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Citation 1:OPM Job Family Standard for Administrative work in the Human Resources Management Group, GS-0200, DEC. 2000.


Classified By:

Classification Date:  


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

	Career Program: 10
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: No
	Interdisciplinary: No

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

	Competitive Level: CB6 
	Emergency Essential: N
	Career Ladder PD: 



MAJOR DUTIES AND RESPONSIBILITIES

1. Serves as an Employee Development Specialist conducting studies to evaluate the efficiency, effectiveness and productivity of current and projected training programs and projects within the CPAC. As such, performs the following, but not necessarily all inclusive tasks.  


a. Incumbent is responsible for developing, implementing, monitoring, publicizing, evaluating, and reporting on productivity reviews and analyses of training programs and projects which include the following components: career intern training, executive development, co-operative education, long term training and other training programs which require Command consideration. Assumes responsibility for the entire training program/project within the constraints of supervisory controls. Formulates action plans, establishes goals, integrates the overall efforts of the CPAC training initiatives, provides guidance and assistance to managers, supervisors, and employees concerning regulations, guidelines, new training, and career development. Applies an extensive and comprehensive knowledge and understanding of a substantive nature of major productivity, reorganizations, realignments, reductions in force (RIF), and various other major organizational projects which may impact the future skill and technological needs of the organization. 20%

b. Develops, coordinates, and administers training and development activities which are responsive to immediate and long-range (one to two years) needs and goals for all activities services by CPAC. Training support consists of self-directed and formal classroom instruction in support of career and individual development or refresher work in subjects related to engineering, acquisition management, management, computer engineering, financial management, secretarial science, business administration and other administrative and technical disciplines.   20%


c. Gathers data to assist managers and supervisors in identifying trends and problems within their areas of expertise and educational techniques available. Reviews available material in the general area of investigation to isolate pertinent data and to become fully acquainted with previous training resources. Makes recommendations on the relevance and adequacy of material and prepares written summaries or reviews as required. Assists managers and supervisors in keeping abreast of professional studies and publications by researching selected magazines, trade newspapers, publications, subject journals and newsletters for pertinent articles. Develops and maintains data base of academic, commercial and government training resources. Examples of specific work assignments include: identifying educational programs; software modules applicable to the subject area; and maintaining data base of symposiums and workshops world wide. Coordinates with higher headquarters, other government agencies, civilian educational institutions, and industrial firms to locate and utilize resources to meet identified training needs. Coordinates the pooling of internal and external resources and talents to meet training needs. Provides leadership, assistance and technical guidance to all levels of management in evaluating the training process and training results.   20%

d. Reviews all training requests for compliance with appropriate regulations, proper justification, eligibility, etc. Disapproves and returns those requests deemed inappropriate or not authorized. Reviews individual training plans (IDPs) for employees in special programs to insure they receive required training in accordance with the IDP; and reviews assigned organizational training plans as a member of the various training committees. Coordinates with various activities resource management personnel funding requirements necessary to meet organizational training needs. Ensure facility is available, open and ready, and ensures training materials and equipment is readily available.   20%

e. The work efforts involve many project personnel, other CPAC personnel, and program management officials. The training plans which the incumbent will support consist of contacts with professors and officials in various colleges, universities and DOD educational institutions, other government agencies and industrial organizations located throughout the country. Decisions regarding what needs to be done include assessment of new or unusual circumstances, variations in approach, and/or incomplete or conflicting information. Planning, coordination and problem resolution are affected by the need to keep abreast of the specialized information needs of users; increasing quantity of information and training available; changes within the training arena; and changes in the means of assessing and disseminating information. The most complex aspect of this position is the integration of multiple functions and disciplines in the performance of the duties. Educational methods and techniques play a significant part in CPAC's ability to bring various disciplines into the classroom and will have a major effect on educational methods used by management in the future. Incumbent's responsibility for the development of training plans will have tremendous impact on the success of various missions and functions of activities serviced.   20%

Performs other duties as assigned. 
 

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

1. Knowledge of a wide range of principles, practices, methods, and techniques for providing advisory services on training needs and requirements.  

2. Analyzes organizational structures, procedures, staffing patterns to determine course development for serviced organizations.   

3. Ability to communicate both orally and through written word with managers, supervisors, employees, contractors, and vendors throughout the NCR.  

FACTOR 2. SUPERVISORY CONTROLS, Level 2-5 (650 pts) 

Works under the general supervision of the Chief, Civilian Personnel Advisory Center (CPAC) who defines overall policies and objectives to be accomplished. As an Employee Development Specialist, the incumbent independently plans, manages and coordinates all phases of a wide range of activities connected with the CPAC human resource development program.  Exercises sound judgment,  make decisions on work matters and carries out a variety of assignments requiring expeditious handling and thorough knowledge of CPAC organizations. Consults with the Chief on highly controversial issues and/or when potential problems may surface at higher levels. Exercises authority to speak for the chief if the need arises. Work is reviewed infrequently to insure that the overall policies of the Chief are being applied uniformly. Completed work is reviewed largely for adequacy of results, general consistency and conformance with goals, objectives and guidelines. Staff and line management outside the incumbent’s immediate office whose programs would be affected by recommendations may critically review work.

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

Guidelines include Federal training laws; OPM and DA training policy, training catalogs and “state-of-the-art” handbooks. Most training guidelines and policies are general, so the employee is required to use judgement in interpreting regulations. Guidance in training design and evaluation must be applied to a variety of situations. The position requires originality and adaptation of general principles of training to different situations.

FACTOR 4. COMPLEXITY, Level4-3 (150 pts)

The employee designs, implements and evaluates training programs and courses; advised management on the uses of training and analyzes training needs of organizations and individual employees. There are no clear-cut rules for the design and implementation of training programs, so the employee must analyze the specific training requirements of a particular organization or an individual employee to determine the training which is needed.

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

The purposes of the work are: to plan, manage, and evaluate training programs for serviced organizations; to develop appropriate policies; to advise supervisors and managers on the uses of training; and to advise management and employees on the DA career programs.

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

Contacts include HQDA executives, managers and supervisors; employee development and personnel management specialists from the major commands and other Federal organizations; training vendors from non-government and government organizations, and professional educators from associations and universities. 

Contacts are made to analyze training needs and problems. To advise managers, supervisors and employees on the interpretation of training and DA career program policies, to analyze the cost/benefit effectiveness of potential training venders, and to counsel supervisors and employees on the preparation of individual development plans.   

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

The work imposes some physical demands on the employee. The work includes some walking, standing, bending and carrying or moving some moderately heavy training equipment, such as screens and projectors.

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

The work is performed in a normal office setting.

 
TOTAL POINTS 2880  (2755 – 31500 = GS12

