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Our innovative and growing company is searching for experienced candidates for
the position of program analyst. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for program analyst

e Prepares and conducts unclassified/classified briefings/presentations to
convey agency policies, directives and instructions

e Prepares documents (correspondence, memorandums, reports, standard
operating procedures, agendas, and email) and briefings

e Leads Marketing Leadership team regularly and provides strategic insights on
performance trends recommendations on how to exceed, plan and accelerate
growth

e Prepare recommendations for governmental decision regarding program
objectives, operating schedules, resource requirements, and overall program
plans

» Participate in program/budget reviews with all levels of the client
organization and parent organization

e Perform program analysis, scheduling and planning that involves formulating
both broad and specific guidelines for planning program elements and sub-
elements

e Analyze all new program requests, changes to existing program operations

e Manage the command'’s Enlisted Promotion system

e Own the daily maintenance and optimization of the Programs within the
ecommerce toolkit

e Maintain subject matter expertise of the Programs by conducting competitive
analysis and industry benchmarking exercises



Department of Defense Planning, Programming, Budgeting, and Execution
(PPBE) Process and Navy Concepts experience

BA or BS degree in Business Management or Business Administration
Knowledge of the LFS and food service subject-matter field

Skill in written communication to organize ideas and present findings in a
logical manner with supporting, adverse, criteria for specific LFS and food
service issues

Skilled communicators who can clearly articulate/communicate via email,
telephone calls, video teleconferencing and both internal and external written
correspondence

Basic knowledge of Federal Acquisition Regulation (FAR)



