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[bookmark: _Toc61945651][bookmark: _Toc276388951]Executive Overview
[bookmark: _Toc276388952]Purpose

The following is a template of the information each employee compiles into a handbook/binder as well as an electronic file.  The information requested represents essential operations and relationships that will allow someone to efficiently and effectively assist or step into the position.  Most of this information already exists; the challenge is to pull it together in a format that will work for your function/department.  You may add or delete the number of entrees under each section as needed.


[bookmark: _Toc61945652]
[bookmark: _Toc276388953]Roles & Responsibilities
[bookmark: _Toc276388954]Roles

Current job description:

Introductory Statement:  

This position is located in the Lands, Minerals and Uses Unit, Southern Region.  The incumbent is responsible for providing leadership, coordination, advice and direction to the Forests on a broad range of Special Uses program activities, including non-recreation and recreation special uses, easement grants, and Federal Energy Regulatory Commission (FERC) licenses.

Property Management for Lands 100%

Plans and coordinates land use authorizations for a region.  Develops and integrates programs of work for non-recreation and recreation authorizations.  Develops or revises agency standards and policies that are of limited use; inadequately cover complex, controversial, or unusual problems, transactions, or negotiations; or conflict with each other or existing guidance.  Incorporates special use management objectives into overall land and resource management planning and implementation activities.  Performs activity reviews to monitor conformance to program policies.  Monitors progress toward the resolution of deficiencies.  Reports findings and makes recommendations.

Serves as a regional expert and technical authority in program areas.  Provides leadership and direction in interpreting, developing, reviewing, and recommending new or modified policies, standards, and procedures relating to program area.  Represents the Region as the agency’s point of contact with officials of other government departments and agencies, industry, special interest groups, and landowners.

Consults with agency attorneys on complex legal issues and legislative matters.  Interprets laws, regulations, policies, and guidelines for land use authorizations and related areas.  Advises on the proper course of action where legal requirements are in conflict.  Prepares responses to Congressional inquiries relative to program area.

Performs program reviews and consults on matters such as compliance with laws, regulations, policies, and procedures.  Develops regional policies, procedures, establishment of priorities, and development of actions in a program area.  Coordinates with other technical experts to assist in the development of national policies and procedures.  Develops and implements various types of realty training programs to train on basic land use authorization policies and procedures and to implement new and changing land use authorization policies and procedures.

Participates in reviewing land use authorization issues and their inter-relation with other program areas in land management plans and environment documents.  Participates as an expert in realty matters in reviewing and responding to administrative appeals and litigation cases.

Prepares and assists in the preparation of litigation reports, complaints, and related documents involving litigation.  Provides assistance to attorneys of the Office of General Counsel (OGC) and Department of Justice (DOJ) on litigation cases.  Assists in coordinating litigation casework with OGC, DOJ, and Washington Office to ensure case progress.  Assesses settlement offers resulting from legal actions and makes recommendations on the agency position.

[bookmark: _Toc276388955]Areas of Responsibility

Identify key areas of responsibility and approximate % of time spent in each area.

	Area of Responsibility
	% of Time

	 Non-recreation special uses program manager
	40%

	Recreation special uses program manager
	40%

	FERC/Hydropower Coordinator/program manager
	20%
















[bookmark: _Toc276388956]Deliverables
[bookmark: _Toc276388957]Common Deliverables

Identify deliverables you gather and/or provide (i.e. Reports, data, etc…), systems used (i.e. FFIS, FDW, your own created Access database, etc.), due dates, and any special instructions.

	Deliverable
	Special Instructions
	Systems Used
	Due Date

	 Non-recreation special uses administered to standard
	Year end report for the Region
	Special Uses Database System
	Mid-October

	Recreation special uses administered to standard
	Year end report for the Region
	Special Uses Database System
	Mid-October

	Number of Proposals for Special Uses not accepted as an application
	Year end report for the Region
	Special Uses Database System
	Mid-October

	 FERC Hydropower Projects Active/Inactive and 4e authority status (Yes or No),
	Periodic, but usually yearly
	Stand alone spreadsheet, FERC website reports
	December

	Number of energy applications processed within expected timeframes
	Year end report for the Region
	Special Uses Database System
	 Mid-October



[bookmark: _Toc276388958]One-Off Deliverables
Identify common One-Off deliverables you gather and/or provide (i.e. Reports, data, etc…), systems used (i.e. FFIS, FDW, your own Access database, etc.), and any special instructions.

	One-Off Deliverable
	Special Instructions
	Systems Used

	Regional review of concession and other prospectus’ prepared by Forests
	As needed Guided by Concession Campground Template and Desk guides
	Correspondence Database in Lotus Notes, filing on “O” drive

	 Director Briefings on Issues with Regional Importance
	Written and oral briefings as needed to keep Director of Lands and Director of Recreation/Wilderness/Heritage Resources and Volunteers updated on issues of Regional importance
	Briefing templates as provided by RO-Public Affairs

	Appeal reports to Appeal Review Officer/Deciding Officer
	Serve as the “team” for reviews of appeals of decisions related to special uses, issued at the Forest Supervisor level, serve as the “team” for discretionary reviews of decisions issued at the District Ranger level.
	Sharepoint system set up by Regional Office Planning/Appeals 


[bookmark: _Toc276388959]Meetings/Conferences
[bookmark: _Toc276388960]Meetings
List of meeting/conferences/task force; include location and conference numbers (to include access/pin numbers).
	Meeting
	Frequency
	Location 
	Conference#
	Pin (Access Code)

	 Weekly Team Meeting
	Every Thursday
	3rd Floor Break Room
	222-555-1234
	1234

	 Weekly LMU Staff Meetings
	Every Tuesday
	LMU Meeting Room
	N/A
	N/A

	Non-Recreation Special Uses Program Manager’s National Call
	Third Wednesday of the Month (or as scheduled)
	 Conference Call
	TBD-Given out in advance of call
	 

	Recreation Special Uses Program Manager’s National Call
	Third Thursday of the Month (or as scheduled)
	 Conference Call
	TBD-Given out in advance of call
	 

	 R8-wide Special Uses Call
	 As Scheduled by Program Manager (trying for 2nd Tuesday of the Month)
	Conference Call
	LMU Conference Line
	 

	 R8-wide LMU Call
	Quarterly (Date TBD)
	LMU Meeting Room/Conference Line
	LMU Conference Line
	 

	 National Hydropower Coordinator’s Call
	Periodic (Date TBD)
	Conference Call
	TBD
	 



[bookmark: _Toc276388961]Conferences
	Conference
	Location 
	Conference#
	Pin (Access Code)

	Non-Recreation Special Uses Program Manager’s National Meeting
	 TBD-Usually every few years
	 
	 

	Recreation Special Uses Program Manager’s National Meeting
	 TBD-Usually every few years
	 
	 

	 R8 LMU Meeting
	 TBD-Usually every few years
	 
	 

	 National Hydropower Coordinator’s Meeting
	 TBD-Usually every few years
	 
	 










[bookmark: _Toc276388962]Task Force/Committees
Task forces, commissions, committees or collaborative(s) you are active on or have responsibility for:
	Name of Group
	Purpose
	Your Role
	Frequency of Meeting

	National Development of Standardized Training Materials-Core Standards
	To ensure consistent training of special uses staff at the Forest/District level to provide consistent and rapid service while protecting the public resource.
	Team Member
	TBD in FY14 and FY15


[bookmark: _Toc276388963]Best Practices (Need to Work on This Section-JET)
A brief history of the function(s) or program(s) that includes key decisions, challenges or crises and best practices and lessons learned (such as seasonal issues that affect your role):
[bookmark: _Toc282002176]Lessons Learned

· When completing the Regional Briefing papers for the Chief’s congressional briefing, gather informational updates from key personnel:
· Diana Cordova – Ecosystems Management
· Vicki Yarbrough – Sequoia National Forest
· Etc. etc. etc. 


[bookmark: _Toc276388964]Decisions & Challenges

· Southern Sierra forests (Sequoia, Sierra and Stanislaus) have seen the loss of infrastructure that can assist in forest vegetation management and there is one remaining mill (Sierra Forest Products in Terra Bella, CA) in close proximity to the Sequoia and Sierra NF's.  A reduction in funding will reduce the amount of vegetation treatments (fuels reduction, timber sales) that result in biomass and sawlogs as products.  Without the infrastructure this work would all be funded as a service contract where the FS would need to pay for all costs needed to remove these materials. When this work is financed through service contracts less work results (acres treated) and economic benefits are reduced

[bookmark: _Toc276388965]Contacts
[bookmark: _Toc276388966]Relationships or Stakeholders
List of key relationships or stakeholders that are critical to your work (Key contacts, committee, team, leadership, etc.):
List of Lands and Recreation Special Uses Coordinators-WO FSWeb:
· http://www.fs.fed.us/specialuses/Reg.SpecUse.Coordinators.shtml 
Region 8 Directory (Regional Office and National Forests):
· http://fsweb.r8.fs.fed.us/r8directory/R8_directory.html 
Region 8 Forest Special Use Coordinators (last updated FY13)
	Forest Name
Admin-Org
	Lands Staff Officer
Phone
FAX
	Lands SUP Coordinator
Phone
FAX
	Recreation Staff Officer
Phone
FAX
	Recreation SUP Coordinator
Phone
FAX

	National Forests in Alabama
801
	Joel Gardner
334-241-8152
334-241-8111
	Debra Duncan-Long
334-241-8136
334-241-8111
	Joel Gardner
334-241-8152
334-241-8111
	Joe Nicholson
334-241-8128
334-241-8111

	Daniel Boone National Forest
802
	Joy Malone
859-745-3183
859-744-1568
	Mike Rock
606-598-2198, ext106
606-598-3648
	Joy Malone
859-745-3183
859-744-1568
	Myra Williamson
859-745-3154
859-744-1568

	Chattahoochee/Oconee National Forest
803
	Lynn Howard
770-297-3090
770-297-3025
	Judy Lovell
770-297-2936
770-297-2939
	Alan Polk
770-297-3033
770-297-3025
	Judy Lovell
770-297-2936
770-297-2939

	Cherokee National Forest
804
	Terry Pierce
423-476-9700
423-339-8626
	Debbie Abel
423-476-9723
423-339-8626
	Terry Pierce
423-476-9700
423-339-8626
	Debbie Abel
423-476-9723
423-339-8626

	National Forests in Florida
805
	Denise Rains
850-523-8568
850-523-8505
	Kyle Jones
850-523-8577
850-523-8598
	Andrew Dziobek
850-523-8569
850-523-8598
	Kyle Jones
850-523-8577
850-523-8598

	Kisatchie National Forest
806
	Ed Bratcher
318-473-7149
318-473-7117
	Gretchen Moore
318-473-7144
318-473-7117
	Jim Caldwell
318-473-7168
318-473-7117
	Shanna Ellis
318-473-7055
318-473-7117

	National Forests in Mississippi
807
	Don Neal
601-965-1634
601-965-1779
	Cathy Bailey
601-965-1663
601-965-1780
	Bob Piazza
601-965-1657
601-965-173
	Cathy Bailey
601-965-1663
601-965-1780

	George Washington/Jefferson Natl. Forest
808
	Scott Vandegrift
540-265-5180
540-265-5145
	Vacant-C.Dunn Acting
540-265-5187
540-265-5145
	Ted Coffman
540-265-5217
540-265-5145
	Vacant-C. Dunn Acting
540-265-5187
540-265-5145

	Ouachita National Forest
809
	Mike White
501-321-5313
501-321-5229
	Elaine Sharp
501-321-5228
501-321-5229
	Bill Pell
501-321-5320
521-321-5353
	Elaine Sharp
501-321-5228
501-321-5229

	Ozark/St. Francis National Forest
810
	Vacant
Unsure who is acting
	Connie Jankowiak
479-964-7276
479-964-7592
	Terry Krasko
479-964-7234
479-964-7557
	Connie Jankowiak*
479-964-7276
479-964-7592

	National Forests in North Carolina
811
	Mary Noel
828-257-4259
828-259-0567
	Julie Moore
828-257-4859
828-259-0567
	Lynn Hicks
828-257-4243
828-257-4263
	Julie Moore
828-257-4859
828-259-0567

	Francis Marion/Sumter National Forest
812
	Red Anderson
803-561-4061
803-561-4001
	Peggy Nadler
803-561-4053
803-561-4001
	Tony White
803-561-4072
803-561-4004
	Peggy Nadler
803-561-4053
803-561-4001

	National Forests & Grasslands-Texas
813
	Mary Hughes Frye
936-639-8528
936-639-8508
	Holly Erimias
936-639-8598
936-639-8508
	Mary Hughes Frye
936-639-8528
936-639-8508
	Catherine Albers
936-639-8557
936-639-1348

	El Yunque National Forest
816
	Tinelle Bustam
787-888-5665
787-549-0078
	Carolyn Pabon
787-888-5665
787-549-0078
	Tinelle Bustam
787-888-5665
787-549-0078
	Carolyn Pabon
787-888-5665
787-549-0078

	Land Between the Lakes
860
	Brian Beisel
270-924-0023
270-924-2086
	Gary Hawkins
270-924-2046
270-924-2093
	Brian Beisel
270-924-0023
270-924-2086
	Gary Hawkins
270-924-2046
270-924-2093

	Regional Office
0831
	Jeffrey Vail
404-347-3989
404-347-2437
	Jim Twaroski
404-347-2871
404-347-2437
	Ann Christensen
404-347-2479
404-347-6217
	Jim Twaroski
404-347-2871
404-347-2437

	



[bookmark: _Toc276388967]Documentation
[bookmark: _Toc276388968]Policies, Procedures, Practices
Policies, procedures, practices, or documentation that guide your work and where they can be found:

	Name/Title
	 USDA Forest Service: An Overview

	Location
	 http://www.fs.fed.us/publications/

	Summary
	 Provides a summary of the Forest Service mission, facts, strategic program direction, budget, and initiatives

	Name/Title
	 Forest Service Manual-2700’s

	Location
	Web Portal/Public Website

	Summary
	Forest Service Manuals provide information on policy and procedures

	Name/Title
	 Forest Service Handbook-2709.11/2709.12/2709.14

	Location
	Web Portal/Public Website

	Summary
	Forest Service Handbooks provide information on policy and procedures

	Name/Title
	 FSWeb Special Uses Pages (Internal Facing)

	Location
	 http://fsweb.wo.fs.fed.us/specialuse/ 

	Summary
	 Internal website with links to all special use functions/resource materials/examples

	Name/Title
	 WWW Special Uses Pages (External Facing)

	Location
	 http://www.fs.fed.us/specialuses/index.shtml 

	Summary
	 External/Public website with links to special uses information/publications.

	Name/Title
	 Region 8 FSWeb for Non-Recreation Special Uses (Internal Facing Pages)

	Location
	http://fsweb.r8.fs.fed.us/nr/lands/specialUses/index.html 

	Summary
	 Lands web page

	Name/Title
	 Region 8 FSWeb for Recreation Special Uses (Internal Facing Pages)

	Location
	 http://fsweb.r8.fs.fed.us/nr/recreation/specialUses/index.php 

	Summary
	 Recreation web page.


[bookmark: _Toc276388969]Additional Information
[bookmark: _Toc276388970]Notes

Free flow text information on anything additional you feel is pertinent to this specific position/role
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