Position Description

	PRIVATE
PD#:01224 
	
	
	
	Replaces PD#: FPY0489

	Shred: 001
	
	PERSONNEL ASSISTANT 
	
	

	
	
	GS-0203-06
	
	


	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.
Citation 2: OPM Office Automation GEG, Nov 90

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: 06

	Competitive Level: C81 
	Emergency Essential: N
	Career Ladder PD: 



Major Duties:

Greets callers and visitors in a professional manner. Responds to requests for information on personnel related issues. When incumbent is incapable of addressing a customer’s concern, customer is politely referred to the proper person to address their issue(s). 30%

In-process employees. Assists employees with reviews of OPFs. Answers basic questions, and refers complex questions to specialists. Take  note of discrepancies and informs specialist. For routine errors, employee works with CPOC to correct data, and ensures correction has occurred. Assists employees with creation of resumes for the STAIRS/RESUMIX system. Solicits information from employee on his/her accomplishment and instructs employee on how to assemble that information. For employees with computer/literacy difficulties, incumbent may type up the resume for review by the employee. 30%

Uses FPI software to create reports on personnel related issues. Length of service reports will be generated as scheduled, and the information will be passed on to points of contact within the affected organizations. Other reports will be generated on request. Assists office IMO with property maintenance and with the creation of FPI accounts. 20% 

Maintains personnel files in compliance with MARKS system. Ensures files are maintained for the required amount of time, and advises supervisor when time has expired. Destroys documents in compliance with the law when instructed to do so by supervisor. Checks office supplies regularly to ensure that all needed materials are present. Makes note of any shortages and orders replacement supplies when needed. 20%

Performs other duties as assigned.

EVALAUATION STATEMENT:

FACTOR 1. KNOWLEDGE REOUIRED BY THE POSITION Level 1-4 550 Points

Knowledge of an extensive body of personnel policies, practices and procedures is needed to advise customers on a wide variety of personnel related issues. A knowledge of Management Employee Relations is required to monitor length of service awards and inform points of contact when awards are due. A knowledge of staffing is required to advise employees on the content of OPFs and it identify possible errors. A knowledge of the automated referral program (STAIRS/RESUMIX) is necessary to advise employees on the composition of their resumes. 

FACTOR 2. SUPERVISORY CONTROLS Level 2-2 125 Points

Supervisor assigns continuing projects, instructing what is to be done, and what regulations apply. Employee is then responsible for using initiative to ensure that work is completed in compliance with regulations, instructions and deadlines. Complex or unusual situations are brought to the attention of a specialist. Work is occasionally spot checked for accuracy and compliance with applicable policies. 

FACTOR 3. GUIDELINES Level 3-3 275 Points

Guidelines are available, but often lack specificity. Employee uses judgement to interpret and adapt guidelines to determine the best approach to resolve problems. Recommendations may be made to improve work methods to more efficiently address future occurrence. 

FACTOR 4. COMPLEXITY Level 4-3 150 Points

Work consists of different and un-related processes depending upon the particular work assignment. Different problems with OPFs will require different responses. The incumbent must contact the correct person and explain all relevant factors to ensure the issue is addressed and resolved. The procedures for the maintenance of the length of service awards will use different contacts, different procedures, and have different end products. 

FACTOR 5. SCOPE AND EFFECT Level 5-3 150 Points

The purpose of the work is to explain and/or apply personnel rules, practices and procedures. The work will affect the accuracy of future processes such as RIFs or future consideration for vacant positions. 

FACTOR 6. PERSONAL CONTACTS Level 6-2 25 Points

Personal contacts are generally with all level of employees, supervisors, and administrative staffs, as well as the general public. 

FACTOR 7. PURPOSE OF CONTACTS Level 7-1 20 Points

The purpose of the contacts is to explain personnel policies and procedures resolve minor problems, and to forward information on for processing. 

FACTOR 8. PHYSICAL DEMANDS Level 8-1 5 Points

No special physical demands are required.

FACTOR 9. WORK ENVIRONMENT Level 9-1 5 Points

Work is performed in an office setting that is adequately lighted, heated, and ventilated.

TOTAL POINTS: 1305 equates to a GS-06 (1105-1350)


