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Citation 1: OPM Job Family Standard for Administrative Work in the Human Resources Management Group, GS-0200, December, 2000.
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PD Library PD: No
COREDOC PD: No

Classified By:)
Classification Date: 

	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	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:  09

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



SUPERVISORY CONTROLS

Works under the general supervision of the S-1/AG, Headquarters Command, Fort Myer, VA, who provides assignments in the form of an outline of overall purposes and objectives.  Independently plans and executes assignments, referring only unusually difficult problems to supervisor for discussion and advice.  Clears significant recommendations for work changes or improvements with supervisor before presenting them to management.  Completed work is reviewed for adherence to key principles of management and soundness of conclusions.

II. MAJOR DUTIES
The employee manages several military personnel action programs for the installation/unit: to include, but not limited to, awards, promotions, schools, assignments, and special actions.

--  Provides guidance, interpretation, training and/or briefings on current and proposed policies for assigned military personnel action programs to a wide variety of individuals, managers, and key officials. Provides accurate and timely guidance to requests for information received from various inquirers. Composes correspondence as necessary to higher headquarters or other military agencies to clarify questionable areas. Drafts correspondence detailing final decision to concerned individuals.  Initiates actions resulting from higher headquarters and/or field inquiries regarding previous actions, past case decisions or other non-routine circumstances. Provides information, data, interpretation, explanation, and/or analysis needed to fully respond to the inquiry. 35%

--  Reviews changes in legislation and DOD and higher level component policies. Identifies the impact of changes on the policies and procedures of the installation and subordinate organizations. Prepares guidance and procedures, and coordinates implementation of such guidance. 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.  35%

--  Plans work to be accomplished by subordinates, sets short term goals and adjusts these based on workload.  Evaluates work performance.  Provides advice, counsel or instruction to employees on both work and administrative matters.  Interviews candidates.  Hears and resolves complaints and effects minor disciplinary actions.  Grants leave.  Develops performance standards.  Identifies developmental and training needs of employees, providing or arranging for needed development and training.  30%


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.

CLASSIFICATION FACTORS

FACTOR 1: Program Scope and Effect, 1-2, 350

Directs a section that provides technical personnel, professional and administrative support to all soldiers assigned to FMMC.  The services provided directly impact the military personnel of the units serviced.

FACTOR 2: Organizations Setting, 2-1, 100

Reports to a position two or more levels below the first Flag or SES level position.

FACTOR 3: Supervisory and Managerial Authority Exercised, Level 3-2, 450

     Plans and schedules ongoing work on a quarterly or annual basis. Adjusts basic staffing needs within the section to accommodate resource allocation.  Oversees the development of technical data, estimates, statistics, suggestions and other information useful to higher level managers.  Performs basic supervisory duties as described on pages 16 to 18 of the GSSG. 

FACTOR 4: Nature/Purpose of Contacts: Levels 4A-2  ( 50 points) and 4B-2 , ( 75 points)

     Contacts are within the unit supervised,  serviced organizations, managers and key officials.  They are usually face  to face in an informal setting.  The purpose is to provide and exchange information, give direction, and provide guidance on the implementation of new legislation and policies, and to ensure proper coordination with all parties. 

FACTOR 5: Difficulty of Typical Work Directed: level 5-3, 340

     The base level of work is GS-05

FACTOR 6: Other Conditions: level 6-2a, 575 points. 

     This position has full and final technical authority over the work.  Supervisor may be consulted in very complex controversial situations, but employee is expected to make final determination based on a full range of facts.

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION LEVEL 1-6, 950

Knowledge of commonly applied military personnel principles, concepts, legal requirements, and methodology to gather facts, respond to questions, ensure regulatory compliance, and provide advisory services.

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

Ability to analyze facts, identify problems, report findings, make conclusions, and recommend corrective or other appropriate action.

Ability to interpret and apply regulations, procedures and/or precedents to provide advice and solve specific problems.

Knowledge of the interrelationships of military personnel programs sufficient to properly refer management and service members for assistance and technical problem solving.

Skill in written communications to prepare correspondence, report and briefings.

 Ability to use the personal computer and software applications in support of office functions.


 Skill in compiling information and preparing reports.

Ability to plan and organize work.

Skill in verbal and written communication to provide the briefings, correspondence and reports.

FACTOR 2: SUPERVISORY CONTROLS 2-3, 275
The employee receives assignments with established objectives, priorities and deadlines. Assignments typically involve continuing responsibility for specific activities in a program and/or functional area. Employee plans, coordinates and completes work, dealing with problems and deviations within a framework of applicable instructions, policies, precedent -experiences, and accepted practices. Completed work is reviewed for technical soundness of solutions achieved, appropriateness and conformity to policy and program requirements. Specific methods or techniques used are not usually reviewed in detail.  Supervisor provides assistance on complex, controversial or unusual situations which do not have clear precedents, but employee is expected to make final determination in all situations.

FACTOR 3: GUIDELINES 3-3, 275
In performing the work, the employee references applicable laws, regulations, standards, agency directives, and technical and procedural manuals. These guidelines are not always completely applicable to specific assignments, but precedent materials, such as previous completed reports, plans, and records, are available. The employee independently interprets and applies guidelines to specific situations, making modifications and adaptations as necessary.

FACTOR 4: COMPLEXITY 4-3, 150
The employee performs the full range of duties in assigned specialty or program area(s), or fully participates in segments of  broader and/or more complex program assignments. Problems or issues require full technical skill but are relatively straightforward in nature. Some complexities exist that require consideration of the subject, issues, or phase involved and the evaluation of many alternatives. The employee determines how to proceed by obtaining factual information from customers, reading applicable guidelines, and reviewing precedent or similar actions. Selects a course of action after evaluating many alternatives. Provides advisory services and makes decisions or recommendations based upon an analysis of the customer's need, the facts of the individual case or action, and the applicability of standard procedures or approaches.

FACTOR 5: SCOPE AND EFFECT 5-3, 150
The employee follows established criteria in evaluating and analyzing problems, conditions and administrative practices the work results affects the operation of the installation's military personnel programs and/or the well-being of its service members.  The evaluation and analysis influences higher level management/supervisor in making decisions regarding personnel action program for installation/unit military personnel.

FACTORS 6 and 7: PERSONAL CONTACTS/PURPOSE OF CONTACTS, FL 2b, 75 points 
The employee meets with persons representing the military environment and organizations/groups from outside the employing agency, such as contractors and consultants, attorneys, company executives, state and local government officials, and representatives from professional organizations, public interest groups, and/or the news media.


The employee influences others while working cooperatively toward a common goal. Provides, receives or develops information to identify and clarify problems or issues, discuss significant findings, plan or coordinate work efforts, or resolve operating problems.

FACTOR 8: PHYSICAL DEMANDS 8-1, 05
The employee does sedentary work, such as sitting comfortably. There may be some walking, standing, bending, carrying of light items, or driving an automobile. No special physical effort or ability is required to perform the work.

FACTOR 9: WORK ENVIRONMENT 9-1, 05
The employee works in an adequately lighted and ventilated office environment. Exercises normal safety precautions.


TOTAL: 1885 (GS-09 = 1855-2100)



