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Classified By:

Classification Date:  

	PRIVATE
FLSA: Exempt
	Drug Test Required: No
	CIPMS PD: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: 

	Competitive Area: DD
	Position Sensitivity: 1
	Target Grade/FPL: 12

	Competitive Level: C32 
	Emergency Essential: N
	Career Ladder PD: 



SUPERVISORY CONTROLS

Receives general supervision from the Chief, Civilian Personnel Advisory Center (CPAC who outlines overall program objectives and policies , and provides technical guidance or assistance as needed. The incumbent determines approach and methods necessary to carry out assignments, resolve problems, and complete technical actions. Informs the supervisor of current trends, identified problems or potential controversies, and recommends solutions. Completed work is reviewed in terms of program goals, compliance with established policy and customer satisfaction.

MAJOR DUTIES

Serves as a CPAC senior Personnel Management Specialist for assigned organizations. Provides difficult management advisory services affecting highly complex, unstable organizations with a wide variety of difficult position and personnel actions which are often Sensitive and extremely difficult in nature. Independently resolves difficult issues/problems requiring consideration of the total human resource management program. Applies a comprehensive knowledge of human resource management to advise on the full range of life cycle functions and assist management in accomplishing their human resource management responsibilities. Provide technical services on assigned portions of position management, classification, staffing and human resource development programs. Provides the full range of technical support regarding management-employee relations and labor relations. Also serves as the CPAC systems administrator for DCPDS. Within the breadth and complexity described above, performs the following assignments.

Provides position management and classification advisory services to commanders, managers and employees of assigned organizations. Supported organizations activities typically include extremely complex position and organizational structure with closely aligned responsibilities. There are a substantial number of complex positions involving research and development, high level managerial responsibilities, and jobs affected by new or emerging technology. Advises employees and managers on the position classification tools such as classification and job standards, higher echelon decisions, and standard job descriptions. Assists managers and supervisors who exercise their delegated authority for classification by advising on classification processes, instructing on the automated classification system, assuring that all necessary technical work is completed prior to processing personnel actions to the Civilian Personnel Operations Center (CPOC), and explaining CPOC advisory opinions on classification decisions. Provides advice and assistance with classification appeal procedures, assures that appeal packages comply with DOD/OPM requirements prior to forwarding the package to CPOC. Advises on position management policies including supervisory ratios, appropriate use of assistant and leader positions, fragmented organizational structures, job restructuring, impact on positions or employees with planned reorganizations; and provides recommendations for improvements in position and organization structures considering the full range of life cycle requirements. Assists management with planning reorganizations such as consolidation or realignment of existing functions. Coordinates with CPOC and assists CPOC personnel with implementing new structures and conducting other surveys and studies. 25%

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%)

Provides management -employee relations support to -assigned organizations where issues typically involve extremely difficult situations and environmental conditions causing significant problems in identifying the nature and scope of personnel issues. Develops and presents solutions to situations affecting numerous inter-related personnel issues. Provides overall advice and assistance on management -employee relations, discipline, adverse actions, grievances, performance management and recognition, employee counseling, and related functions. Gathers background information and prepares formal correspondence on full range -of disciplinary actions. Advises and assists employees, managers and supervisors on grievance procedures and appropriate options for proper resolution of conflicts or problems. Assures that official case files are properly maintained with complete documents to support recommended or final action. Coordinates with legal officials as appropriate. Reviews and advises management on performance plans and provides technical information on performance management systems. interprets command policies and provides advice on other personnel issues such as RIF, substance abuse, sexual harassment, hours of work, changes in working conditions, job related stress, smoking in the work place, leave administration, pay entitlements, affirmative action, etc. (15%)

Provides labor relations support to assigned organizations. Labor relations are complicated by union/management relationships where unions typically assume adversarial roles, surface substantive/controversial issues affecting large number of employees. frequently involve issues with potentially serious impact on mission and budget, and often involve issues with inter-related sub-problems. Provides advice and assistance on labor relations activities including labor-management partnership arrangements. Advises management in the labor relations area on need to consult, general bargaining unit agreements, bargaining unit status determinations, basic employee rights /privileges, principles of labor management, status of laws and regulatory requirements and appropriate representation. (15%-)

Provides human resource development support to assigned organizations. Coordinates CPOC training needs survey to identify employee and management needs, potential training sources and possible on-site training requirements. Coordinates local presentation of courses, maintains attendance data and completes reporting requirements. (15%)

Performs other duties as assigned. 

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

1. Knowledge of the methods and techniques of fact finding, analysis, and resolution of complex problems and the development of concrete action plans to solve problems.

2. Ability to communicate effectively with other, both orally and in writing, in working  out solutions to problems or questions relating to work.

3. Broad understanding of Bureau’s objectives, mission, and operating programs and the implications on personnel management programs. 

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

Employee works under general administrative supervision with independent responsibility for actions, decisions, and commitments in broad agency programs for which the employee is responsible. Completed assignments are considered technically authoritative and are normally accepted without significant change. Assistance is available from the supervisor in matters affecting agency policies. Guidance is often limited, conflicting, or non-existent. Problems are urgent and controversial, thus requiring significant judgement and originality. Employee’s decisions are considered authoritative and viewed as policy.

FACTOR 3. GUIDELINES, Level 3-5 (650 pts)

Guidelines consist of laws and regulations, which are frequently inapplicable, in conflict with the provisions of Title 32, U.S.C., or are so general in nature that considerable judgement and ingenuity are required to interpret and apply them to specific assignments.

FACTOR 4. COMPLEXITY, Level 4-3 (150 pts)

The work involves varied processes, methods and procedures related to accomplishing personnel actions and resolving situations/problems pertaining to civilian personnel within serviced organizations. The serviced activities may be at Ft. Myer or activities within the National Capital Region. The solutions to situations, problems, processes are within the appropriate guidelines, and are rendered to the appropriate personnel and in the appropriate manner. Incumbent must prioritize the daily, weekly and monthly work schedule, and make appointments. Long-range projects must be continuously reviewed and where necessary, redirected, expanded, or revised to promote maximum accomplishment of objectives.

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

The purpose of this position is to interpret and apply civilian personnel program directives, guidelines, policies and standard to a diverse community of serviced organizations. Work involves resolving or advising on complex problems and issues that typically require analyzing and/or troubleshooting a wide range of unusual conditions.

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

Contacts are with military and civilian managers, supervisors and staff of organizations serviced. Contacts are varied in content and the role of authority of each must be developed during the course of the contact.  

The purpose of the contacts is to influence and persuade employees and managers to accept and implement findings and recommendations.  

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

The work is mainly sedentary, except for walking to local meetings.  Work may require walking and standing in conjunction with travel to and attendance at meetings and conferences away from the worksite.  

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.

TOTAL POINTS 2880  (2755-3150) = GS 12

