Wor kf orce Managenent Support Speci ali st
GS-301- 09

MAJOR DUTI ES

Serves as the principal assistant to the D vision Chief on
matters pertaining to the D vision' s workforce managenent
activities, its position and organi zation structures, and its FTE
all ocation. Assunes responsibility for adm ni strati ve nanagemnent
functions of the Dvision. Provides key assistance to the

D vision's managers and supervisors in facilitating the
performance of their enpl oynent nmanagenent and official structure
responsibilities. Serves as the Dvision's primary liaison with
the District's Gvilian Personnel Advisory Center (CPAC) and the
Executive Ofice on workforce nanagenent matters, and with the
Resour ce Managenent Ofice (RMD on natters relating to

organi zation structure, the assignnent of functional
responsibilities, and FTE use.

1. Plans, coordinates, analyzes, directs and eval uates D vi sion
adm ni strative mssions and operations. Admnisters and
eval uates i nternal managenent plans, direction and practices
whi ch require consideration and integration of specialized needs.
Participates and provides significant input in the planning and
managenent studi es necessitated by program and organi zati onal
changes. Makes recomrendations pertaining to operating
practices. Serves as central point of contact for authoritative
information on admnistrative policies, procedures, and
requirenents of the Dvision. Perforns work on the basis of
broad experience and famliarity to organi zati ons, m ssions,
appl i cabl e policies, procedures and regul ati ons, and perti nent
precedent cases, as well as practical know edge of guidelines
associated with the prograns of the D vision. Provides
recommendat i ons on the nost econom cal methods of achieving
adm ni strative goals and objectives. Evaluates the inpact for
new or revised policies and procedures on exi sting organi zation.
Makes recommrendations for courses of action, inplenmentation or
revisions required. Recomrendations nade by the incunbent often
results in significant changes in admnistrative work. Explains
necessity for changes to admni strative personnel, clarifies new
procedures, and provides guidance in the application of new
adm ni strative guidelines. Recomrends changes to the D vision
Chi ef / Deputy Chief to be inplenmented by the branch chiefs. Uses
knowl edge of organi zati onal and nanagenent theories to wite
reports and suggest to nanagenent alternative organization and
reporting procedures. Actively participates in staff and/or
managenent | evel meetings and di scussions pertaining to the
activities enconpassed in the admni strative and managenent
functions of the D vision.



2. Reviews taskers, reports and work neasurenment data within the
Dvision to assist the Chief/Deputy Chief in adjusting workloads,
reorgani zi ng or changi ng work processes, functions and nmanpower.
Exam nes directives and reports to detect and eli mnate

conflicts, overlap and duplication. Makes eval uative anal ysis of
adm ni strative aspects of new or established prograns includi ng
wor k measur enent and operations, workforce estinates, paperwork,
procedures and resource estinmates and utilization.

3. Coordinates personnel actions within the D vision and
provides liaison with the CPAC and Executive Ofice to resolve
rel ated i ssues and problens. Advises D vision personnel on a
variety of substantive, procedural and policy natters pertaining
to such personnel functions as recruitnment, position nmanagenent
and cl assification, enployee/ managenent rel ations, enployee
entitlenent and awards, and training. Keeps abreast of, and
advi ses D vi sion managenent and staff of changes affecting these
functional areas. Prepares draft job descriptions, crediting

pl ans, perfornance plans, training plans, awards, etc., based on
interviews with D vision personnel, review of mssion and
function statenments, and other avail abl e docunents. Assures
adequate justification is provided on personnel and position
action requests. Plans and conpl etes special projects and

assi gnnents such as fact-finding on unusual proposed personnel
actions, devel opi ng structural change packages, coordinating the
preparation of justification packages on FTE changes,
coordinating the assessnment of training needs and the subm ssion
of training requests, overseeing D vision perfornmance nmanagenent
and awards activities, etc. As required, obtains and provides
data and other information on Dvision HRM activities as
requested by the CPAC or the Gvilian Personnel (perations Center

(CPQO) .

Perforns other duties as assigned.
Factor 1, Know edge Required by the Position Level 1-6 950 pts

Know edge of the overall mssion, functions, organization,

obj ecti ves, procedures, and admni strative procedures of the

D vision. Know edge of a wi de range of admnistrative

requi renents, nethods, sources, and procedures. Know edge of
systens software. Know edge of personnel policies, procedures,
and regulations. Skills in witten and oral comuni cati ons and
nodi fication of existing requirenments for future requirenents.

Know edge and skill to apply qualitative and/or quantitative

anal ytical and eval uative nethods and techni ques to studies
concerning the efficiency and effectiveness of program operations
and substantive adm nistrative support functions.



Know edge of regul ations, policies and precedents whi ch af fect
the use of programand rel ated support resources in the area
studi ed. Know edge of najor issues, programgoals and

obj ecti ves, work processes, and adm ni strative operations of the
organi zati on. Know edge of the principles, functions and
processes of managenent and the organi zation of work. Know edge
of eval uative, planning and anal yti cal processes and techni ques.

Factor 2, Supervisory Controls Level 2-3 275 pts

Wr ks under the supervision of the D vision Chief, who nakes
general work assignnents, sets deadlines and priorities, and
establishes internal policies and objectives. Routine
admnistrative questions and work problens are nornally resol ved
i ndependent | y; however, supervisor is available to provide
direction and decision in addressi ng workforce and organi zati onal
structure managenent issues and problens that are especially
controversial or that depart significantly from established
policy and precedent. The incunbent is del egated considerabl e
| atitude for independent action in acconplishing day-to-day
activities and in planning and executing individual assignnents.
Performance is reviewed and evaluated in terns of the soundness
of gui dance and recommendati ons provided, the quality and
tineliness of work, productivity, and overall effectiveness in
meeting the D vision' s workforce nmanagenent support needs.

Factor 3, Cuidelines Level 3-3 275 pts

Qui del i nes consist of Ofice of Personnel Managenent (CPMV),
Departnent of Arny (DA), U S Arny Corps of Engineers (USACE),
and District regulations and directives that provide gui dance on
human resource managenent and organi zational structuring
policies, procedures, and requirenents. Wile guidelines are
fairly conprehensive on admni strative and procedur al

requi renents, they frequently | eave sone |latitude for application
to local situations. The incunbent is required to use judgnent
in applying procedures and instructions to address specific needs
and i ndi vidual cases within the D vision.

Factor 4, Conplexity Level 4-3 150 pts

As the D vision's in-house workforce nmanagenent activities

advi sor and facilitator, the incunbent becones involved in a w de
range of matters, issues, and problens that touch upon all of the
traditional HRMfunctional areas and organi zati onal structure.
Wrk invol ves resol ving substantial admnistrative probl ens that
have been resistant to solutions in the past; analyzing a variety
of techni ques and net hods needed for the D vision personnel to
facilitate organi zati onal and m ssion changes; integrating the
wor k performed by others in nmaking adm ni strative deci si ons based



on insufficient data or established procedures; and devel opi ng
specifications for options considered and nodifi ed.

The incunbent is assigned continuing responsibility for the
provision of a variety of managenent services essential to the
direction and operation of the Dvision. The work involves
participating in planning, devel opnment and execution of prograns
and managenent studies, identifying specialized needs and/or
probl ens and devel opi ng recomrendi ng sol utions to inprove the
effectiveness and efficiency of admnistrative and nanagenent
functions carried out within the D vision.

Factor 5, Scope and Effect Level 5-3 150 pts

Wrk primarily invol ves addressing matters, issues, and probl ens
that typically are conventional in nature, and that are generally
fairly well covered by established policies, practices and
precedent. The incunbent's activities are intended to expedite
and facilitate the acconplishnment of workforce managenent and
organi zational structure change activities within the D vision,
and to reduce the need for correction and resubm ssion of HRM
actions and transactions. Wrk not only affects the effectiveness
of D vision managers and supervisors in the perfornmance of their
enpl oyee managenent and organi zati onal design responsibilities,
but it also reduces the workload and facilitates the work of the
| ocal CPAC and regional CPCC in providing support services to the
Di vi si on.

Factor 6, Personal Contacts and
Factor 7, Purpose of Contacts Level 2-b 75 pts

Contacts are w th managers, supervisors and enpl oyees within the
Dvision. Contacts outside of the Dvision are typically with
the Position Managenent O ficer and CPAC and RMD personnel .
Contacts within the division are to provi de gui dance and support
to managers and supervi sors on wor kforce managenent matters that
typically invol ve shared interests and goals; contactees are
generally receptive to the assistance provided. Contacts outside
the Division are also typically on itens of nmutual interest, and
are to support generally mutual goals.

Factor 8, Physical Denmands Level 8-1 5 pts
Wrk is sedentary in nature.
Factor 9, Wirk Environnent Level 9-1 5 pts

Wrk is performed in an office setting.



Total Points = 1885

The point range for G509 = 1855-2100



