VACANCY ANNOUNCEMENT

DIRECTOR

NATIONAL INSTITUTE FOR LITERACY

Title and Series



Vacancy Location
Director




National Institute for Literacy

National Institute for Literacy


Washington, DC

AD-301

Area of Consideration:  All Qualified Persons

This is a Federal Excepted Service Position.  The selectee’s salary will be established by the National Institute for Literacy’s Interagency Group at a level not to exceed Level IV of the Executive Schedule or $136,900 in 2004.

DUTIES AND RESPONSIBILITIES

The Director of the National Institute for Literacy works with the Institute’s Advisory Board and Interagency Group in determining priorities, direction, and work projects related to the national effort to improve literacy; provides expert advice to the Advisory Board and the Interagency Group in determining the scope and direction of projects that fall under the Institute’s responsibilities; works closely with the Board and the Interagency Group to implement approved actions concerning Institute projects and activities; and assures the quality of Institute projects and activities by confirming that appropriate methodologies are employed to achieve desired outcomes.

Supervises and guides the Institute’s staff using a variety of leadership skills to encourage a high performance workplace, develop staff leadership capacity, and promote flexibility to ensure that the Institute thrives in a changing environment; provides direction for preparation of the Institute’s annual budget ($13.51 million in FY2003) and preparation of other reports and documents deemed necessary; and aligns Institute resources with program and policy priorities.

Leads the Institute to fulfill its legislatively mandated roles as a leader in the field and national resource by keeping abreast of major research findings, policy developments, and innovations in education; and introduces new approaches and concepts and integrates new developments and research findings into the Institute’s work and assures that Institute projects and activities make exceptional contributions to the field of literacy. 

Serves as a national spokesperson for literacy issues and the Institute’s liaison and principal representative with Members of Congress, Interagency Group representatives, and literacy organizations.  Conveys complex or controversial information in clear oral presentations before national audiences, in meetings of high-level policymakers, and other settings. 

Establishes and maintains cooperative relationships with national political leaders, renowned scholars, interest groups, practitioners, and institutions to promote literacy; displays exceptional skill in blending organizations’ disparate visions and approaches into a common agenda to advance national literacy goals and optimize Institute program and activity outcomes; and convenes and/or participates in highest-level government-wide meetings, task forces, and committees with nationally recognized researchers and policy experts. 

QUALIFICATIONS

Education:
An advanced degree is required.  An earned doctorate is highly desirable.

The following are REQUIRED qualifications:

SKILLS:

· Proven ability to work with a board of directors and/or advisory groups to determine the scope and direction of projects and implement recommended actions.

· Proven ability to manage a constellation of relationships with outside organizations that may have differing viewpoints and approaches to problem-solving to ensure progress toward common goals.            

· Proven ability to ensure the efficient functioning of an organization, including oversight of budgeting; project management; grants and contracts award and management; travel; personnel actions; and other organizational issues.  

· Proven ability to provide professional leadership and guidance in directing an organization’s daily operations to promote the achievement of agency objectives.

· Proven ability to supervise and guide staff using a variety of leadership skills to encourage a high performance workplace, develop staff leadership capacity, and promote flexibility.

· Proven ability to convey complex or controversial information in clear oral presentations before national audiences, in meetings of high-level policymakers, and other settings. 

· Proven ability to guide strategic planning efforts, assesses future needs for projects and activities, and provides comprehensive recommendations on long-range project planning.  

KNOWLEDGE:

· Mastery of research methodologies sufficient to assure that projects and activities employ appropriate methodologies to achieve desired outcomes and to convene and oversee panels of nationally-recognized researchers

· Mastery of literacy and related education theories, principles, and practices sufficient to serve as a national expert and spokesperson on literacy and assure the Institute’s role as a catalyst for change in literacy practice and policy by introducing new approaches and concepts and integrating new developments and research findings into the Institute’s work. 

· Comprehensive knowledge of literacy service delivery systems for all ages, including adult literacy, workplace literacy, and family literacy program models, sufficient to recommend new approaches, techniques, policies, and priorities that address the needs of adult literacy, job training, and other basic skills service providers and plan, coordinate, and execute interagency or Institute-only programs and activities of national scope and significance.

The following are PREFERRED qualifications:
SKILLS:
· Proven ability to establish and maintain cooperative relationships with political figures; scholars; interest groups, practitioners, and institutions, including examples of blending organizations’ disparate visions and approaches into a common agenda to advance national literacy goals and optimize Institute program and activity outcomes.

KNOWLEDGE:
· Comprehensive knowledge of the federal legislative process, including the authorization and appropriations processes, sufficient to: (1) successfully communicate information about the Institute to Members of Congress and their staffs; (2) carry out Congressional intent regarding the Institute; and (3) serve as a resource for factual information and data on literacy for Members of Congress and their staffs. 

· Knowledge of federal budgeting and experience in project management sufficient to: prioritize Institute operations and activities to meet agency and government objectives, policies, and overall goals; and ensure that agency administrative, management, and contracting processes are executed in accordance with the Institute’s Interagency Agreement and federal regulations and policies.

All applicants are considered without regard to race, religion, color, National origin, sex, political affiliation, age, or any other nonmerit factor.

