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Citation 1: OPM Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS 0200, December, 2000.

PD Library PD: No
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Classified By: Classification Date: 

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

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 00
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	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 06

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



MAJOR DUTIES

Serves as a military personnel technician for assigned organization.

1. Performs extensive fact gathering, analysis and coordination of information and ideas regarding personnel actions for arriving, departing and assigned military personnel.  Analyze personnel records for appropriate data and provide statistical trend analysis and forecasting if required.  Identify and interpret guides and precedents to complete assignments.  Makes detailed regulatory and procedural review and determines appropriate disposition of special action cases.  Reviews statistics for program effectiveness, timeliness, and quality; recommends necessary steps to improve program status; implements approved actions, and follows-up to evaluate effectiveness of action taken.  Prepares, coordinates, and completes staff actions as required. (35%)

2. Analyzes and implements new and revised regulations governing military personnel administration; assess impact on current methods and operations; develops necessary procedures to comply with these regulations; and assures that procedures are implemented.  Answers a variety of technical inquiries from customers. (35%)

3. Works with the most complex of cases. These involve the analysis, administrative corrective action, or recommendations regarding appropriate action on appeals or similar formalized complaints or proposed unfavorable actions.  Serves as procedural authority and advisor to branch chief to insure cases are procedurally correct and that the documentation is complete and sufficient.  Independently analyzes and develops cases of the most complex variety involving all kinds of actions in the branch. (30%)  

Performs other duties as assigned.
 

Factor 1. Knowledge Required by Position 1-4, 550


1. A comprehensive knowledge of an extensive body of  Human Resource(HR) laws, rules, regulations, policies, procedures and precedents relating to the area of assignment and the ability to apply this knowledge in the interpretation and application of regulatory and procedural requirements to complex cases.  This knowledge is used to analyze, correct, and/or make recommendations on appeals, formalized complaints, etc. as well as fact gathering and implementation of new or revised regulations.

Good knowledge of the overall requirements and objectives of the assigned program area.

Ability to deal cooperatively with others to obtain needed information, to complete required case processing, and to explain decisions or recommendations to interested parties.

Skill in compiling information and drafting correspondence and reports.

2. Knowledge of military organizational structures, protocol, and similar matters.

3. Knowledge of varied and advanced functions of one or more database software packages.

4. Knowledge of the capabilities, operating characteristics, and advanced functions of a variety of types of office automation software (e.g., word processing, database, spreadsheet, communication). 

Factor 2. Supervisory Controls   2-3, 275

The employee independently carries out work assignments, in line with the quality and timeliness criteria set by the supervisor. Provides authoritative recommendations or decisions regarding interpretation or application of regulations and precedents in the area of assignment. Review of completed actions focuses on its precedent setting or policy implications. Prepared rationale for recommendations on cases are reviewed for completeness, thoroughness and soundness of judgment.

Factor 3. Guidelines   3-2, 125 

The employee selects the most appropriate guidance from established guides and procedures. Guidelines include the rules, regulations, policies, and procedures pertinent to the assigned assignment area. Precedent decisions are important since the published guides do not cover all cases encountered. The employee selects the proper guidelines according to the circumstances of the assignment. The supervisor is consulted if the existing guidelines cannot be applied or significant deviations are proposed.

Factor 4. Complexity   4-2, 75

Assignments are case-oriented and consist of evaluations and analyses involving formal decisions in matters of major significance. Assignments typically involve such complicating aspects as various types and sources of information, incomplete or conflicting data, or actions or steps that are not completely standardized or prescribed. The employee identifies the scope or nature of the problem, situation or evaluation, and determines the need for and obtains additional information. The work involves intensive fact-gathering, analysis and coordination of information and ideas related to the nature of the assignment.

Factor 5. Scope and Effect   5-2, 75

The employee serves as advisor in the assigned military personnel program or specialty area(s). The work affects the adequacy, reliability, quality, and timeliness of further processes, such as promotion consideration or the receipt of benefits to which the service member is entitled

Factor 6/7. Personal Contacts and Purpose of Contacts   2-B, 75

The employee meets with agency employees from outside the immediate organization. In meetings with former service members, dependents or members of the general public, the role and authority of one or more of the parties needs to be clarified for effective communications to occur.  The settings are moderately to fully structured.

 The employee contacts others to provide, receive or develop information to identify and clarify problems or issues; discuss significant findings; plan or coordinate work efforts; or resolve operating problems with cooperative personnel.

Factor 8. Physical Demands   8-1, 05

The work is mostly sedentary. No special physical demands are involved. There may be some walking standing, bending or carrying of light items.

Factor 9. Work Environment   9-1, 05

The employee works in an adequately lighted and ventilated office environment. Observes normal safety precautions.

TOTAL:  1185 = GS-6 (GS-06 = 1105-1350)

