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Citation 1: OPM Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS 0200, December, 2000.
Citation 2: OPM Office Automation GEG, Nov 90

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 

	PRIVATEFLSA: NonExempt
	Drug Test Required: 
	CIPMS PD: No

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

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

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 05

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


Using a thorough knowledge of military personnel regulations and procedures, performs a wide variety of clerical tasks in one or more areas pertinent to assignment, enlistment, reenlistment, promotion, awards, evaluations, separation, retirement, identification cards, maintenance of files, maintenance of SIDPERS, and other processing actions for officer and enlisted personnel.  The assignments involve the independent processing of military personnel transactions, which present complex and unusual procedural and substantive issues, or the review of completed transactions of the type described at the preceding level.  

1. Processes personnel actions for arriving, departing and assigned military personnel.  Examines personnel records for - primary and secondary military occupational specialty codes; the nature of last discharge; reserve obligation; eligibility for transfer to the various components; eligibility of lower grade officers for promotion; and eligibility for decorations and awards.  Uses discretion in electing the proper action from a large number of procedural guides.  Makes detailed regulatory and procedural review and recommends appropriate disposition of special action cases.  Serves as final clerical reviewer prior to action officer signature.  (30%)

2. Interviews personnel to obtain data needed to complete actions, or obtains data from previously completed files and records.  There may be the need to compile lost or fragmented files from these interviews.  Initially determines eligibility of the individual for the requested action from a technical knowledge of applicable regulations.  Implements new and revised regulations governing military personnel administration; plans necessary procedures to comply with these regulations; and assures that these are placed in effect.  Answers a variety of inquiries from personnel being processed, e.g., explain well-defined policies of the Standby and Retired Reserve.  Completes personnel actions in final form. (30%)

3. Establishes and maintains all required forms, records, and files pertaining to assigned work.  Makes additions, revisions, or deletions to records or files to keep them current, complete, and accurate to comply with regulations, policies, and procedures. (20%)

4. Using knowledge and skill in office automation, works with a variety of software and hardware packages to perform word processing, database management, electronic mail, etc.  Types in final form a variety of narrative and tabular materials, which includes correspondence, messages, reports, etc.  Knowledge of using fax and photocopy machines.  Qualified typist is required. (20%)

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 Level 2-2 125 Points

Works under general supervision with supervisor providing initial instructions, policies and guidelines. Is independently responsible for efficiently disposing of all inquiries received by providing the information requested or by determining to whom the inquiry should be referred, without the direction, intervention or assistance of supervisor. Refers unusual matters or emergencies to supervisor. Work is reviewed in terms of overall effectiveness. 

FACTOR 3. GUIDELINES Level 3-2, 125 pts.

Guidelines are applicable to specific work assignments being procedural in nature.  Situations  are referred to the supervisor or a higher level assistant or co-worker when existing guidelines can not be applied. Judgment is used in interpreting and adapting guidelines.

FACTOR 4. COMPLEXITY Level 4-2 75 Points

The nature of the assignment is complicated by numerous and extensive personnel organizational elements, which are characterized by closely related functions. There are frequent changes and realignments of functions, relocation, and personnel, and movement of offices that create continuing problems in directing visitors and providing information.  The employee determines the scope and nature of the problem and determines the action  to be taken based on facts obtained.

FACTOR 5. SCOPE AND EFFECT Level 5-2 75 Points

Provides information and assistance in response to inquiries from visitors and callers concerning a wide variety of personnel subjects peculiar to the programs administered by the organization. Supports the office with general personnel clerical duties. The services performed facilitate the immediate office and personnel. 

FACTOR 6/7. PERSONAL CONTACTS/PURPOSE OF CONTACTS Level 2-A 45 Points

Personal contacts include representatives and officials of the serviced organizations and the MDW MACOM.

The purpose of contacts is to provide information in response to general inquiries concerning the wide variety of personnel functions and programs administered by the organization.

FACTOR 8. PHYSICAL DEMANDS Level 8-1 5 Points

The work is primarily sedentary. No special physical demands are required.

FACTOR 9. WORK ENVIRONMENT Level 9-1 5 Points

Work is performed in a clean, well-lighted office, and typically involves minimal risks and discomforts of an office environment.

TOTAL POINTS 1005 (855-1100 = GS-05)

