Arete is seeking Senior Consultants who can cultivate relationships with our clients and ensure on-time delivery of quality products. Must have experience in improving staff and workplace operational effectiveness and efficiency through analytical and evaluative work planning, evaluating organizational studies and measurements, creating operational and procedural guides and manuals, and conducting work simplification and measurement studies. Must have a Bachelor's degree or higher in Business or in a field relevant to the occupational field for (13-1111 Management Analyst) and a minimum of five (5) years managerial experience. A minimum of two years' experience performed on federal Government programs is preferred. 
Our Senior Consultants support the client through analytical and evaluative work in planning, organizing and carrying out the functions of a variety of major administrative assignments to improve a staff’s effectiveness and enhance work culture. Organizes and oversee employee-training programs, coordinate and assist in scheduling of training opportunities for staff, maintaining employee-training training and certification completions and requirements in a database, and assist with assessments of training needs and consult with respective managers. Conduct surveys, analyzes findings, and make related recommendations as appropriate; Serves as the primary resource person for the client’s supervisors and managers; Assists in planning, coordinating, organizing, tracking and carrying out administrative duties and functions for the client; may include being a member of committees and workgroups in support of client’s work initiatives and their business goals and plans. Responsible for conducting workplace analysis and preparing operations and procedures manuals to assist management in operating more efficiently and effectively. 
Core responsibilities include:
· Gather and organize information about the problem to be solved or the procedure to be improved
· Develop solutions or alternative practices
· Analyze and prepare draft recommendations relating to writing, reviewing, and editing program documentation with the goal of ensuring any policies or program changes are accurately identified.
· Recommend new systems, procedures, or organizational changes
· Participate in fact-finding and assist with performing analysis of problems and issues identified by the client as requiring additional support. Analysis of the problems and issues shall include, but are not limited to, identification of potential impacts/risks to programs, mitigation/avoidance strategies, etc. 
· Develop documentation in support of client mission, goals, and business objectives such as Annual Reports, Status reports, policies, guidance and standard operating procedures.
· Strong management and analysis skills that can help in implementing effective strategies in the company.
· Participate in the development, planning, and oversee program milestones and reviews. 
· Assist in the effort to improve internal management processes by recommending alternatives to management; participate in process improvement activities as members of, or advisors to management and designated working groups. 
· Conduct research/ analyses and prepare spreadsheets, briefings, figures, graphics, tables, forms, and papers. Finished products provided in the media and format requested. 
· Advising on the distribution of work among positions and organizations and the appropriate staffing levels and skills mix; 
· Advising on the potential benefits/uses of automation to improve the efficiency of administrative support or program operations; 
· Evaluating and advising on the organization, methods, and procedures for providing administrative support systems such as records, communications, directives, forms, files, and documentation; 
· Researching and investigating new or improved business and management practices for application to agency programs or operations; 
· Developing new or modified administrative program policies, regulations, goals, or objectives; 
· Identifying and developing data required for use in the management and direction of programs; 
· Developing management and/or program evaluation plans, procedures, and methodology; 
· Conducting studies of employee/organizational efficiency and productivity and recommending changes or improvements in organization, staffing, work methods, and procedures; 
· Developing procedures and systems for establishing, operating, and assessing the effectiveness of administrative control systems such as those designed to prevent waste, loss, unauthorized use, or misappropriation of assets; 
· Performing management surveys to determine compliance with agency regulations, procedures, sound management practices, and effective utilization of staff; 
· Developing workload based staffing standards to determine organizational manning levels; 
· Analyzing and evaluating agency functions and activities being considered for conversion to contract operations; 
· Identifying resources (staff, funding, equipment, of facilities) required to support varied levels of program operations; 
· Reviewing administrative audit and investigative reports to determine appropriate changes or corrective action required; 
· Analyzing and evaluating proposed changes in mission, operating procedures and delegations of authority.
· Make recommendations to management through presentations or written reports
· Confer with managers to ensure changes are working

Requirements:
· Proven ability to support multiple projects simultaneously in a deadline driven process;
· Experience in building client relationships;
· Must be a self-starter with the ability to work effectively independently and in large team settings to include close collaboration with program managers;
· Deeply analytic with strong problem-solving skills
· Superior interpersonal, written, and oral communication skills with demonstrated ability to communicate with others effectively both orally and in writing in working out solutions to problems or questions.
· MBA preferred; Bachelor’s Degree or higher in a field relevant to assigned functional area with a minimum of five (5) years managerial experience in Management, Sales or related field or a minimum of eight (8) years relevant work experience plus an Associate's degree may be substituted for a Bachelor's degree
· PMP or other related industry certifications required; experience should include Project Management or Program Management that includes: implementing policy, coordinating complex procedures, and developing project budgets. 
· Knowledge of and experience with Government contract and procurement procedures and product procurement to ensure all life-cycle support requirements are satisfied. 
· Possess the ability to coordinate and integrate the work activities of several different projects at any one time. 
· Proficiency in the Microsoft Office Suite.
· Experience with Microsoft Visio and Project desired;
· DHS or Coast Guard experience desired;
· Must be able to obtain, and maintain, clearance level of Secret or above

Job Location: Washington, D.C.
About Arete Consulting LLC: Arete is an ancient Greek word meaning "excellence". We are a veteran-owned small business that applies industry best practices, tools and methodologies to help our clients achieve mission success. We work side-by-side with our clients to provide solutions that work. Arete is guided by four principles: taking care of our people, having a clear purpose, operating on core values, and delivering for our clients. We operate with the precision of a large business and give our clients the personal attention of a small business.	
Consulting 101. Arete is a consulting firm. Consulting is the business of providing value-added advice for government clients. Consultants pull from their experience and problem-solving abilities to offer valuable advice to a specific government client or organization. A consultant’s job is to help their clients get from point A to point B --- from their current state to their desired state.  Consultants listen to client goals and objectives and:
· Ask questions to clarify goals & objectives. Identify and review existing documentation and reports.
· Analyze current programs/processes/systems. Perform research on specific topics or projects.
· Perform analytical and writing tasks, such as cost studies, requirements analysis, reports on the programs/processes/systems, and written recommendations for improvements. Implement process and procedures tied to accomplishing client objectives.
· Participate in meetings with clients and supervisors. Communicate status, work-flow, and issues with team-mates and clients.
Benefits
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· 
Email: todd.h.eichberg@arete-delivered.com
Mobile Phone: (703)407-9656
Website: https://www.arete-delivered.com/
· Competitive salary
· Health, dental and vision insurance
· Transit benefits
· 401(k) plan
· 15 days of paid time off
· Paid community service leave
· Referral bonus
· Laptop assistance
· Tuition reimbursement
· Professional development support 
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