Chief Operating Officer
	Salary Range:  $115,317 - $139,600 USD per year including locality pay

Series:  AD-340-00/00

Who May Be Considered:  Applications will be accepted from United States citizens and nationals. 
	Open Period:  Monday, February 4, 2008 to Friday, February 29, 2008

Position Information:  Full-Time, Permanent
Duty Location:  1 Vacancy – Washington, D.C.




Job Summary
The U.S. Election Assistance Commission (EAC) in Washington, DC, is looking for a seasoned manager to serve as Chief Operating Officer (COO).  This is an exceptional opportunity for an individual to oversee the functions and programs of the Commission.  The COO is the primary management official responsible for supervising the day-to-day operations of EAC staff.  EAC has six program operation divisions which will report to the COO.  They are Voting Systems Testing and Certification, HAVA Funding, Election Administration Improvement Programs, Research, Administration and Human Resources.
Under the leadership of the Executive Director, EAC is elevating attention on management issues and transformational change.  To manage this change, and to enable the Executive Director to focus his attention on Congressional affairs, external relations, budget formulation and execution, and clearinghouse activities, the Chief Operating Officer (COO) position was created to manage the programmatic, financial management, and administrative functions of the Commission, all of which will continue to be directed by talented professionals with strong expertise in their areas of responsibility.  The COO will have special responsibility for supervising senior staff, ensuring that key program areas work in a carefully coordinated way, as well as ensuring that new systems and procedures are effectively adopted whenever such change is required to support the Commission’s transformation and improvement.
The Commission

The EAC is an independent, bipartisan agency created by the Help America Vote Act (HAVA) of 2002. It assists and guides state and local election officials in improving the administration of elections for Federal office. The EAC disperses Federal funds to states to implement HAVA requirements, audits the use of HAVA funds, adopts the Voluntary Voting System Guidelines (VVSG), conducts election-related research and serves as a national clearinghouse and resource of information regarding election administration and implements changes to the mail-in voter registration application authorized by the National Voter Registration Act (NVRA). The EAC also accredits testing laboratories and certifies, decertifies, and recertifies voting systems. 
The Commission’s fiscal year 2007 appropriation was $16.2 million.  Almost half of the budget – 48.4 percent – was dedicated to improving voting technology.  Nineteen percent was dedicated to administration; 17 percent to HAVA funds management activities. 13.3 percent to conduct research and study mandates; and 1.7 percent to fund meetings for EAC Advisory Boards.
The past year saw the establishment of the first Federal Voting System Testing and Certification Program.  Also, a comprehensive assessment of EAC’s program and financial activities and weaknesses in producing a research report elevated the need to improve internal procedures and policies.  Focus for 2008 will include adopting a strategic plan and preparing and implementing internal policies and procedures to ensure greater transparency and efficiency; preparing for the 2008 Election; the next iteration of the VVSG; and clearinghouse activities.  

The Commission has four commissioners, nominated by the President and confirmed by the U.S. Senate, who may serve only two consecutive terms. No more than two commissioners may belong to the same political party.   The current Executive Director of the Commission is the first permanent Executive Director of the EAC.

For more information about EAC, please go to http://www.eac.gov.
Major Duties:  
Under the overall direction of the Executive Director, the COO is responsible for:

1. Preparing and implementing, based on the recently completed strategic plan, an annual agency performance plan that includes a quantifiable outcomes and measures. 
2. Maximizing organization benefits from limited fiscal and human resources.

3. Preparing an annual improvement plan.

4. Helping EAC program directors examine current programs and operations, and develop tactical and business plans that focus on improving organization efficiencies.  Helps senior staff in developing financial, personnel, and material requirements to ensure effective use of resources.

5. Working closely with program directors to produce timelines for execution of programs and the expeditious issuance of reports, guidance to states, best practices and other documents, including factoring in timelines to accommodate public review and comment of various draft documents.  Recommends actions to alleviate conflicts within the timeline.

6. Ensuring that the Commissioners, Executive Director and senior staff are getting financial reports that are accurate, timely, and useful.

7. Ensuring the management of programs adheres to the federal policies, guidelines and processes.

8. Ensuring that the Commission attracts and retains first-rate talent throughout the organization.

9. Recommending action to ensure coordination and integration of activities of each division including meetings and activities of EAC advisory boards.

10. Serving as a team member on ad hoc teams convened to provide quick responses to special projects and studies which may cut across organizational lines, disciplines and functions.  Team participation is vital to effectively accomplish unit assignments.  Successful participation in both routine and special assignments requires flexibility, effective interactive skills and willingness to cooperate to enhance team accomplishments.
Desired Skills and Characteristics
As the person supervising the day-to-day operations of the EAC, the chief operating officer should be:

1. Capable of developing, motivating and supervising senior staff who have highly specialized knowledge in their areas of responsibility.

2. Capable of working effectively with political appointees.

3. A change agent and self-starter.

4. Adept in working with and analyzing financial information and other quantitative data.

5. Attentive to detail and consistently thorough.

6. Appreciative of the EAC mission.

7. Collegial - the Chief Operating Officer must have a personality and work style that ensures that the internal atmosphere will remain open and collaborative.

Desired Experience

The Chief Operating Officer should have prior experience managing professionals and administrative staff.  Ideally, the Chief Operating Officer will have specialized experience working with a board or commission and be familiar with issues impacting Federal elections.  
How You Will Be Evaluated:
You will be evaluated on the extent to which your application shows that you possess the knowledges, skills, and abilities associated with this position as defined below.  When describing your knowledges, skills and abilities, please be sure to give examples and explain how often you used these skills, the complexity of the knowledge you possessed, the level of the people you interacted with, and the sensitivity of the issues you handled.

1. Experience and/or knowledge of Federal and State regulatory agencies and the Federal regulatory process, including promulgation of regulatory and enforcement of laws.
2. Ability to successfully integrate internal and external program and policy issues that take into account objectives, risks, implications, and agency and governmental regulations. 
3. Ability to manage a diverse workforce, to bring together key stakeholders, establish effective working groups, and define and delegate respective responsibilities that clearly motivate employees.

4. Ability to maintain and apply a broad understanding of financial management principles to ensure decisions are fiscally sound and responsible. 
5. Ability to communicate effectively and persuasively, both orally and in writing, with high-level officials in Federal and State agencies, public interest groups and the general public.
Benefits:
You may participate in the Federal Employees Health Benefits program, with costs shared with your employer. More info: http://www.usajobs.gov/jobextrainfo.asp#FEHB.

Life insurance coverage is provided. More info: http://www.usajobs.gov/jobextrainfo.asp#life

Long-Term Care Insurance is offered and carries into your retirement. More info: http://www.usajobs.gov/jobextrainfo.asp#ltci

New employees are automatically covered by the Federal Employees Retirement System (FERS). If you are transferring from another agency and covered by CSRS, you may continue in this program. More info: http://www.usajobs.gov/jobextrainfo.asp#retr

You will earn annual vacation leave. More info: http://www.usajobs.gov/jobextrainfo.asp#VACA

You will earn sick leave. More info: http://www.usajobs.gov/jobextrainfo.asp#SKLV

You will be paid for federal holidays that fall within your regularly scheduled tour of duty. More info: http://www.usajobs.gov/jobextrainfo.asp#HOLI

If you use public transportation, part of your transportation costs may be subsidized. Our human resources office can provide additional information on how this program is run.

You can use Health Care Flexible Spending Accounts for expenses that are tax-deductible, but not reimbursed by any other source, including out-of-pocket expenses and non-covered benefits under their FEHB plans. More Info: http://www.usajobs.gov/jobextrainfo.asp#FSA

Other Information:

This job is being filled by an alternative hiring process and is not in the competitive civil service. 

Payment of relocation expenses is NOT authorized.

How To Apply:
You must submit your application so that it will be received by the closing date of the announcement.

Applicants must submit a resume that includes education; experience; foreign language ability, including the level of proficiency in reading, writing and speaking the language; current salary; date of birth; professional qualifications; and the names and contact information of three references (to be contacted only with subsequent permission of the applicant).  
Submit a narrative statement responding to the knowledge, skills and abilities (KSAs) identified in the announcement. This information will be used to determine your eligibility and/or rating and is required.  To be eligible, you must be a U.S. citizen

What To Expect Next:

Applicants will be rated upon an evaluation of the relevance and quality of their experience, education and continuing professional development efforts as reflected in their applications and supplemental statements addressing the Knowledge, Skills, and Abilities identified. Your answers will be verified against information you provide on other forms (such as your application) and/or by reference checks. The level of education, experience, and/or training you claim must be supported in your application. 
For further information regarding the U.S. Election Assistance Commission, please visit our web site at: www.eac.gov

EEO Policy Statement

The United States Government does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, marital status, disability, age, membership in an employee organization, or other non-merit factor. 

Reasonable Accommodation Policy Statement

Federal agencies must provide reasonable accommodation to applicants with disabilities where appropriate. Applicants requiring reasonable accommodation for any part of the application and hiring process should contact the hiring agency directly. Determinations on requests for reasonable accommodation will be made on a case-by-case basis. 
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Send Application Materials to:
Resumes@eac.gov
OR

U.S. Election Assistance Commission
1225 New York Avenue, NW
Washington, DC 20005

OR

Fax:  202-566-0957
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For questions about this job:
Sheila Banks 
Phone: 202-566-3100 



	

	


