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INTRODUCTION

The Department of Defense Education Activity (DoDEA) is a major Department of the Defense
(DoD) field activity with worldwide scope. DoDEA delivers, in military communities
worldwide, exemplary educational programs that inspire and prepare all students for success in a
global environment. The Domestic Dependent Elementary and Secondary Schools (DDESS),
located within the continental United States as well as Guam and Puerto Rico, and the
Department of Defense Dependents Schools (DoDDS), located in foreign areas, provide a
preschool through grade 12 educational program that inspires and prepares all students for
success in a global environment. DoDEA is one of the largest, most diverse and geographically
dispersed school jurisdictions. All schools in DoDEA are fully accredited and the DoODEA

educational program consistently rates at or near the top in comparison with other school
systems.

This standardized position description for Chief of Staff is appropriate for use in any DoDEA
District Superintendent’s Office (DSO). The purpose of the position is to serve as an
administrative specialist and management advisor within the district.

SUPERVISORY CONTROLS

The District Superintendent outlines overall objectives and may discuss timeframes and possible
approaches with the employee. The employee independently proceeds to plan and carry out
assignments, determining the most appropriate principles and methods. The employee
frequently interprets regulations and policies on his/her own initiative and resolves complex
and/or controversial issues. Completed work is reviewed for effectiveness in meeting
requirements or producing expected results. Methods used are not normally reviewed.

DUTIES AND RESPONSIBILITIES

The incumbent provides the District Superintendent a wide variety of policy, staff, and
administrative support of a professional and confidential/non-confidential nature, when it cuts
across functional lines or is not specific to an established functional area. Responsibilities
include the following and similar or related duties under this broad umbrella.

1. Program Planning: The incumbent plans and organizes inter-district operations and
functions for the District Superintendent Director, planning and controlling the agenda
for and administering meetings of key staff managers and other special or ad hoc
meetings, conferences, seminars, etc., which might otherwise require the personal time
and attention of the Superintendent. The incumbent represents the Superintendent in
face-to-face and telephonic meetings and discussions with Area Office and field staff
members. Coordinates the completion of plans, programs, or projects involving two or

* more District organizational segments or functions. Explains the Superintendent’s
professional views and policies on education, as well as other priorities and preferences
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regarding these activities for the purpose of ensuring the Superintendent’s wishes are
understood and carried out. Obligates the Superintendent to travel, attendance at major
functions based on an in-depth understanding of the Superintendent’s needs, obligations,
priorities and values. Serves as liaison with non-District officials, including senior
military officials such as the military commanders located within the District, as well as
administrators of other government and non-government agencies and organizations.

2. Program Oversight. The incumbent formulates plans and provides managerial expertise
on all aspects of staff operations throughout the District and support its major programs,
with special emphasis on the District’s component of administrative information systems
management. The incumbent applies broad, comprehensive professional knowledge of
educational policies, procedures and techniques to develop viable programmatic options
to satisfy the District’s constantly evolving educational programs and their associated
needs. Recommends optimal deployment of limited human, financial and technological
resources to assure mission accomplishment. Continuously reviews and recommends
revisions to the District’s administrative policies and standing operating procedures.
Personally reviews correspondence addressed to or through the Superintendent to ensure
substantive and procedural quality, accuracy, consistency and conformance with the
Superintendent’s policies and style preferences. Provides broad oversight to the flow and
quality of the District’s administrative communications to ensure responsiveness and
compliance with policy and guidelines.

3. Develops, coordinates and integrates programs, goals and other activities within and
among the District schools. Monitors the execution of programs requiring inter-staff
coordination for successful attainment of objectives. Provides advice and assistance to
District staff, resolving matters of policy interpretation and introducing changes in
program requirements and procedures as required. Researches issues, prepares extensive
background materials and briefs for the Superintendent and otherwise assists in
preparation for key events. Provides advice, guidance and assistance on issues on which
the Superintendent requests or needs counsel, maintaining utmost confidentiality. Keeps
the Superintendent informed of key issues, problems or concerns.

OTHER SIGNIFICANT FACTS

Incumbent will be required to respect the privacy and sensitivities of students and parents by
controlling and restricting personal information to those with a need to know.

The incumbent may be required to travel by military and/or commercial aircraft, land, or sea
transportation to a variety of stateside and/or overseas locations for meetings and conferences.
The incumbent may be subject to a variety of environmental conditions to include the potential
for exposure to acts of terrorism.
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