POSITION:   INFORMATION SYSTEMS MANAGER, GS-301-14








0  1  2  3  4	1.	Develop long and short-range program goals and plans in the 


		areas of information management and office automation 


		equipment.


0  1  2  3  4	2.	Assure adequate design, development, testing, implementation, 


		documentation, and maintenance of all information management 


		systems


0  1  2  3  4	3.	Develop information management software and hardware 


		justifications.


0  1  2  3  4	4.	Conduct periodic review of civilian personnel program goals to 


		determine impact to organizational structure and planned/ongoing 


		projects.


0  1  2  3  4	5.	Serve as focal point for the compilation of the budget plan and 


		budget requirement information.


0  1  2  3  4	6.	Present formal briefings on information management resources, 


		capabilities and plans.


0  1  2  3  4	7.	Based on a broad knowledge of civilian personnel programs, 


		determine program application and where improvements are 


		needed to allow better utilization of automation programs and 


		equipment.


0  1  2  3  4	8.	Exercise personnel management responsibilities, such as 


		development of performance standards and ratings; recommend 


		selections for subordinate supervisory positions; give advice and 


		counsel to employees on both work and administrative matters; 


		hear and resolve group grievances or serious complaints.


0  1  2  3  4	9.	Prepare a wide variety of written material, such as evaluations, 


		justifications, reports, correspondence, and narrative procedures.








