SENIOR EXECUTIVE SERVICE FORMAT
I.  Introduction

II.  Major Duties and Responsibilities

List Major Duties in priority order.

III.  Level and Purpose of Contacts

Discuss the nature of contracts including the organizational placement of individuals with whom the position will be in contact on a routine basis.  This discussion should also include the purpose of contacts.

IV  Supervision Received

Discuss the placement of the position in the organization and the reporting relationship of the position to other more senior positions.  This discussion should also include the authority exercised by the position to make decision and commit the government to a course of action.

V.  Technical Qualification Requirements

Insert the checkbox below and check appropriate blocks to identify specific position requirements and/or training programs.

	Yes
	No
	Requirement
	If TQP, STSM, FR and/or SSO are checked yes, the position description must document the duties and functions performed which are the bases of such determination as well as the knowledge required to accomplish the duties of the position.  Knowledge requirements must include any items which form the basis for selective placement factors, if used, under recruitment or reduction-in-force processes.

	
	
	Technical Qualification Program (TQP)
	

	
	
	Senior Technical Safety Manager (STSM)
	

	
	
	Facility Representative (FR)
	

	
	
	Systems Safety Oversight (SSO)
	

	
	
	Acquisition Career Management Program
	

	
	
	Project Management Career Development Program
	

	
	
	Human Reliability Program
	

	
	
	Drug-Free Workplace Program
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