 Program/Resource Analyst
 
 
Element:  Studies
The rating official is satisfied that the employee usually performs in the following manner: 
· 
Completed studies provide an accurate assessment of program/project problems and recommended solutions based upon a comprehensive review and evaluation of the potential effectiveness of [insert subject of study].  

· Documents reflect properly identified, evaluated and resolved issues and problems using appropriate analytical methods.  Findings are thorough and verifiable.  Assignments are completed within established time frames.  
· Studies meet established milestones, accomplish objectives and are completed in the manner required. Studies reflect communication and collaboration with all relevant parties, i.e., program/project managers, internal and external customers, subject matter experts and other stakeholders. 

· Products and services (including advice and consultation) reflect knowledge of appropriate use of a wide range of analytical methods and techniques, pertinent laws, regulations, policies, and precedents which affect the program or work processes studied and knowledge of major issues, program goals and objectives, substantive work processes and program operations.  Products and services are delivered in a timely manner and in accordance with any additional issued guidelines and instructions.


Element:  Effective Communications 
The rating official is satisfied that the employee usually performs in the following manner: 
· Oral and written briefings and option papers are complete with findings, recommended solutions and method of evaluation.  Communications are delivered in a manner resulting in clear understanding of analytical processes used, data presented, options and resulting risks, benefits, and recommendations.  Oral and written briefings are persuasive and convincing as evidenced by the implementation of recommendations.

· Recommended improvements (solutions to issues/problems) are implemented within established timeframes.  

