
DA Position Title: Program Management Officer                   DA Position #: 19362713 

Functional Title:   Director of Policy  

Unit:                        Division of Commissioned Corps Personnel and Readiness (DCCPR)/ 

Policy Group 

Grade:                   O6  

Supervisory (Y/N):   Yes   

Category:                Multidisciplinary 

Duty Location:   Rockville, MD 

Date Updated:   November 19, 2015 
 

Agency leadership has determined that this position meets Criteria 3: Assignment requires 

individual to be available for rapid deployment – domestic or international – at the 

direction of the agency head (as distinguished from deployment for natural disaster or 

international response) or requires availability to perform duties 24/7, including when on 

leave and Criteria 4: Assignment requires regular engagement with other uniformed 

services. 

 

Introduction: 

The position of Policy Group Director, resides in the Immediate Office of the Director (IOD), 

Division of Commissioned Corps Personnel and Readiness (DCCPR), Office of the Surgeon 

General (OSG) as part of Commissioned Corps Headquarters (CCHQ).  CCHQ provides the 

administration, policy and operational management of the U.S. Public Health Service 

Commissioned Corps (Corps). The Policy Group has the responsibility to collaborate with all 

operational and administrative branches within CCHQ and OSG on all matters related to legal 

and policy activity of the Corps.   

The Policy Group develops and maintains all personnel policy issuances and directives related to 

Corps operations, personnel, training, and readiness.  Policy issuances and directives include 

areas such as officer assignment, deployment, promotion, pay, and retirement which must be 

published in the Commissioned Corps Issuance System (CCIS).  The Policy Group also 

coordinates and processes administrative and adverse personnel actions.    

 

Duties: 

The Director of Policy: 

 Oversees and directs the Policy Group, providing direct supervision to policy advisors, 

analysts, and the administrative actions officer; maintains the Commissioned Corps 

Issuance System (CCIS); and advises the CCHQ IOD Directors with all matters 

pertaining to policy and legal matters. This may include (but is not limited to) new policy 

development and analysis (i.e. directives, instructions, personnel operations manuals, 

etc.), review and interpretation of proposed policy, and revisions of current policy.  



 Collaborates with all Corps stakeholders, and CCHQ Branches and Sections to develop 

operational policies affecting or supporting statutory and administrative functions of the 

Corps. 

 

 Maintains liaison with other relevant federal services, including other uniformed services, 

the Department of Defense and the Department of Veterans Affairs, with regard to all 

policy issues, entitlements, benefits, pay and travel.  

 

 Coordinates as appropriate to seek departmental legal advice, assistance, and legislative 

support; and reviews and oversees the processing of administrative, disciplinary, and 

personnel actions.  

 

 Collaborates and maintains effective working relationships with the Office of the 

Surgeon General, and the Assistant Secretary for Health to facilitate and finalize 

implementation of policies and analysis of legal issues. 

 

 Increases quality, quantity and timeliness of work by facilitating team application of 

Continuous Process Improvement methods, developing local performance measures to 

improve outcomes. The incumbent is accountable for establishment of and 

implementation of short and long-term performance measures.   

 

 Serves as a CCHQ representative on committees related to policy and legal issues. 

 

 Collaborates with all needed stakeholders in the review of Memoranda of Understanding 

and Agreements (MOUs/MOAs) and details agreements that involve Commissioned 

Corps officers. 

 

  Performs other duties as assigned supporting the Directors, CCHQ. 

 

Reports To:   Director, DCCPR 

 

More specifically, the Director of Policy: 

  

Minimum Qualifications (Education and Experience) 
1. Current Commissioned Corps officer with at least 10 years of experience. 

2. A post-graduate degree in a health professional field or 10 years of experience in 

management and administration of PHS programs or policy development.  

3. Experience working successfully with multiple stakeholders within and external to the 

Department, such as the Office of the Assistant Secretary for Health (OASH), Office of 

General Counsel (OGC), the Office of Management and Budget (OMB), the Department 

of Defense, and other policy and legal professionals. 

4. Basic readiness qualified. 

5. Demonstrated leadership experience, officership, and success in policy-related initiatives 

preferred. 

6. Leadership experience related to sensitive legal and policy issues. 

 



Knowledge Skills and Abilities 

The applicant should have: 
1. Advanced knowledge of laws, regulations, policies, and Memoranda of Agreements that 

affect all functions of the Corps and its officers. 

2. Background, coursework or experience in legal and policy issues. 

3. Demonstrated success in the ability to coordinate and complete multiple tasks 

simultaneously, including timely and accurate responses to all stakeholders. 

4. Demonstrated customer service orientation and have demonstrated success in such 

efforts. 

5. Training or experience in Continuous Process Improvement (CPI) and performance 

measurement methods. 

6. Advanced written communication skills. 

7. Characteristics that reflect highly of officership, leadership, consensus-building, and 

quality work that exemplify Corps values. 

 

How to Apply: 

Interested officers should submit the following information to LT Tonya Cooper, Administrative 

Officer, via email at Tonya.Cooper@hhs.gov by December 4, 2015: 

 

1. A current CV. 

2. A detailed cover letter not exceeding one (1) page explaining how the officer meets the 

requirements and qualifications of the position. 

3. Contact information for three (3) references that can attest to the officer’s 

professionalism, dedication, officership, and communication skills.    
 

 

 

mailto:Tonya.Cooper@hhs.gov

