Critical Elements for Supervisory Scientific Review Administrator (Branch Chief) - 601
A. MANAGE SCIENTIFIC PEER REVIEW ACTIVITIES OF THE BRANCH
· Demonstrate effective leadership of the Branch by:

· Branch regularly meets target review milestones related to mailouts, review meeting dates, and summary statement completion. 

· Branch administrative actions are regularly submitted by the deadline.

· Develop and/or maintain appropriate tools for short and long-term planning of review workload of the Branch.

· Demonstrate responsiveness and flexibility in dealing with heavy or unusual workload or review issues

· Regularly respond to requests for information by deadlines.

· Periodically re-evaluate review procedures for various types of applications/proposals reviewed in the Branch, to improve efficiency and effectiveness of review activities, take advantage of new technologies, implement new NIH policies, or address problems.  

· Work to coordinate and standardize review procedures in the Branch and within ORRPC.
· As necessary, serve as SRA to organize, manage and report scientific peer review meetings assigned, following all necessary policies, procedures and guidelines.  (For OB, VW, KV – since we rarely have assigned review meetings.)

· Other (describe):
B. TRAINING AND MENTORING OF STAFF

· Demonstrate effective training and mentoring of staff by:
· Select, hire, and place professional and administrative staff in the Branch.

· Train new Scientific Review Administrators in review policies, processes and procedures.

· Conduct regular staff meetings with both professional and support staff
· Provide quality control of review meetings organized and managed by Scientific Review Administrators (SRAs) in the Branch, ensuring that the SRAs:
· Appropriately identify areas of scientific and technical expertise and address conflicts of interest.
· Select appropriate reviewers, and consider women, minorities and persons with disabilities in the recruitment effort.   
· Select review meeting dates and schedule work so sequential activities during the review cycle are accomplished in an orderly and efficient manner; and meet NCI standards for timeliness.   
· Select an appropriate review format for assigned applications/proposals, if applicable.
· Exercise sound judgment in identifying and resolving problems that arise before, during and after the review meeting according to policy.
· Conduct review meetings in a professional manner and in accordance with Federal laws and regulations and NCI policies and procedures, and effectively schedule activities during the review meeting.
· Orient reviewers, applicants, and NIH staff to policy, procedures, expectations and requirements of the review meeting appropriately and professionally, and strive to obtain complete, fair, and objective reviews from reviewers

· Provide the DEAS staff with necessary scores, codes, etc., to enter into the IMPAC II system, reviews data prior to release, and meet NCI deadlines for release of scores and meetings. 
· Appropriately edit summary statements/technical evaluation reports, so they include all required components and the Resume and Summary of Discussion clearly and accurately documents the discussion and final opinions of the committee.

· Meet deadlines for release of summary statements/technical evaluation reports for majority of review meetings.

· Attend National Cancer Advisory Board and BSA meetings, as appropriate

· Accomplish post-meeting administrative documentation, such as Committee Management documents, in a timely manner for the majority of review meetings. 
· Submit nomination slate of appropriate new committee members for chartered committees by established deadline (if applicable).

· Assess staff performance by attending at least one review meeting per year for each SRA, and correct deficiencies as needed.
· Other (describe):

C. KNOWLEDGE OF POLICIES, PROCEDURES AND STATE OF THE ART SCIENCE IN AREAS OF RESPONSIBILITY

· Demonstrate thorough understanding of current NCI, NIH, and DHHS policies and procedures relevant for peer review, as evidenced by:

· Disseminate clear and accurate information about review policy and procedures, laws, regulations, and policies related to conflict of interest, review criteria, human subjects protections and inclusion, animal welfare, and other relevant factors related to peer review to staff in the Branch, applicants, reviewers, members of the scientific community, other NIH staff, and in response to inquiries from the public, as appropriate.  Participates in relevant NCI, NIH, and national forums on review policies.

· Assure that current NIH review policies and procedures are translated into appropriately structured review processes in the Branch. 

· Stay abreast of scientific advances in the field in areas of review responsibility of the Branch through reading of scientific literature and/or attending at least one meeting, workshop, seminar, etc., per year in a relevant topic.

· Demonstrate knowledge of and appropriate use of computer systems, tools and databases relevant to peer review, such as word processing and spreadsheet programs, the NIH IMPAC II Peer Review and Committee Management modules, the Query/View/Reporting (QVR) system, the Internet Assisted Review (IAR), eRA Commons, and other databases as needed.

· Identify areas of professional development needs and obtain training to effect improvement in job performance.

· Participate regularly in staff meetings and informational meetings and seminars.
· Meet NIH training requirement for 2 ESA credits per year.
· Attend one course in supervision/management development per year. 
· Other (describe):
D. COMMUNICATION AND TEAMWORK

· Work effectively with reviewers, applicants, members of the scientific community, support staff, supervisors, and other NIH staff, as evidenced by the following:
· Provide clear and accurate information to Branch staff, reviewers, applicants, members of the scientific community, and other NIH staff about review policies and procedures.
· Ensure Branch staff communicate effectively with DEAS and NCI support and administrative staff and appropriately distinguish tasks for SRA and support staff.  Ensure that staff communicate with program directors related to review issues.
· Maintain effective operational relationships with other units within NCI DEA, and with NCI program and grants management staff.  Obtain feedback from program staff and reviewers regarding review issues and staff performance at least once a year.  
· Serve as a positive role model for staff in the Branch, and fosters a teamwork and collaboration among staff.   Identify and resolve issues that may impede communication, offer suggestions for improved working relationships, and be open to input from others
· Participate in relevant teams, committees, working groups, etc, at the DEA, NCI, and NIH levels to accomplish specific tasks, develop new policies or procedures, or improve the review process.  
· Demonstrate effective leadership in the development of NCI initiatives, guidelines for specific award mechanisms, and scientific review by staff. .
· Cooperate to meet overall workload needs of the review unit.  Display flexibility in situations with changing demands or priorities.  Work with other staff to promote efficiency, eliminate bottlenecks, and coordinate review functions.
· Attend DEA staff and informational meetings. 
· Communicate orally and in writing in a clear, organized and concise manner.
· Other (describe):
E. IC SpecIFIC (or Collateral Duty) Performance Outcomes
