DST Employee Job Descriptions

For 

Organizational Chart

Data Solutions & Technology is responsible for providing  Program Office Support Services to the Defense Center of Excellence (DCoE)  for Psychological Health  & Traumatic Brain Injury (PH/TBI).  Services are provided in the areas of internal administrative, acquisition, and financial management/budget support. 

Support Services Category/Job Title/Duties:

I.  Project Management

Task Manager – Rita Kerrick

· Provide direction and oversight to operations performed by Program Office Support personnel

· Coordinate with the Contracting Officer Representative (COR) and Government Task Manager (GTM) to ensure successful performance of contract administration matters

· Manages direction to resolve concerns and guide quality management of the team; assigns tasks and monitor overall performance

· Provide categorical service area input data into Monthly Progress Report (MPR)

II. Administrative Support Services

Sr. Administrative Assistant 


- R. Scott Pugh – Lead


-  Tennille Laws


-  Brenda Gross


-  Angel Hughes

· Provide Front Desk Support; greet and direct visitors; ensures completion of sign-in/out procedures. Screen incoming telephone calls and transfer or take messages as appropriate.  Respond to inquiries via e-mail, in person, and over the phone. 

· Maintain Calendars; Maintain the DCoE master calendar in eRoom. Update significant event and weekly calendars. Schedule appointments, arrange meetings and conferences (conference calls and VTC).  Notify personnel staff of  upcoming events and changes.

· Administrative Services; Assist in processing new employees.  Utilize the internet to assist in research. Prepares agenda for staff meetings and huddles. Take minutes at staff meetings.  Update staff directory and forward, as required.  Deliver burn-bags for removal.  Serve as Emergency Evacuation POC for the offices – assist with evacuations, maintain emergency radio and track attendance during evacuations.

· Arrange Travel; Plan and schedule travel for Government personnel.  Make travel arrangements and provide assistance in post trip completion of travel vouchers.  

· Schedule Training; Coordinate and schedule training for Government personnel; initiate contact with government and other training offices to ensure timely attendance at training events. Maintain training records.

· Maintain and Track Files; Establish, organize, maintain, and track electronic and hard-copy files and records of correspondence, policies, procedures, and other administrative office documentation.  Review and login incoming correspondence and faxes to determine proper routing or action. Mail correspondence, as needed.  Input and track memo actions into Livelink. Draft, edits and proofreads correspondence, documents and memorandum. Files  policies/procedures on the G drive and eRoom. Prepares reports, tables, charts, graphs, and presentations.  

· Office Supplies and Equipment; Order, receive and restock office supplies needed for routine and special needs operations.   Coordinate maintenance and repairs of office equipment..  

· Facility Maintenance; Coordinate maintenance and repairs to the facility and office furniture.

III. Procurement Support Services

Sr. Acquisition Analyst

· David Bowman – Lead

· Carlton Brown

· Vacant

· Procurement Process Support; Identify, understand, analyze, articulate and ensure compliance with acquisition/contracting requlations, guidelines, policies, processes, and procedures as defined by federal and DoD requirements

· Draft complex Statements; Statements of Work (SOW), Statements of Objectives (SOO), including Performance Work Statements (PWS), and Performance-Based SOWs (PBSOW) 

· Draft Purchase Requests; Draft and monitor requests through TMA procurement process

· Draft special clauses and provisions; address TMA, DCoE PH/TBI, or unique program situations

· Confirm OCI Category Designations; Provide procurement support on acquisitions that fall within OCI category 2 and category 3

· Draft procurement documentations; sole source justifications, solicitations and requests for quotes, cost estimates, source selection plans and evaluation workbooks

· Articulate strategies for procurements and related acquisition plans

· Facilitate Award Fee determination deliberations

IV. Budget, Financial, and Cost Support Services

Financial Manager 

Cost Analyst 

· Thomas Fitzpatick – Lead

· Valerie Ledbetter

· Plan, justify and manage budgets;  coordinate with relevant TMA offices and DCoE PH/TBI staff management 

· Lead the development of budget documentation; OMB Exhibit 300s and other supporting documentation for the Budget Estimate Submission and President’s Budget, Program Objective Memorandums (POMs), Program Change Proposals (PCPs), and Budget Change Proposals.

· Manage and track budgets and budget initiatives; manage and track across various fiscal years by managing budget plans and budget authority.

· Respond to changing management issues and priorities; conduct analyses to project impacts of proposed actions and to reflect actual or projected changes in program funding.

· Prepare and support fiscal year expenditures and prepare out year budget models

· Track fund execution; includes commitments, obligations, unobligated balances, and expenditures

· Conduct Triannual Review; track unliquidated obligations

· Prepare funding documents; Procurement Request Worksheets (PRWs), Status of Funds Reports, Military Interdepartmental Purchase Requests (MIPRs)

· Maintain Financial Tracking Data and monitor and secure proper spending of funds
· Financial Forecasting; provide details into the Interfaced Budget Execution Account Management System (I-BEAMS) or other Government designated financial management system

· Support Financial Data Calls; preparation of necessary spreadsheets and appropriate documentation

· Generate Cost Estimates; support financial planning models and/or acquisition planning purposes; develop cost estimates of various complexities from rought to detailed life-cycle estimates that support research and development costs, operating and support costs, and disposable costs.

· Cost Analysis; identify appropriate data elements and recommend sources for execution of analysis. Develop cost element structure appropriate to the system or program being analyzed. Maintain the software and files necessary to accomplish cost analysis, consistent with standard accounting practices and DoD cost estimating procedures.  

