responsibilities,
and functions and their adaptation to ADP.
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OFFICE OF JOINT COMPUTER SUPPORT

Description of Duties for Deputy Chief, Operations Division, GS-15

Completes special assignments related to Computer
Center activities such as: analysis of the Computer Center
workload, determination of reliability and effectiveness of
engineers preventive maintenance program, auditing the
performance of specific data processing activities, and analysis
of purchase versus lease considerations of equipment installed
and on order, prepares and effects changes in operating pro-
cedures, system conventions, production, support services and
hardware which will improve operations and/or services pro-
vided by the orxrganization.

Assists Chief, Operations Division in developing plans
for backup computer support with other Government Agencies
and Commercial Data Centers to cover periods of prolonged
down time and peak workload. Coordinates actual requirements
as they occur. Is point of contact for reciprocal backup
services, -

Negotiates with computer manufacturers' representatives
on such matters as allowances for non-productive computer
usage due to equipment failure, prolonged periods of down
time, and erroneous invoices. Interprets the terms and
conditions of the GSA Contract with manufacturers to insure
that Acceptance Testing of new computer systems and components
is conducted and reported properly. Reviews maintenance
requirements and the plans available under the GSA Contract
to determine the most favorable plan in the interest of the
Government. Prepares notice required by GSA for the release
of installed equipment.

Assists Chief, Operations Division in the development
and preparation of all plans and programs which are required
for effective Center operations. This includes budget es-
timations and planning. Calculates hourly costs of all
computer systems for determining hardware costs of individual
computer applications and support given other components of
the Agency. Develops and implements procedures for insuring
the accuracy of equipment invoices. Estimates computer
rental and maintenance costs in advance of actual invoice
for usec in comparing incurred costs to the budget.
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Assists in development and implementation of automatic
systems  for reporting operating statistics, job statistics
and performance measurements for all systems, prepares numerical
accounting totals of equipment utilization for use in Operations
Division Monthly and Ad Hoc Reports, BOB Reports, Agency ADP
Plans, etc.

Initiates action to correct environmental problems in
the Computer Center, i. e., power interruptions, air con-
ditioning failure, and etc. Develops and implements procedures
to cover emergency conditions such as fire, flood, and Act
of God in the Computer Center. Coordinates Operations Division
Emargency Transportation requirements in the event of
weather emergencies. Develops and implements procedures to
recreate vital data stored in the Magnetic Tape and Disk
Library.

'Assists in evaluating new data processing supplies such
as magnetic tape, continuous forms, and etc. Appraises
new eguipment such as magnetic tape cleaners and certifiers,
copiers of continuous forms, and etc.

Assists Chief, Operations Division in developing and
implementing security and operational procedures,

Reviews applicant files for Operations Division. Conducts
interviews and, after approval by Division Chief, initiates
niring action for qualified indiwviduals. Maintains contact
with individual in pipeline until they EOD. Prepares
reports réflecting current status of pipeline with estimated
EOD dates. Reviews and recommends changes in organization,
personnel assignments and duties.

Minimum Qualifications

Knowledge of Automatic Data Processing (ADP) technology
including trends and developments in digital computer systems
analysis, information storage and retrieval, language processing
systems, computer programming of data for both batch and
real-time situations, and hardware configurations and
capabilities.

Knowledge of concepts, methods, and techniques of systems
programming (e. g. monitor systems, utility programs, executive
routines etc.).

Knowledge of operation rescarch theory, principles, and
techniques in relation to ADP.
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Knowledge of the complexity of various subject matter
fields in relation to computer programming.

Knowledge of Agency management concepts, responsibilities,
and functions and their adaptation to ADP.
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