Position Description

	PRIVATE
PD#:01223 
	
	
	
	Replaces PD#: FPY0310 

	Shred: 001
	
	PERSONNEL ASSISTANT  
	
	

	
	
	GS-0203-08
	
	


	PRIVATE
Installation:
	
	
	Major Command: MW
	

	
	DA, MDW, USAG - FORT MYER
	
	Region: ANCR
	

	
	CIVILIAN PERS ADVISORY CTR – FMP
	
	
	

	
	
	
	
	



Citation 1: OPM Job Family Position Classification standard for Assistance work in the Human Resources Management Group, GS-0200, DEC, 2000  

Classified By:  
Classification Date:  

	PRIVATE
FLSA: NonExempt
	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: 08

	Competitive Level: CE3 
	Emergency Essential: N
	Career Ladder PD: 



Major Duties:

The incumbent serves as a Personnel Assistant in the Fort Myer Civilian Personnel Advisory Center (CPAC). Areas of responsibility may include, but are not limited to the following:

1. Recruitment and Placement: Completes vacancy announcement work orders, and attaches to persactions. Reviews persactions to ensure they are complete and accurate, and forwards on to CPOC. Makes job offers, works with security to ensure clearances, and arranges for SF-75 information and release dates. Makes qualification determinations for reassignments and changes to lower grade. Identifies pay problems, and works closely with CPOC and Customer Service Representatives to identify the causes and resolve. Monitors suspenses to inform CPOC when problems have not been resolved. Advises walk-ins on how to research available positions. Counsels and registers spouses on PPP policies and procedures. Fills out career referral form 2302-2-R and forwards to Career Management Operations at Hoffman. Performs in-processing when primary person is not on duty. Prepares permanent change of duty station travel orders (PCS) in accordance with the Joint Travel Regulations (JTR). 40%

2. Labor/Management and Employee Relations: Reviews TAPES (Base System and Senior System) evaluations. Ensures forms are complete, accurate, and comply with applicable regulations. Advises management on errors and deficiencies. Maintains a log and forwards evaluations on to CPOC. Reviews paper and persaction awards to ensure they are complete, accurate, and comply with applicable regulations. Advises management on errors and deficiencies. Organizes and maintains MER/Labor action files to ensure compliance with all applicable regulations. 25%

3. Generalist Duties: Performs the full range of advisory duties for small organizations under the supervision of a higher graded specialist. (This includes classification, recruitment, staffing, training and labor/management employee relations.) 25%

4. Human Resources Development: Works with specialists to identify training needs and arrange for suitable course offerings. Assists specialists in presenting course information to audience. 10%

Performs other duties as assigned. 


FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION 1-5 750 PTS

The position requires a practical knowledge of a wide range of specialized personnel methods regulations, principals, and concepts to perform assigned advisory services. Interviewing, analytical and writing skills are required to gather information, explain concepts, and produce position descriptions, crediting plans, vacancy announcements, and memorandums. 

Skill in operating personal computers is necessary. A qualified typist is required. Employee must be able to type 40 words per minute.

FACTOR 2. SUPERVISORY CONTROLS 2-3 275 PTS

The supervisor or higher graded specialist defines the overall objectives and priorities of the work and assists the employee with complex situations which have no clear precedent. The employee plans the work; resolves problems as they occur, and make adjustments to ensure a quality product that complies with all established policies. Work products are reviewed for quality, accomplishment of goals, and conformance to regulations and policies. The methods used in arriving at technical work products are usually not reviewed in detail.

FACTOR 3. GUIDELINES 3-3 275 PTS

A wide variety of guidelines are used, including OPM standards, DOD manuals, Army policies, and MSPB or EEOC case law. Guidelines have criteria, concepts, examples or precedents that apply generally but not specifically to the situation being resolved. Employee uses judgment to interpret guidelines to determine the best possible approach to produce a quality product that complies with all applicable policies, regulations, and guides. 

FACTOR 4. COMPLEXITY 4-3 150 PTS

The work requires the employee to evaluate and analyze information to determine the best possible approach to a personnel problem or situation. This information will include policies, regulations, case histories, and precedents. Incumbent identifies all information necessary to make an educated decision, tracks down all required data, determines interrelationships, interprets to determine the nature of the problem or case at hand. Examines all possible outcomes to determine the proper resolution. 

FACTOR 5. SCOPE AND EFFECT 5-3 150 PTS

The work products and services have a direct impact on employees and on specialized personnel activities. The employee makes decisions that directly impact on disciplinary actions, position classification including pay, and job offers based upon qualifications. Problems are addressed according to established policies relevant to the specialized area. 

FACTOR 6. PERSONAL CONTACTS 6-2 25 PTS

Personal contacts are with the general public and all levels of employees in the organizations serviced, including general schedule and wage grade employees, as well as second and third level managers. 

FACTOR 7. PURPOSE OF CONTACTS 7-3 120 PTS

The purpose of contacts is to influence and persuade people and groups. The persons being contacted may be skeptical about the products being offered, or reluctant to cooperate due to conflicting goals. The employee must be persuasive when approaching contacts to obtain the desired effect. 

FACTOR 8. PHYSICAL DEMANDS 8-1 5 PTS 

No special physical demands are required. The work is primarily sedentary, with occasional walking, bending, or carrying of light items. 

FACTOR 9. WORK ENVIRONMENT 9-1 5 PTS

The work environment includes everyday risks or discomforts which require normal safety precautions typical of offices, or meeting and training rooms.


TOTAL POINTS: 1755 equates to a GS-08 (1605-1850)


