
 
 

    

   COMMANDER NAVY INSTALLATIONS COMMAND (CNIC) 

HUMAN RESOURCES BRANCH 

 

Supervisory Program Analyst (Drug Program Coordinator) 

 

This position is located in the NAF Human Resources Branch (N941), Commander Navy Installations 

Command (CNIC). This position is the Drug Free Workplace Program (DFWP) Analyst, Commander, 

Navy Installations Command (CNIC) Non-appropriated Fund (NAF). The DFWP Program Analyst is 

responsible for the formulation of Navy-wide policies, coordination of activities, resources and guidance 

to ensure that the DFWP process is effectively managed for all NAF employees within the CNIC area of 

responsibility (AOR). The incumbent is responsible for centrally managing the overall DFWP process for 

identified employees and provides technical direction/guidance and oversight in these matters within the 

CNIC AOR. Our goal is to provide outstanding levels of customer service to over 18,000 employees 

worldwide from our headquarters based operations at CNIC Millington. 

 

MAJOR DUTIES AND RESPONSIBILITIES: As the Drug Program Coordinator (DPC) for 

CNIC, plans, manages and implements the NAF Drug Free Workplace Program (DFWP) focusing on 

prevention, identification, rehabilitation and treatment services available for NAF employees. Reviews 

and analyzes DoD, DoN and command policy or regulatory issuances for applicability and 

consolidates into directive, standard operating procedures and supplements containing interpretative 

guidance information for implementation by supervisors and managers. Establishes program goals, 

objectives and internal operating policies, procedures and training materials in support of Navy-wide 

NAF DFWP requirements and coordinates the same with appropriate staff. This includes suggesting 

new and innovative methods of achieving program goals, objectives and philosophies. As the subject 

matter expert, the incumbent advises the CNIC (N9) team and field level managers of current and 

effective management practices that should be employed. 

Incumbent is responsible to assure program compliance, e.g., chain of custody requirements; 

confidentiality; reasonable accommodation, drug testing and quality control issues, reasonable suspicion; 

voluntary drug testing; etc. Participates in operational staff meetings and other process action teams, 

as needed to support the program. 

Plans, organizes, directs, coordinates, schedules, and controls activities relevant to the accomplishment of 

assigned functional responsibilities. Initiates or participates in review and/or improvement of work 

methods, organizational features, and ensures that adequate internal control systems are developed and 

operative so that government resources are efficiently and effectively managed.  

Works closely with labor organizations and all levels of management to develop ways and means to 

provide consultation/information to identify individuals with alcohol, drug-related or other behavioral 

problems to find solutions to correct problems. Works with Personnel Management Advisors on 

disciplinary matters. Implements and directs the civilian urinalysis testing program which involves 

planning short and long range requirements, directing testing activities, and extensive coordination 

with medical officers, union representative, legal, HRO directors, and contractors. 

Oversees program operations and ensures collection site coordinator are in compliance 



 
 

with DFWP program and policy for the designated activity. Identifies positions covered by the Drug 

Testing Program. Administers an employee education program on the use of illegal 

drugs and ensures that mandatory training is provided to all supervisors. Reviews all NAF DFWP 

programs to ensure standardized application of program requirements. Gathers and compiles regional data 

for required reports. 

Represents CNIC at formal meetings and conferences. Briefs managers and employees at all levels on 

all aspects of DFWP program. Extensive coordination of the work is required. Maintains liaison with 

medical review officials, toxicologist, laboratory personnel and administrative employees and auditors 

of drug testing laboratories for the purpose of obtaining case results, reports, and information on 

procedures to managers and supervisors. Meets with attorneys, labor representatives, HRO staff, 

security, and other staff officers to coordinate the work, explore possible prevention strategies or resolve 

work-related problems. 

Directly supervises up to (2) DFWP Program Technicians, NF-03. Incumbent is responsible for 

planning and assigning work to be accomplished by subordinates. Sets and adjusts short/long term 

priorities, and prepares work schedules for completion of work. Identifies developmental and training 

needs of employees, providing or arranging for needed development and training. Develops 

performance standards. Evaluates work performance for subordinates. Hears and resolves complaints 

through formal training and informal On-The-Job Training (OJT). Drafts and implements necessary 

policies and procedures to ensure routine functions are carried out efficiently and effectively in 

accordance with the higher authority instructions and the mission of the activity. Exemplifies customer 

service through leading by example. Incumbent is responsible for ensuring subordinate personnel meet 

established positional requirements and through action to properly remedy the situation. Supports, 

upholds and enforces EEO practices. 

KNOWLEDGE REQUIRED BY THE POSITION: Extensive knowledge of DON/DOD or an 

equivalent Drug-Free Workplace Program policies, principles, techniques and guidelines to plan, direct 

and coordinate a Navy-wide DFWP program, and, comprehensive and thorough knowledge of 

related laws, regulations, executive orders, court decisions. Knowledge of a wide range of Federal 

Human Resources/Civilian Personnel Management and NAF rules and regulations pertaining to labor 

relations, employee relations, employment, Freedom of Information, Privacy Act, etc., and 

understanding of the interrelationship of these programs. Advanced knowledge of Microsoft Excel and 

the ability to manipulate large amounts of electronic data and reports. Possess oral and written briefing 

skills with knowledge of techniques and formats for effective communication to flag level positions. 

Knowledge of research methodology, information retrieval, and data organization for analysis, decision 

making, and formulation of recommendations. 

 

HOW TO APPLY:  Please visit our web site: www.navymwr.org.  Select Careers and Jobs. You 

may search a variety of ways, recommend searching by state. Then select job title Supervisory 

Program Analyst (Drug Program Coordinator), reference announcement #: 13/11/3121. Send 

your resume to: MILL_MWR_Recruitment@Navy.mil.  Resumes must be received by 10 Dec 

2013. 

 

Equal Opportunity Employer   
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