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Citation 1: OPM ADM WORK IN THE HUMAN RES MGMT GP, GS-200, DEC, 2000

Classified By:

Classification Date:  

	PRIVATE
FLSA: 
	Drug Test Required: 
	CIPMS PD: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 10
	Requires Access to Firearms: Varies
	Interdisciplinary: 

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 12

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: 




MAJOR DUTIES


1.  Serves as specialist responsible for program development of the Employee Relations (ER) and Labor Relations (LR) programs. Creates policies and programs for approval by CPAC Chief. Analyzes new case law and issues guidance on application to other personnel lists. Coordinates the application and implementation of Department of Army guidance and assures general consistency in interpretation. Reviews issuances from higher echelons and develops/amends local implementing instructions to include regulations and standard operating procedures. Addresses inconsistencies and contradictions in case law to provide a uniform approach to complex and controversial issues. Reviews letters, case files, etc., to assure sound and consistent application of regulatory guidance and procedures. Reviews LR and ER databases to identify discrepancies and takes corrective action or assures corrective action is taken. Serves as specialist/troubleshooter with independent responsibility for resolving very complex problems in the LR and ER functions.  Provides advice and assistance to staff and supervisors on the application of negotiated agreements, resolution of grievances, and arbitration proceedings. Coordinates efforts of union representatives and management to establish and maintain open and effective communications and consultation efforts on new and revised personnel policies and practices. Analyzes proposals to determine impact and possible ramifications. Creates training courses in assigned areas. Develops training plans, course material, and class exercises. Conducts training to guide supervisors in the handling of complex and controversial issues.  40%


2. Provides advice and assistance to supervisors in establishing and maintaining employer-employee relationships that contribute to satisfactory productivity, motivation, morale, and discipline. Conduct surveys and explores probable causes, contributing factors, and possible courses of action to resolve problems and better relationships. Provides advice and assistance to supervisors to developing in them an awareness of the human needs and reactions of employees, and suggest constructive methods for dealing with problems arising from indifference, personality conflicts, and poor work habits or behavior problems. Assist supervisors in correcting individual instances of work deficiencies, poor performance, and/or leave abuse. Informs supervisors regarding regulatory and other requirements to be considered in affecting disciplinary actions, removals, suspensions, and in resolving grievances and appeals, and assists in development of required correspondence/documents.     Provides advice regarding the administration of formal performance rating and employee recognition plans, as well as assistance in resolving employee complaints concerning performance ratings or recognition actions.  Provides advice on reasonable accommodation, addressing medical conditions, and compliance with EEOC regulations and guidance. Provides counseling to employees on complaints or inquires not referred by employee to supervisor. Refers employee to appropriate organization or obtains information for the employee.   35% 


3. Provides advisory services on recruitment and placement actions requiring identification and analysis of management staffing problems, and development of solutions considering the total personnel management viewpoint. Exercises persuasiveness, imagination and insight in preparing and presenting recommendations to management. Advises management on recruitment strategies, sources and special programs, which emphasize affirmative action in staffing positions. Makes suggestions and offers advice concerning the beat qualified candidates in keeping with DA staffing goals and programs. Assists management in the development of crediting plans to determine knowledge, skills, abilities and other characteristics necessary for the recruitment and placement of well-qualified candidates in internal or external competitive staffing actions. Assists in developing short and long range staffing plans to forecast civilian personnel mission requirements, assess employee turnover patterns, review past recruitment practices, technological changes and local labor market conditions and provide advice to managers on future staffing strategies. (25%)

Performs other duties as assigned. 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION, Level 1-7 (1250 pts)

Knowledge of and skill in applying Employee and Labor Relations principles, practices and regulatory and analytical skills sufficient to serve as the authoritative local interpreter of labor relations law, regulation, executive order, and decisions of labor relations formal bodies.

Knowledge of labor-management matters of overall concern to established bargaining units at the local level and provides technically accurate interpretations of negotiated agreements provisions and reconciles conflicting technical viewpoints.

Knowledge of appropriate disciplinary or other corrective techniques that are responsive to a range of conduct and performance problems.

Knowledge of employee rights and obligations which allows for the resolution of disputed facts. Researches facts, legal precedents, and defines legal and factual parameters/issues of cases. Assists in preparation, maintenance, and filing of necessary documents.

Knowledge of, and skill in applying: a wide range of HR concepts, practices, laws, regulations, policies and precedents sufficient to provide comprehensive HR management advisory and technical services on substantive organizational functions and work practices.

Knowledge of analytical and diagnostic techniques and qualitative and quantitative techniques sufficient to identify, evaluate, and recommend to management appropriate HR interventions to resolve complex interrelated HR problems and issues.

FACTOR 2. SUPERVISORY CONTROLS, Level 2-4 (450 pts)

The supervisor outlines overall objectives and available resources. The employee and supervisor, in consultation, discuss timeframes, scope of the assignment including possible stages, and possible approaches.   

The employee determines the most appropriate principles, practices, and methods to apply in all phases of assignments, including the approach to be taken, degree of intensity, and depth of research in management advisories; frequently interprets regulations on his/her own initiative, applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most of the conflicts that arise; and keeps the supervisor informed of progress and of potential controversial matters.

The supervisor reviews completed work for soundness of overall approach, effectiveness in meeting requirements or producing expected results, the feasibility of recommendations, and adherence to requirements. The supervisor does not usually review methods used.

FACTOR 3. GUIDELINES, Level 3-4 (450 pts)

The employee uses guidelines and precedents that are very general regarding agency policy statements and objectives. Guidelines specific to assignments are often scarce, inapplicable or have gaps in specificity that require considerable interpretation and/or adaptation for application to issues and problems. 

The employee uses judgment, initiative, and resourcefulness in deviating from established methods to: modify, adapt, and/of refine broader guidelines to resolve specific complex and/or intricate issues and problems; treat specific issues or problems; research trends and patterns; develop new methods and criteria; and/or propose new policies and practices. 

FACTOR 4. COMPLEXITY, Level 4-5 (325 pts)

The work consists of addressing issues that significantly affect long-range implementation of substantive operational and/or policy program(s). The employee understands and interprets interrelated program issues that affect long-range program planning, design, and execution.  Integrates the work of a team into authoritative reports(s) outlining options, recommendations, and conclusions reached; researches statutory, regulatory, court and/or administrative precedents, and other legal opinions or documentary material; and/or interprets and evaluates questionable or discrepant information and synthesizes intricate information to arrive at legally supportable conclusions. Works on cases that: involve matters that are contentious and/or susceptible to widely varying interpretations, and require creating new techniques, establishing criteria, or developing new information.

FACTOR 5. SCOPE AND EFFECT, Level 5-4 (225 pts)

The work involves resolving or advising on complex problems and issues that typically require analyzing and/or troubleshooting a wide range of unusual conditions. The work ultimately affects the objectives and effectiveness of agency HR activities, missions, and programs. The assessment, analysis and ultimate resolution of problems promote the overall quality effectiveness, and efficiency of program operations. 

FACTOR 6.  Personal Contacts and FACTOR 7. Purpose of Contacts, Level 2C (145 pts)

Level 2: Employees and manages in the agency, both inside and outside the immediate office or related units, as well as employees, representatives of private concerns, applicants, retirees, beneficiaries, and/or the general public, in moderately structured settings. Contact with employees and managers may be from various levels in the agency, such as:

· headquarters;

· regions;

· tenant organizations and 

other operating offices at the same location.

Level C: To influence and persuade employees and managers to accept and implement findings and recommendations. May encounter resistance due to such issues as organizational conflict, competing objectives, or resource problems. Must be skillful in approaching contacts to obtain the desired effect; e.g., gaining compliance with established policies and regulations by persuasion or negotiation. 

FACTOR 8. PHYSICAL DEMANDS, Level   8-1 (5 pts)

The work is mainly sedentary. Some work may require walking in offices, hospitals, shipyards, depots, warehouses, and similar areas for meetings and to conduct HR work. Work may also require walking and standing in conjunction with travel to and attendance at meetings and conferences away from the work-site. Some employees may carry light items or drive a motor vehicle. The work does not require any special physical effort. 

FACTOR 9. WORK ENVIRONMENT Level 9-1 (5 pts)

The work area is adequately lighted, heated, and ventilated. The work environment involves everyday risks or discomforts that require normal safety precautions. Some employees may occasionally be exposed to uncomfortable conditions is such places as research and production facilities. 

TOTAL POINTS 2880  

The point to grade conversion table puts this total in the GS-12 range of 2755 to 3150. 

