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Position Title: _____________________________________________   Submission Date:______________ 

Work Location: ___________________________ Clearance Requirements: _________________________ 

Employment Type: ________________________ Travel Required: ________________________________ 

Job Description (Required Information: job duties, required skills, & required education) 


	Submission Date: 02/11/2021
	Clearance Requirements: Secret
	Travel Required: No
	Position Title: Project Analyst II 
	Work Location: Washington, DC
	Employment Type: Full-time
	Job Description: 1. Assists in the preparation and publication of studies and plans, including responsibility, as directed, for collecting, organizing, and incorporating data for a wide range of documents.2. Provides necessary assistance to the Division Chief for meetings and conferences to include: scheduling, taking, and distributing meeting minutes and following up on assigned actions, etc. 3. Communicates with Division management officials and co-workers in both.4. Informal conversations and formal presentations, and delivers short briefings and presentations concerning administrative, clerical, and other non-technical matters. 5. Assists in evaluating the impact of existing and proposed programs on available resources and drafts recommendations for alternative courses of action. 6. Gathers and collects program data or information following routine search procedures; conducts research in Office and Division files and other files and databases to locate data and background information, as requested; and assembles and summarizes data, background information, and other materials from publications and other sources; interpret data, analyze results using statistical techniques and provide ongoing reports.7. Assists management officials and staff with routine travel queries and stays abreast of new department travel policies and procedures. 8. Assists the Division Chief in coordinating and monitoring the implementation of planning activities to ensure accomplishments of objectives; helps in the identification of unresolved issues that arise during implementation; and checks back periodically to see that the implementation is proceeding as planned.9. Types and edits letters, memoranda, cables, reports, and other material as directed, using office automation software and equipment; and drafts some correspondence under appropriate supervision. 10. Maintains Division personnel, contract and office files. 11. Prepares and maintains Division time and attendance records. 12. Maintains an orderly and adequate level of program supplies for use by the Division staff. 13. Develop and implement data collection systems and other strategies to optimize statistical efficiency and data quality. 14. Acquire data from primary or secondary data sources and maintain databases/data systems. 15. Identify, analyze, and interpret trends or patterns in complex data sets for planning, design and construction-related activities.16. Locate and define new process improvement opportunities. 17. Prepares and analyzes a variety of reports related to the status of funds to include commitments, obligations, and liquidations; travel, staff salaries, and other workload18. indicators. Consolidates data for viable overview of financial status of programs in various formats, i.e., Word, Excel or PowerPoint format. 19. Advises program managers on the status of availability of funds in various accounts; evaluates the impact of existing and proposed programs based on available resources and drafts recommendations for alternative courses of action. Prepares detailed analysis and critiques estimates and data submitted and reconciles estimates with current levels of expenditure and anticipated changes in programs.20. Maintains internal controls, ensures data integrity by reviewing input for accuracy, and maintains historical records and files. Performs studies and audits on control and use of funds throughout the year. Assures the obligations incurred and expenditures of funds are in accordance with pertinent laws and regulations.Special Skills Requirement:1. Knowledge and understanding of the Bureaus mission, functions programs and legislative history to develop and implement budgetary actions which support program goals.2. Organizational skills including, but not limited, to tracking and maintenance of documentation, project workflow, storage of electronic documentation and files, schedule management, and meeting coordination and set-up.3. Ability to use analytical and evaluative techniques to assess program and project efficiency and effectiveness and to assist in the preparation of management reports.4. Ability to provide efficient services to support various staff members, priorities, commitments, and program goals.5. Ability to perform data analysis across multiple projects with large amounts of data.6. Ability to use judgment and to show confidence and poise needed to communicate effectively, both orally and in writing, with key level management officials of 080 and the Department of State (DOS), as well as employees and diverse Federal and non- Federal individuals and groups at all levels.7. Knowledge of proper English grammar, spelling, punctuation, capitalization, and syntax, and familiarity with DOS and office style guidance.8. Skill in using the telephone and in conducting conversations with a variety of callers, including individuals both inside and outside of the organization and at a wide range of organizational levels.9. Skill in proof reading and correcting errors in correspondence and documents reviewed for signature or approval by higher level officials in various offices; skill in text editing on word processing equipment, and in exercising independent judgment in the use of such equipment for maximum efficiency; and ability to assist others in the use of word processing equipment and in formatting and organizing various types of documents.10. Experience analyzing complex financial, program and organizational problems to determine budgetary implications and to recommend solutions.11. Knowledge of the sources, types, and methods of funding for assigned programs and an understanding of financial and programmatic relationships with other programs, agency components and organizations.12. Experience and capabilities in the use of Microsoft Office Suite (Word, Excel, PowerPoint, Access), SQL, VBA. Adobe Creative Suite, AutoCAD, Mathcad, PTV Vistro.13. 4-6 years of experience required


