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	CIPMS PD: No

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

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

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

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



SUPERVISORY CONTROLS

Serves as Chief, Transition Services Branch and works under the general supervision of the S-1/AG, Headquarters Command, Fort Myer, VA, who provides general policy guidance and outlines broad objectives; provides advice and guidance on unusual or unprecedented non-technical problems;  reviews work for conformance with policy, directives, regulations, attainment of objectives, and overall degree of efficiency of operations.  Independently plans and executes assignments, referring only unusually difficult problems to supervisor for discussion and advice


MAJOR DUTIES

The employee is responsible for operation, management, and control of personnel plans and actions along with retirements, separations, identification cards, and special actions.   Researches, analyzes, formulates, recommends, and implements command policies pertaining to military personnel transition and retirement programs. Analyzes military personnel programs announced by higher headquarters to see if and how these programs affect the incumbents areas of responsibility. Formulates policies and procedures to ensure compliance. Prepares justifications, staff papers, and or/reports in final form, which requires in-depth research. Researches and then prepares reviews, or reports to support or explain new policies, procedures, or regulations affecting the mission.

1.  Plans and directs transition services operation. Transitions include retirements, release from active duty, and all separations. Develops policies, methods, and procedures to support transition services and retirement programs. Interprets and ensures implementation of transition management procedures for the transitions including retirements, release from active duty and all separations that are in accordance with the HQDA, MDW, DOD, and installation guidance. Provides technical advice and guidance to military commanders in the area of transition processing. Interprets and applies DoD and MDW regulatory guidance for use at the installation level. Exercises judgment in recommending changes to current problems that have no clear precedent and require adaptation of the regulations and analytical methods. Conducts studies, developing techniques, statistical data, and reports to project future needs and to evaluate the effectiveness of the transition and retirement programs. Assesses problems perceived by the commanders and recommends changes. Maintains close coordination with HQDA, MDW, SJA, and commanders to ensure that guidance issued is understood and processed in a timely manner. Reviews and comments on military personnel related guidance or instructions, including material developed by HQDA, and MDW. Visits subordinate units to ensure that procedures are properly followed and to provide assistance or guidance. Ensures that all procedural and administrative tasks are performed for the timely and correct completion of actions, individually or by other staff members. Ensure daily submission of SIDPERS transactions. Obtains information and data from a variety of sources. Compiles and analyzes data to identify trends, deficiencies and accomplishments. Prepares reports and presents briefings to inform management of analysis results for use in the decision-making process for in-progress status information. Researches historical documentation for use in developing recommendations for improved operations or action.  Provides information, data, interpretation, explanation, and/or analysis needed to fully respond inquiries. 45%

2. Manages and supervises the installation retirement services program.  Oversees organizational activities to guarantee compliance with established policies and procedures.  Makes sure that internal procedures are periodically reviewed to ensure effectiveness of the overall program. 30%

3.   Supervisory personnel functions. Supervises employees engaged in transition and retirement functions. In addition to planning regular work assignments, prepares, plans to meet substantial changes in workload, work priorities and deadlines. The supervisor assigns and reviews work; assures that production and accuracy requirements are met; approves leave; recommends performance standards and ratings; gives advice on work and administrative matters; participates in interviews and makes recommendations on candidates for appointment, promotion, or reassignment; hears and resolves complaints from employees referring group grievances and more serious complaints to higher level supervisor; initiates minor disciplinary measures; and identifies training needs and arranges for training.  25%

Performs other duties as assigned.

OTHER WORK REQUIREMENTS:

1. The employee may be required to work overtime.
2. The employee may be required to work overtime on an emergency basis.


FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION LEVEL 1-7 1250 POINTS

Knowledge of the organization, mission, functions, and operations of the installation serviced and higher echelon organizations.

In-dept knowledge of the Army transition services and retirement programs, military regulations, and civilian personnel regulations .

Skill in identifying, categorizing and analyzing qualitative data in order to develop and maintain transition and retirement programs statistical information.

Ability to develop integrated solutions to difficult problems.

Ability to organize, coordinate, analyze, and manage multiple requirements for successful completion of programs.

Knowledgeable in performance measurement and evaluation theory and procedures to evaluate effectiveness of the transition and retirement programs.

Ability to communicate effectively, both orally and in writing with a variety of audiences, including technical, professional and administrative personnel at all organizational levels.

FACTOR 2. SUPERVISORY CONTROLS. LEVEL 2-4 450 POINTS

Supervisor and employee develop a mutually acceptable project plan, which identifies work to be done, scope of the project, and deadlines for its completion. Incumbent independently plans and executes assignments, resolving most conflicts, integrating, and coordinating as required, and-independently interpreting policies in terms of established objectives. Particularly critical or controversial problems are discussed with the supervisor; however, the incumbent is expected to recommend proposed solutions. Completed work is reviewed in terms of program accomplishment, efficiency and effectiveness in accordance with established policies and objectives.

FACTOR 3. GUIDELINES LEVEL 3-3 275 POINTS

Guidelines consist of a variety of program guidance and instructions. Incumbent uses judgment in choosing, interpreting or adapting the available guidance to the issues or subjects involved. Program areas are covered by a wide variety of regulations and procedural guidelines. Incumbent must use judgment in researching regulations, and in determining the relationship between guidelines and program effectiveness.


FACTOR 4. COMPLEXITY LEVEL 4-4 225 POINTS

The work involves gathering information, identifying, analyzing, and advising supervisors, installation staff on issues and developing recommendations to resolve substantive problems of effectiveness and efficiency of program operations. Program issues are not always susceptible to direct observations and analysis. Assignments may involve compiling, reconciling and correlating voluminous workload data from a variety of sources. Originality is required in refining existing work methods and techniques for application to the resolution of program issues.

FACTOR 5. SCOPE AND EFFECT LEVEL 5-3 150 POINTS

The purpose of the work is to provide advice and assistance to installation and tenant activity unit personnel on separation actions, pre-retirement, processing, different chapter actions available, characterization of service, attrition rates, trends, and specific problem cases. Work contributes to the effectiveness and efficiency in program operations.

FACTOR 6. PERSONAL CONTACTS AND FACTOR 7. PURPOSE OF CONTACTS 
LEVEL 2b 75 POINTS

Contacts include HQDA, MDW, Civilian Personnel, military at all levels, installation staff, installation civilian personnel representatives, and individuals from other DOD and non-DOD agencies.

The purpose is to provide plan, coordinate, analyze, and provide guidance in the area of transition and retirement processing.

FACTOR 8. PHYSICAL DEMANDS LEVEL 8-1 5 POINTS

Work requires some walking and carrying of light items such as papers, files, and books.

FACTOR 9. WORK ENVIRONMENT LEVEL 9-1 5 POINTS

Work is performed in an office setting.

TOTAL POINTS: 2435
FACTOR 1.  PROGRAM SCOPE AND EFFECT FACTOR, LEVEL 1-3, 550 POINTS

Manages the work of an organizational unit at installation level.  Plans, directs, coordinates and oversees all military personnel functions associated with retirements, release from active duty, and all separations.  The incumbent supports a complex, multi-mission installation of several organizations that include a garrison, a military police company and Headquarters Company, US Army (the largest company in the Army).

FACTOR 2.  ORGANIZATIONAL SETTING, FACTOR LEVEL 2-2, 250 POINTS

The incumbent reports to the S-1/AG, Headquarters Command, Ft Myer, VA, for direction and performance appraisal.  The S-1/AG reports to the Commander, Headquarters Command Battalion.  The Commander is a Lieutenant Colonel, thus this position reports to a position that is two levels below an SES, flag or general officer.

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED, FACTOR LEVEL 3-3, 775 POINTS.

Incumbent serves as Chief of the Transition Services Branch.  Performs all branch functions through a staff of a Human Resources Specialist (military), GS-201-09 (1), Human Resources Assistant (military), GS 203-6 (2), Human Resources Assistant (military) OA, GS-203-5 (7), and Human Resources Assistant (military) OA, GS-203-04 (7).  Responsibility includes planning, directing, coordinating and overseeing all military personnel functions associated with retirements, separations, ID cards and special actions of all permanent party Army military personnel at this installation.  The incumbent keeps senior management and coordinating agencies apprised of work status and/or unique problems.  Confers with appropriate DA agencies to resolve questionable procedures and practices for which guidance is not available.  Contacts with subordinates are to assign tasks and to provide guidance on problem areas.  Assures implementation by subordinates of the goals and objectives for the sections the incumbent oversees.  Determines goals and objectives that need additional emphasis and determines the best approach for resolving budget short falls and plans for long range staffing needs.  Considers assignment of personnel and resource allocation when developing operations plan.  Initiates instruction for non-routine or complex assignments to clarify published guidelines.  Reviews work in progress or upon completion, to ascertain problems in accuracy, adequacy, adherence to procedures, and takes corrective action.  Keeps subordinate supervisors and employees informed of management goals and objectives.  Formally evaluates the performance of subordinates, approves or disapproves leave based on the workload, priorities, and schedules to be met.  Makes selection of candidates referred for promotion, or reassignment based on approved equal employment and military merit policies.  Practices internal position management for the efficient, effective, and economical use of personnel resources.

Exercises significant responsibilities in dealing with officials of units and organizations in advising management officials of higher rank.  Directs, coordinates and oversees work.  Approves selection for subordinate positions.  Incumbent hears and resolves group grievance and serious employee complaints.  Reviews and recommends approval of serious disciplinary actions involving subordinates.  Makes decision on non-routine, costly, and controversial training needs and training requests related to employees of the branch.  Recommends incentive and monetary awards for subordinates.

FACTOR 4-A.  NATURE OF CONTACTS, FACTOR LEVEL 4-A3, 75 POINTS.

Personal contacts frequently include high ranking military or civilian managers and supervisors, e.g., the Adjutant General and staff, Personnel Command (PERSCOM), local military and civilian supervisors of military personnel, military personnel staff agencies Army-wide, military service members and their families and other FMMC organizations.
FACTOR 4-B.  PURPOSE OF CONTACTS, FACTOR LEVEL 4B-3, 100 POINTS.

The primary purpose of contacts is to justify, defend, or negotiate in representing the Transition Services Branch and related projects, to discuss work effect for providing or receiving services, to advise managers and exchange factual information about work operations, activities, and personnel management matters, and to provide training and technical assistance.  Contact is made with staff elements located at PERSCOM to provide and exchange information.
FACTOR 5,  DIFFICULTY AND COMPLEXITY OF BASE WORK DIRECTED, FACTOR LEVEL 5-3, 340 POINTS.

The full performance of the work directed which represents 25 percent or more the workload is GS-06 equivalent.

FACTOR 6.  CONDITIONS WHICH ADD TO THE DIFFICULTY OF SUPERVISORS, FACTOR LEVEL 6-2, 575 POINTS.

Incumbent supervises the work of a Human Resources Specialist and Assistants ranging in grades of GS-04 to GS-09.  This requires a continuing effort to ensure that quality and service standards are met.

TOTAL POINTS= 2515 POINT, RANGE  2355-2750= GS-11

GRADE CONVERSION: GS-11 (Range 2355-2750)


