U.S. ATTORNEY’S OFFICE, Cleveland, OH

Position:  Administrative Officer GS-0341-13

Vacancy Announcement #06-EFHU-03

Candidate:  BOBBY J. SIPOWICZ, SS #333-44-5555

KNOWLEDGE – SKILLS – ABILITIES
KSA 1 – Ability to manage administrative programs.


· I have managed numerous and varied administrative programs in my 20-year U.S. Army career.  I have acquired this expertise through numerous training and continuing education programs offered by the U.S. Defense Department, through university and college programs, and from programs offered by training professionals in business and consulting settings, including:  Courses on Organizational Management, Basic & Advanced Leadership, and Training & Performance Improvement Techniques.

· Using management and oversight skills, I administered programs dealing with management of land, munitions, schools/ training courses, and projects, both internal and external.  

· Examples:  (1) I managed and ran a chemical program with an annual budget of $6.0 million, including planning daily operations, writing policy & directives, developing and running emergency response exercises, and upgrading equipment and facilities both internally and within the local community.  (2) I managed a Community Outreach Program and a Public Information Program.  (3) I developed and operated a Nuclear, Biological, and Chemical Defense School that graduated over 100 students covering four classes over a period of 12 months.  

KSA 2 – Ability to supervise.


· Demonstrating my supervisory abilities, I have filled command positions as an Army Officer at the company and field grade levels and have held positions of trust with responsibility for  hundreds of personnel together with associated facilities and equipment.  

· Examples:  (1) I supervised 50 civilian employees including a GM-14 Executive Assistant while serving as Commander of a U.S. Army Chemical Storage Site.  (2) I was directly responsible for over 100 personnel including a permanent staff of 15 while serving as Training Company head.  

KSA 3 – Ability to develop, implement and fully realize an organizational vision in support of national program goals and priorities.

· The outstanding example of this K.S.A. factor in my career history was my role as manager of a U.S. Government Chemical Storage Site Program, a politically and environmentally sensitive program that drew intense public attention and scrutiny, constantly under the political and media microscope.  
· Examples:  (1) I used diplomatic skills and organizational leadership abilities to deal with political demonstrations at classified government facilities.  (2) I maintained regulatory compliance and community good will, reporting daily operations to local and state government responders and local media outlets, including notification of occasional munitions incidents and of actions taken to mitigate resulting environmental threats.  (3)  I set up a new organization, including transfer of some positions from a predecessor organization and the hiring of personnel to fill critical new positions within the new organization.  (4) I developed procedures and emergency response programs through joint planning with local and state government officials to ensure the safety of workers and the local community. 

KSA Qualifications for Bobby J. Sipowicz (Cont.)
KSA 4 – Ability to represent and speak for an organization, negotiate with internal and external parties, and expand channels of communication.


· My public relations and negotiation skills are documented by my four years experience managing a Chemical Weapons Storage Site, both as Chemical Staff Officer and as Commander.   

· Examples:   (1) I conducted news conferences with media outlets, including local television, radio, and newspaper representatives.  I personally conducted briefings and tours for local media personnel, community leaders, elected officials, and various other community organizations. (2) I negotiated with internal and external parties including relations with the union local in which the majority of the facility’s Department of the Army civilian employees were members, as well as negotiating contracts for support of the chemical program that included emergency responders and the critical security mission.  (3) I worked with local & state government to improve emergency response through equipment & facility upgrades, contingency plans, and joint exercises testing those plans and improvements.  (4) I expanded communication with the surrounding community and assured openness with the public via the disclosure and approved declassification of munitions program data, including numbers and types of munitions and containers, agent tonnage, daily operations including leak containment, and joint efforts with the local and state community to improve emergency plans and response, using briefings, tours, news releases, and liaison with local and state planners.  

KSA 5 – Ability to promote accountability and produce results through strategic planning and the evaluation of programs and policies.


· Calling upon my proven strategic planning and evaluation abilities, I implemented training programs and provided guidance to subordinate units as a commander, provided inventory forecasts and expenditures, oversaw complex school scheduling, and assured proper utilization of land and training areas and ranges.   

· Examples:  (1) I was accountable for highly-visible programs at the chemical weapons depot, with regular inspections by external organizations to assess our strategic planning and also our execution of those plans.  We hosted annual Department of the Army Inspector General Inspections and Chemical Surety Management Reviews. This program received intense scrutiny and was evaluated constantly by the U.S. Department of the Army and the Federal Emergency Management Agency (FEMA) for compliance with government programs and policies and for proper execution of those programs and policies.  (2) I planned and implemented a $6.0 million annual budget that included my organization as well as support provided by emergency responders on contract.  These contracted activities were also subject to inspection during the above-mentioned annual reviews.  (3) I promoted individual accountability to produce results during the training provided to soldiers.  The organization went through several successful command inspections annually to assess training, supply operations, and administrative programs.  

In summary, I have proven expertise that will in every way fulfill the requirements set forth in the announcement for the Administrative Management position in the U.S. Attorney’s office.

