Critical Elements for Program Official/Project Officer: Health Scientist Administrator - 601
A. KNOWLEDGE OF STATE-OF-THE-ART SCIENCE, POLICY, AND PROCEDURES IN AREA OF RESPONSIBILITY 
Check all that are applicable throughout the Calendar Year.

By the end of the calendar year or IC established timeframes:

Knowledge of Science:

 FORMCHECKBOX 

Exhibit state of the art scientific knowledge in area(s) of responsibility, as reflected by awareness of current published research and of new scientific developments through interacting with experts within and outside of the government by telephone and at relevant local and national scientific meetings, conferences, and seminars.

 FORMCHECKBOX 

Attend assigned Scientific Review Group meetings where science in area of responsibility is discussed. 

 FORMCHECKBOX 

Knowledge of scientific program areas, as evident in responses to Congressional and other requests, in preparation of reports and briefings, and in development of initiatives.

 FORMCHECKBOX 
 
Read, review, or write manuscripts in scientific areas related to assigned responsibilities.

 FORMCHECKBOX 

Serve on scientific steering committees or other scientific advisory bodies, e.g., when substantially involved in a cooperative agreement project.

Knowledge of Policy and Procedures:

 FORMCHECKBOX 

Complete NIH Extramural Scientist Administrator training requirement for 2 course credits per year, e.g., OER ESA Orientation, Core Curriculum, STEP programs, or other NIH or IC Training Courses.

 FORMCHECKBOX 

Display current knowledge of NIH policy and procedures in areas of responsibility as reflected by familiarity with NIH policy chapters, NIH policy memoranda, NIH Guide Announcements, etc.

 FORMCHECKBOX 

Display current knowledge of IC policy and procedures in area of assigned responsibility as reflected by familiarity with IC policy and procedures.

 FORMCHECKBOX 

Maintain working knowledge of the electronic grant application processes and assist investigators applying to NIH for funding.

 FORMCHECKBOX 

Maintain working knowledge of relevant electronic research administration (eRA) modules, databases, and applications necessary for performing the program official/project officer role.

 FORMCHECKBOX 

Maintain current knowledge of ethical conduct requirements, conflict of interest policy, computer security and other administrative requirements.

 FORMCHECKBOX 

Display current knowledge of HHS and federal policy and procedures in areas of responsibility as reflected by familiarity with Office of Human Research Protections (OHRP) regulations, Office of Laboratory Animal Welfare (OLAW) regulations, Federal Acquisition Regulations, etc.

B. EVALUATION AND PROMOTION OF ASSIGNED SCIENTIFIC AREA

Check all that are applicable:

Throughout the Calendar Year:

 FORMCHECKBOX 
  Review lay and scientific literature and assigned research grant and contract portfolio to ensure appropriate balance of the portfolio and to identify gap areas.

 FORMCHECKBOX 
  Provide advice to potential and current awardees concerning program areas and research priorities, and encourage new applications in these areas.  Encourage career development of scientists.

 FORMCHECKBOX 
  Provide guidance and advice to grantees and potential grantees on NIH policy and procedures.

 FORMCHECKBOX 
   Organize research-related working groups and workshops to analyze a research topic area and obtain recommendations for future programmatic initiatives, as funding permits.

 FORMCHECKBOX 
  Develop, write, and present initiative concepts for consideration and approval by Program Leaders, IC Director, and Advisory Council or other peer review group, as funding permits.

 FORMCHECKBOX 
  Stimulate and develop program area through writing Funding Opportunity Announcements (FOAs) and Requests for Proposals (RFPs) and other materials necessary to initiate Institute/Center sponsored research, as funding permits.

 FORMCHECKBOX 
  Serve on IC planning committees for program oversight or initiative development.

 FORMCHECKBOX 
  Serve on trans-IC, trans-NIH, NIH Roadmap, or inter-agency committees in relevant areas of science.

 FORMCHECKBOX 
  Serve as a major source of scientific or clinical knowledge for the Program, Division, and Institute/Center.  Draw upon this knowledge, scientific or clinical background, and results of scientific and clinical study findings in advising on program policies and priorities.  

C. PROGRAM PORTFOLIO MANAGEMENT

 FORMCHECKBOX 
  Manage assigned portfolio of grants, cooperative agreements and/or contracts. 

 FORMCHECKBOX 
  Adhere to NIH and IC policies on pre- and post-review responsibilities

 FORMCHECKBOX 
  Attend Scientific Review Group reviews of assigned applications.

 FORMCHECKBOX 
  Perform preparatory work for award of competing research and training grants within established IC policies and deadlines.

 FORMCHECKBOX 
  Oversee Human Subject research and assure compliance with HHS regulations and NIH policies

 FORMCHECKBOX 
  Oversee Vertebrate Animal research and assure compliance with HHS regulations and NIH policies.

 FORMCHECKBOX 
  Maintain confidentiality of privileged information.

 FORMCHECKBOX 
  Provide expert advice to IC Advisory Council and Institute management based on informed knowledge of the applications involved and their review.  Address appeals from applicants.  

 FORMCHECKBOX 
  Provide appropriate funding and budget recommendations to the division director or other IC officials

 FORMCHECKBOX 
  Monitor, review, and evaluate scientific progress of awardees, and scientific and budget requests from awardees

 FORMCHECKBOX 
  Perform staff visits or site visit as necessary.

 FORMCHECKBOX 
  Convene and organize annual awardee meetings as needed.

 FORMCHECKBOX 
  Serve as an Executive Secretary of a Protocol Review Committee, Data and Safety Monitoring Board, Observational Safety Monitoring Board, or comparable committee. 

 FORMCHECKBOX 
  Review final reports as part of closeout process.

 FORMCHECKBOX 
  Apply clinical expertise and skills in developing clinically oriented research programs, clinical protocols, monitoring and oversight of clinical performance, and evaluating clinical outcomes, and data generated from Institute sponsored programs.  

 FORMCHECKBOX 
  Thoroughly and appropriately explain significant current research developments when a report is requested (e.g., for the Congressional Justification and briefing books). 

 FORMCHECKBOX 
  Expertly respond to requests for information from the IC Director, Program Director or Leader within required time period

 FORMCHECKBOX 
  Prepare responses to controlled correspondence.

 FORMCHECKBOX 
  Work with DEAS staff to accomplish administrative requirements.

D. COMMUNICATION AND TEAMWORK 
Check all that are applicable throughout the Calendar Year:

 FORMCHECKBOX 
  Keep supervisors and staff informed of administrative and scientific developments.

 FORMCHECKBOX 
  Effectively communicate with IC and other NIH staff on programmatic issues, and disseminates information as requested.

 FORMCHECKBOX 
  Provide high quality reports and information on scientific and administrative aspects of the program.

 FORMCHECKBOX 
  Work effectively in a group setting.

 FORMCHECKBOX 
  Work effectively with other staff and participate in overall team approach involving review, program and grants and contract management staff in managing a program area and meeting funding requirements. Participate in cross Division or Institute committees and programs as appropriate.  

 FORMCHECKBOX 
  Communicate effectively with DEAS and I/C support and administrative staff to ensure that duties and responsibilities are clearly understood and can be completed in a timely manner. 

 FORMCHECKBOX 
  Work effectively on assigned committees, keeping focus on team goals; maintain a professional demeanor and show collegial and respectful treatment of fellow employees and team members.

 FORMCHECKBOX 
  Serve as a mentor to new staff.

 FORMCHECKBOX 
  Present talks or seminars at institutions or scientific forums.

 FORMCHECKBOX 
  Represent IC on trans-NIH Roadmap and functional committees, user groups, or other working groups, committees and subcommittees; e.g., POPOF, HSPLC, ePUG, ePTUG, TAC, STEP, etc.

 FORMCHECKBOX 
  Present at national or international scientific meetings.

 FORMCHECKBOX 
  Effectively communicate with persons in the public domain to ensure proper communication of programmatic interests, and NIH policies and procedures.

 FORMCHECKBOX 
  Appropriately represent Division/IC/NIH to outside individuals with sound knowledge and judgment, handled with sensitivity and professionalism and, when required, in consultation with others in the Institute or NIH.

 FORMCHECKBOX 
  Work well with diverse groups and individuals.

E. IC SPECIFIC ASSIGNMENTS

Implement the following activities by established timeframes that are specific to the IC mission:

(as specified by the IC)

 FORMCHECKBOX 
  Activity 1

 FORMCHECKBOX 
  Activity 2

      Etc.
