Terms of Reference

Detail Opportunity to the Program Coordination Office 

NOAA IS LOOKING FOR a person who is:

· Seeking both personal and professional growth

· Self-motivated

· Able to boil a scientific topic into 3-4 bullet points for the lay person

· Organized

· Respectful of authority, yet can question others tactfully while finding the needed information

· Positive 

· A team player

· Wanting to learn how NOAA really works

Statement of Work for the Program Coordination Office Detailee:
The Program Coordination Office detailee shall provide senior staff support to the Offices of the Under Secretary (US), Assistant Secretary (AS) and Deputy Under Secretary (DUS). The incumbent shall:

1. Review proposals coming to the Offices of the US/AS/DUS for information and/or action and make recommendations as required;

2. Serve as a representative of the Offices of the US/AS/DUS, working with NOAA's Line and Program Offices to ensure adequate coordination and attempt to resolve differences dealing with programmatic, scientific and management issues within the agency;

3. Represent the Line and Program Offices within the Offices of the US/AS/DUS and bring issues of concern to the attention of the Offices of the US/AS/DUS;

4. Represent the Offices of the US/AS/DUS at interagency meetings and coordinate action within NOAA and the Department of Commerce as required;

5. Advise the Offices of the US/AS/DUS on high priority issues requiring immediate attention; provide briefings, as requested, on a broad range of issues with respect to actions and decisions which affect all program operations and have impact nationwide;

6. Provide general staff support to the Offices of the US/AS/DUS and serve as a focal point for coordination and/or preparation of a variety of NOAA program reports, events calendars, and management meetings;
7. Develop recommendations or conclusions for the Offices of the US/AS/DUS based on careful study/analysis of the material presented, requiring full understanding and consideration of NOAA policies, project management commitments and other relevant factors; and

8. When directed, provide comprehensive analyses related to proposed initiatives; conduct background research and short-term feasibility studies; and develop general plans to define objectives and coordinate work to be undertaken.

Detail Opportunity to the Program Coordination Office 

About the Program Coordination Office

The Program Coordination Office (PCO) provides senior staff support to the Office of the Under Secretary. PCO reviews proposals coming to the Office of the Under Secretary for information and/or action and makes recommendations as required; it provides advice on management and fiscal issues before the agency and participates in meetings on such matters coming before the Office of the Under Secretary, and, as required, serves as the Office of Under Secretary's representative. 

The Office works with NOAA's Line and Program Offices to ensure adequate coordination and attempts to resolve differences dealing with programmatic, scientific and management issues within the agency. PCO represents the Line and Program Offices within the Office of the Under Secretary and brings issues of concern to the attention of the Office of the Under Secretary. It represents the Office of the Under Secretary in interagency meetings and coordinates action within NOAA and the Department of Commerce as required. 

The Office advises the Office of the Under Secretary on broad management initiatives and high priority issues requiring immediate attention. It provides briefings, as requested, on a broad range of issues with respect to actions and decisions which affect all program operations and have impact nationwide. The Office provides comprehensive analyses relating to proposed initiatives; conducts background research and short-term feasibility studies; and, develops general plans to define objectives and coordinates work to be undertaken. It develops recommendations or conclusions for the Office of the Under Secretary based on careful study/analysis of the material presented, requiring full understanding and consideration of NOAA policies, project management commitments and other relevant factors. 

PCO provides general staff support to the Office of the Under Secretary and serves as a focal point for coordination and/or preparation of a variety of NOAA program reports, events calendars, and management meetings. 
Comments from Kola Garber (former OAR PCO representative):

Perks of the job:  Direct access to NOAA leadership.  This position is ideal for mentoring, broad exposure to the variety of NOAA activities, working with friendly and helpful colleagues, collaboration opportunities, and relationship building in key headquarters office such as budget, PA&E, and Legislative Affairs.

“What do you do?”  While my primary duty is covering OAR issues, I frequently assist PCO “team” members to cover or assist with other issues from across NOAA – ships & aircraft, fisheries, research, satellites and weather.  Other duties have included taking lead of the staffing for the Senior Executive Service III Retreat, as well as supporting the Science Advisory Board.  I work on a team comprised of other line office PCO-ers, who are, without exception, highly motivated and hardworking.  I receive strong support from my colleagues and supervisors when I have questions, ideas, or need assistance in completing quick deadlines.  

“Travel?”  I travel with VADM Lautenbacher, Dr. Mahoney, Gen. Kelly, and the Chief of Staff Scott Rayder when they are attending an OAR-related event or site visit.  As well, I accompanied Deputy Secretary of Commerce Sampson on a site visit to the Boulder complex learning about our NOAA labs, the other parts of the Department of Commerce, and having a glimpse of what is important to the Deputy Secretary. 

“Communication Skills?”  Working in PCO has driven home the need to communicate accurately, completely, quickly, and in bullet points.  The importance of our programs to the public and other stakeholders (Dept. of Commerce, OMB, White House, Interagency Councils, Congress, special interest groups, etc.) can only be communicated successfully if they understand the information.  PCO has also given me a better understanding of where, how and why taskings and questions originate.

“I’ve heard you work insane hours.”  While I do work some long days when needed (big presentations, staffing VADM Lautenbacher at an evening reception, etc.), it is not much different than my previous position in NOAA Sea Grant.  My average day is closer to the average employee with a one hour lunch break - 9 hours (8-8:30 am till 5-5:30 pm).  The days are fast-paced and go by quickly.  The satisfaction I gain is in knowing that I helped others in OAR to communicate both internally and externally to those who could be making the big decisions (including funding).

Downtown DC perks:  Flat places to run, a gym with towel service in the building, HCHB cafeteria with many choices, numerous restaurants and networking opportunities.  Metro:  6 blocks to Archives-Navy Memorial, 1 block to Federal Triangle, 3 blocks to Metro Center, and plenty of bus routes. 

Attachment A
Detail Opportunity to the Program Coordination Office 

PCO Skill Set

The Program Coordination Office (PCO) provides staff support to NOAA Leadership and represents NOAA leadership in their liaison with NOAA Assistant Administrators and their staff.   A PCO detail should be viewed as a developmental detail requiring trust, dedication and hard work.  Successful completion of a PCO detail demonstrates the capabilities of the individual to move to positions of greater responsibility within NOAA.  Listed below are several attributes identified by NOAA leadership for potential PCO agency representatives to possess. 

1) Line Office knowledge -

a) Understand organization and personnel within assigned line office to facilitate coordination.

b) Possess strong technical knowledge pertaining to the line office missions in order to provide an interface with NOAA and DOC headquarters. 

c) Basic knowledge of the budget structure, Programming, Planning, Budgeting and Execution System (PPBES) processes, and budget priorities for their line office.

d) Have at least basic knowledge of your line offices relationship to the Hill.

2) Attitude -

a) Willing to devote significant time and effort to support NOAA Leadership.

b) Ability to manage time given varying priorities and short deadlines.

c) Work well in a team environment.

d) Pay strict attention to detail and be open to professional development.

e) Be receptive to focusing on NOAA by learning the “corporate NOAA view” and establishing, and promoting, connections across line offices for the betterment of NOAA.

3) Communication Skills – 

a) Support the leadership by producing products that you would be proud to deliver and prepare them for issues that may arise during an event regardless of the subject matter.
b) Be an active listener capable of capturing the salient points.

c) Develop concise and informative speeches, talking points, visual presentations and one page memos for use by NOAA Leadership on a variety of subjects incorporating the corporate NOAA view. This entails coordinating with other line offices, doing extensive subject matter research, tasking line offices for support, and maintaining awareness of the significant public affairs issues in the event areas.
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