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

	PRIVATE
FLSA:  
	Drug Test Required:  
	CIPMS PD:  

	Career Program: 
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	Acquisition Position:  

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

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 11

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD 



MAJOR DUTIES

Manages personnel aspects of the Ft. Myer Military Community (FMMC) Federal Employees Compensation Act (FECA) program, employee benefits program, and the IMO functions of the CPAC. Advises employees and managers in the FECA and benefits area and provides direct support to the CPAC employees in the area of automation support. 

1.  Researches and analyzes regulatory guidance and policies on FECA to develop and recommend local policy and procedures that implement all aspects of the program and assures the success of the program from both a managers and employees’ perspective, i.e. processing claims, investigation of circumstances surrounding the injury and extent of disability, procurement and monitoring of medical information, rehabilitation, and return to duty. Performs periodic program evaluation to assess the strengths and weakness of the programs and uses initiative to develop innovative methods to improve local performance of the program’s requirements. Provides advice and assistance to staff, supervisors, and employees on the interpretation of guidance and application of program and of program requirements. When required, advises claimants of entitlements and responsibilities. Maintains constant working relationships with manager, supervisors, medical providers, and Office of Workers’ Compensation Program (OWCP) to stay abreast of cases, to actively seek and accomplish the return of employees to work, and to sell the benefits of a proactive light duty/reemployment program.   25%   

2.  Coordinates investigations of  employees’ injury to establish a record of facts. Develops and prepares a written explanation of disagreement if any with the employee’s claim or with information revealed during processing of claim/request for medical placement. Presents relevant factual information for DOL’s consideration for controversies of claims. Obtains regular, periodic medical and work status information for employees on compensation to determine status and initiate further action toward rehabilitation and return to work or to initiate further action on employees on temporary light duty assignments. Reviews OWCP chargeback reports to verify installation responsibility for payment and makes every effort to reduce costs to a minimum by initiating actions to rehabilitate or return employees to work. Works closely with other personnel lists and management to identify or modify current positions or to seek out work that can be modified to accommodate employees on medical restrictions.  Prepares and maintains fact sheet on each compensation case to summarize the nature of each disability, medical status, employment history, job skills, and record of actions taken to facilitate the return to work or medical placement of employees. Initiates actions, as authorized within the programs, for physical therapy, for second medical opinions, fitness for duty medical examinations, medical reevaluation from OWCP, etc.   15 %   

3. Serves as CPAC expert, administrator, and POC for all matters concerning benefits and entitlements including FEHB, FEGLI, TSP, Survivor benefits and retirements, (disability, optional, early and mandatory). Prepares and publishes a semi-annual FMMC benefits newsletter, provides information and resolves problems. Prepares briefings on a variety of different HR initiatives. Provides answers to extremely complex questions on FEHB, FEGLI, TSP, Military and civilian deposits, all retirement questions.  Assists all employees in obtaining the maximum gains from available benefits. Provides individual counseling on retirement options, eligibility requirements, health and life insurance, and thrift savings plans. Explains options to employees regarding military benefits, veterans’ preference, and prior Government services.  25% 


4.  Program Support: Oversees the development and maintenance of records, including automated data regarding costs, status, etc., for use in monitoring actions and for reporting purposes. Reviews and analyzes summary and statistical reporting data pertinent to continuation of pay. Reviews documents and SF-52’s for leave without pay (LWOP), return to duty, etc, required for compensation cases and medical placements authenticates personnel action. Assures employee benefits are transferred to DOL in accordance with regulatory requirements.   15%  

5. Information Management Action Officer IMAO and Personnel Systems Manager (PSM) for the Civilian Personnel Advisory Center (CPAC) for all computer, telephone and information systems (including FPI and MODERN system).  Responsible for troubleshooting problems, making simple repairs and coordinating complex repairs with DOIM helpdesk,  Regionalization Program Office, and manufacturers. This includes CITRIX software, ANCR farm connection, user account information (ID# and password), life cycle management and conversion to MODERN system).    10%      

6. General Personnel duties: In-processing new employees, submitting 401 forms to security, contacting prospective employees to make job offers, obtaining SF-75 information from losing activity. Notifies management when ratings are due, assuring all ratings are turned in and reviews employee performance ratings for regulatory compliance and administrative data, coordinating any changes required with appropriate management representative and forwarding same to civilian personnel operating center CCPOC).  10%  

 
Performs other duties as assigned. 

FACTOR I. Knowledge Required by Position, Level 1-7 (1250 pts)

Knowledge of, and skill in applying, a wide range of HR concepts, laws, policies, practices, analytical, and diagnostic methods and techniques sufficient to solve a wide range of complex, interrelated HRM problems and issues in the areas of employee benefits, computer  support and automated civilian personnel systems and their related programs: (MODERN, CITRIX, ANCR Farm Connection, etc.) that support the CPAC. 

Knowledge of, and skill in applying these to a wide range of HR concepts, practices, laws, regulations, policies, and precedents sufficient to provide comprehensive HR management advisory technical services on substantive organizational functions and work practices; analytical and diagnostic techniques and qualitative and quantitative techniques sufficient to identify, evaluate, and recommend to management appropriate HR intervention to resolve complex interrelated HR problems and issues.   

Knowledge of the techniques needed for developing new or modified HR work methods, approaches, or procedures for delivering effective HR services to clients; consensus building, negotiating, coalition building, and conflict resolution techniques sufficient to interact appropriately in highly charged emotional situations; and written and oral communication techniques sufficient to develop and deliver briefings, project papers, status/staff reports, and correspondence to managers to foster understanding and acceptance of the employee suggestions.  

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 potentially 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 3-3 (275 pts) 

The employee uses a wide variety of reference materials and manuals; however, they are not always directly applicable to issues and problems or have gaps in specificity. Precedents are available outlining the preferred approach to more general problems or issues.   

The employee uses judgement in researching, choosing, interpreting, modifying, and applying available guidelines for adaptation to specific problems or issues. 


FACTOR 4. Complexity, Level 4-4 (225 pts)

The work consist of resolving problems and issues that often involve conflicting or incomplete information. Applying analytical techniques that frequently require modification to accommodate a wide range of variables; and/or addressing substantive technical issues or problems characterized by complex, controversial, and/or sensitive matters that contain several interrelated issues.   

The employee conducts detailed planning to gather and interpret information and data for assessing complex problems, issues and unusual circumstances. Determines the most effective and efficient approach to meet customer requirements,  identify ways to improve or enhance current HR services to ensure that services meet management’s business objectives; assesses situations that are complicated by ambiguous, disputed, conflicting, and/or incomplete data requiring significant reconstruction to isolate issues and/or problems; participates in analyzing the effects of changes in law and regulations; identifies, and clarifies problems and issues to proposed recommendations; reconciles conflicting or incomplete information; identifies and extracts additional information; defines the problem in terms compatible with appropriate laws, policies, or regulations; and/or weighs pertinent facts in formulating a legal and/or factually supportable position.

The employee exercises originality by analyzing and refining existing work methods and techniques; and/or analyzes specific legal issues and problems by refining existing analytical techniques. 

FACTOR 5. Scope and Effect, Level 5-3 (150 pts)

Work involves applying accepted criteria, principles, and standard methods to resolve a variety of conventional issues and problems; and/or portions of broader studies that require developing detailed procedures and guidelines to supplement existing guidance.  

Work reports and recommendations influence the decisions made by managers and other employees, and affect customer perception of the overall quality and service of the HR program.

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

Level 2: Employee and mangers 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 mangers may be from various levels in the agency such as: headquarters, regions, tenant organizations, or 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 primarily 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 in such places as research and production facilities.   

TOTAL POINTS  2505

(2355-2759) = GS11

Additional Remarks: This position includes all the functions of the previous position, GS-0201-09, and includes the new duties of: CPAC expert and POC in all the areas of benefits and entitlements, (FEHB, FEGLI, TSP, Civilian and military pay, retirements, FECA and RESUMIX), and increased responsibilities for the MODERN system. This evaluation also applies the new OPM PCS Administrative work in the Human Resource Management Group, GS-0200.  


