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4.1 AssociateDirectorforAdministration, BusinessPractices, andWorkforce
Development ThisAssociateDirectorprovidesleadership, policydevelopment, andnational
levelguidanceandfieldsupportforthefollowingnationalprogramsoftheNationalParkService:  
administrativeprogramcentersinsupportofWashington, DC, andDenver, CO, offices;  
contracting; humanresources; employeetraininganddevelopment; minorityandeconomic
developmentprograms; highereducationandparkinitiatives; concessionsmanagement; and
recreationfeemanagement.  TheAssociateDirectoralsoservesastheBureauDisputeResolution
Official.  

A. Contracting.  ThisofficeisresponsibleforpolicyandoversightofServicewide
contractingandprocurement.  Thisincludescontractsupport, managementofcontracts; and
contractreview, policy, clearances, andreporting.  Theofficeoverseesadministrationofthe
contractingofficerwarrantprogram, chargecardandpurchasecardprograms, andpolicyfor
competitivesourcing, grantsandagreements, andgreenprocurement. Theofficeservesasliaison
totheDepartment’sOfficeofAcquisitionandPropertyManagementandbureausoncontracting
andprocurementmatters.  ItcoordinatescloselywiththeServices’ OfficeoftheComptrollerand
programofficesonfinancialaspectsofcontracts, procurementactionsandassistancetonon- 
Federalentities.   

B. HumanResources.  ThisofficeisresponsibleforServicewidepolicydirectionin
humanresources.  Thisincludeslabor-managementrelations; employeerelations (including
disciplinaryandadverseactions, administrativegrievances, awards, leaveprograms); employee
ethicsandfinancialdisclosure; worklife/familyfriendlyprograms; employeeperformance
management; suitabilityandsecurityclearances; workerscompensation (OWCP); staffing
includingcentralizedseasonalhiring); and, pay, compensation, andbenefits.  Itprovides

coordinationwith:  theOfficeofInspectorGeneral; thepayrollandpersonnelsystem; Senior
ExecutiveServiceprogram; Servicewidehumanresourcesspecialinitiatives; andhumanresources
evaluationandassessmentprograms.  ItalsoprovidespersonnelservicesfortheWashington
headquartersofficesintheWashington, DC, metropolitanarea.    



C. Training and Development. This office coordinates and oversees programs designed 

to improve both individual and organizational effectiveness. It serves as a catalyst for continuous 

learning, professional growth, and organization development. It also develops strategies and 

approaches with the Service's leadership for workforce planning. These functions are carried our 

through the TEL (Technology Enhanced Learning) network using computer-based programs, 

audio-conferencing, and satellite television through learning stations in parks and offices 

throughout the Service. Traditional training functions are carried out by four Training Centers. 

Each training center has a superintendent who is responsible for the overall management and 

operation of the training and development program(s), including analysis, design, development, 

implementation and evaluation. This office also works with the Fish and Wildlife Service on 

cooperative training efforts at the National Conservation Training Center and manages training 

centers in Grand Canyon National Park, Washington, DC, Frederick, MD, and Harpers Ferry, WV. 

D. Minority Business and Economic Development. This office is responsible for 

implementing programs described under sections 8 and 15 of the Small Business Act, as amended, 

(Pub. Laws 95-507 and 96-302), and E.O. 12138 (Women-owned Business.) It provides liaison 

and coordination on all matters related to: small, disadvantaged, women-owned, (Sec. 8a 

programs); HUBZone; Veterans; and Disabled Veterans Business Programs. 

E. Higher Education & Park Initiatives. This office is responsible for National Park 

Service compliance with Presidential Executive Orders covering Historically Black Colleges and 

Universities(l2876), Tribal Colleges and Universities (13021), programs to assist/increasing 

participation of Asian American and Pacific Islanders (13125), and Educational Excellence for 

Hispanic-Serving Institutions (12900). In addition, the office handles special projects and inquiries 

for the Director. 

F. Concessions Management. This office is responsible for the oversight of commercial 

visitor services in the National Parks authorized by concession contracts covering a wide range of 

activities. The office is required by statue to provide oversight of all contracts and is responsible 

for regulatory and policy information, overview, and program direction and for ensuring that the 

government receives a fair return for the privileges authorized by concessions contracts. 

G. Recreation Fee Program. This office is responsible for the policy formulation, 

overview, and program direction of the fee collection operation for the National Park Service. It 

is responsible for the guidance to parks on all aspects of fee collection. It provides oversight and 

direction to: the National Park Reservation Service contract, the National Parks Pass Program, 

the Recreational Fee Demonstration Program, and the Golden Age, Golden Eagle, and Golden 

Access Passport programs. It provides guidance on innovative technology, collection methods, 

accountability, and implementation issues related to the collection of recreation and transportation 

fees. It undertakes special studies and analyses related to fee revenue programs and proposes 

changes in policies and practices. 

H. Administrative Program Centers.



1) WashingtonAdministrativeProgramCenter.  Thisadministrativeprogram
center, locatedinWashington, DC, providesoversight, policyguidance, anddirectioninthe
followingareas:  recordsmanagement, formsmanagement, correspondencemanagement,  
FreedomofInformationAct, PaperworkReductionAct, andPrivacyAct.  Thiscenteralso
providesprintingandpublicationsandFederalRegisterservicesfortheService.  Thiscenter
providesadministrativesupportservicesforNPSheadquartersofficesbasedintheWashington,  
DC, area, includingservicesincontractingandprocurement, officeservices, building
management, propertymanagement, controlledcorrespondence, Congressionaldocument
requests, mailservices, andothernewprograminitiatives.   

2) DenverAdministrativeProgramCenter.  Thiscenterprovidesadministrative
servicesforNPSorganizationsandothercustomersintheprogramareasofpersonnel
management, equalopportunity, contractingandprocurement, budget, payroll, andfinancial
services, buildingleasingandmanagementservices, supply, property, mailservices, andother
programareas.  Inaddition, theHumanResourceFranchiseoperationprovidesrecruitmentand
staffing, positionclassification, andpositionmanagementservicestoavarietyofcustomersona
reimbursablebasis.  TheDenverAdministrativeProgramCenterisresponsibleforAdministrative
SystemsdevelopmentintheNationalParkServiceandservesontheInformationTechnology
Council.  
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