CIVILIAN PERSONNEL ADMINISTRATION

 CORE COMPETENCIES
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17 May 1998                          PACIFIC REGION HRD TEAM

    FOR GS SERIES:

 201 – Personnel Management Specialist


 203 – Personnel Clerk/Assistant


 212 – Personnel Staffing Specialist

 221 – Position Classification Specialist


 235 – Employee Development Specialist

  301 – Information Systems Specialist


 303 – Administrative Support Clerk/Assistant


 305 – Mail and File Clerk


 334 – Computer Specialist


 341 – Administrative Officer

INTRODUCTION
It is no surprise that we in the Civilian Personnel community are facing tough challenges and organizational changes resulting from initiatives such as the National Performance Review, mission changes, new technology, and downsizing.

Our mutually developed vision of the Pacific Region CPOC is to “… provide innovative and responsive civilian personnel products and services…to our customers.”  Doing our best to realize this vision means equipping our CPA professionals with the tools necessary to get the job done successfully..

One of those “tools” necessary for our personnelists is possessing a clear understanding of what specific knowledge and training is expected in his/her job.  Along with other useful references, the HRD Team interviewed many professionals in the referenced series to determine first hand what knowledge and training was really important to best serve our customers.  This feedback was instrumental in developing these individual guidelines for each discipline.

Any of this information can be modified and tailored to meet individual needs and situations. Supervisors can use this guide to be a basis for future discussions as the needs of our customers change; developing IDP & performance appraisals; providing guidance; preparing job descriptions, and more.

A tool’s usefulness is diminished unless it is utilized for its intended purpose.  You have a tool.  Use it to your benefit....…it’s your move!!!

GS-201-12:  Personnel Management Specialist (Special Projects)

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication
Competencies:
· Office automation: To be proficient in daily personnel operations the personnel management specialist must be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems are essential in providing current and accurate information.

· Ability to extract reports and analyze the data from computer system when reporting to DA, MACOM, CPOC Director, etc.  Draft and publish plan-of-action after analysis.

· Report writing and query skills in current software application.

· Quality Assurance—monitors work processes and procedures to ensure a proficient and functional workplace (Internal Management Control).

· Knowledge of civilian personnel and DA functions/regulations are essential when managing related projects.

· Interpersonal skills in using tact and diplomacy within the workplace, and throughout the  installation, MACOM, and DA.

· Advanced writing skills are vital when communicating with managers, commanders, MACOM, DA, etc.  Technical writing skills important for reports.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

· Labor Management Relation functions within the CPOC; grievances, Congressionals, etc.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-12

        >    Personnel Management for Executives I (PME I)

        >    Organizational Leadership for Executives (OLE)

        >    Army Management Staff College (AMSC)

GS-09/11

>
Executive HRM Seminar (ACCHRM)


>
Instructional Methods (ACCHRM)


>
Advanced Labor Relations (ACCHRM)


>
Advanced Management-Employee Relations (ACCHRM)


>
Advanced writing skills (USDA, college course)


>
Advanced communication skills (USDA, college course, Toastmasters)


>
LEAD


>
Action Officer Development (CBT)


>
Statistics and analysis (college course)



GS-05/07


              >
Direct English Statement Information Retrieval System I, DESIRES I (ACCHRM)



       >
Basic Labor Relations (ACCHRM)



       >
Basic Management-Employee Relations (ACCHRM)



       >
Basic writing skills (USDA, college course)



       >
Basic communication skills (USDA, college course, Toastmasters)



       >
Computer skills training through local installation training, CPOC videotapes,  

                            ACCHRM or college courses

GS-201-12:  Personnel Management Specialist (SYSTEMS)

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:

· Office automation: Must be proficient with personal computer, including software, INTERNET (CPOL), E-mail, and personnel data bases.

· Must be proficient in current personnel related computer systems and software to effectively assist personnelists.

· Must be able to extract analytical reports using associated software report writing tools from computer system when reporting to DA, MACOM, CPOC Director, etc.

· Quality Assurance—monitors personnel computer system database processes and procedures to ensure accuracy and quality of information.

· Knowledge of civilian personnel and DA functions/regulations when managing related computer system projects.

· Interpersonal skills in using tact and diplomacy within the workplace, and throughout the  installation, MACOM, and DA.

· Advanced writing skills are vital when communicating with managers, commanders, MACOM, DA, etc.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-12

>    Personnel Management for Executives I (PME I)

>    Organizational Leadership for Executives (OLE)

>    Army Management Staff College (AMSC)


       GS-09/11


>
Instructional Methods (ACCHRM)


>
Personnel Systems Management (ACCHRM)


>
Systems Administration of Regional Applications (ACCHRM)


>
Regional Applications Train-the Trainer (ACCHRM)


>
Advanced writing skills (USDA, college course)


>
Advanced communication skills (USDA, college course, Toastmasters)


>
Action Officer Development (CBT)


>
LEAD


            GS-05/07




>    Advanced computer skills training through college educational system, subject related   

                                   institutions/companies, or ACCHRM




>   Desires I & II (ACCHRM)



>    DCPDS  (CBT-ACCHRM)



>    Basic writing skills (USDA, college course)



>    Basic communications skills (USDA, college course, Toastmasters)

GS-201-11:  Personnel Management Specialist (Benefits)

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:
· Office automation: To be proficient in daily personnel operations the personnel management specialist must be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems and Federal Retirement Calculations program are essential in providing current and accurate information.

· Must be able to extract analytical reports from computer system when reporting to DA, MACOM, CPOC Director, etc.

· Knowledgeable of all aspects of retirement, death, health, life, TSP, appraisals and performance award programs.

· Written and oral communication is essential when providing technical information to customers.

SUGGESTED DEVELOPMENTAL TRAINING:
GS-09/11

>    Personnel Management Skills Seminar (ACCHRM)

>    Annual Benefits Update Seminar (GRB, Inc., OPM, FAS)

>    Enrollment in various job-related courses from private vendors or government agencies as they become available  

>    Action Officer Development (CBT)

>    LEAD

      GS-05/07
           >    Computer skills training through local installation training, CPOC videotapes, ACCHRM, or 

                  college courses
           >    FRC-CALC Retirement Workshop (GRB, Inc.)
           >    Seminar for Personnel Management/Staffing Specialist on Employee Benefits (GRB, Inc.)

GS-203 Personnel Clerk/Assistant

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:
· Office automation: To be proficient in daily personnel operations the personnel clerk/assistant should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems are essential in processing personnel actions.

· Civilian Personnel functions, internal and Army, are helpful when dealing with other branches within the CPOC or other installations.

· Regulations governing processing personnel actions (296-33).

· Prioritize work and meet deadlines, especially pay related documents.

· Communicating verbally and in writing is essential in providing current information to co-workers, supervisor and customers.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-07
>    Advanced Processing Personnel Actions correspondence course (NISC) or CBT if available.

>    Automated Personnel Processing  (ACCHRM).

>    Personnel Clerk/Assistants Course (ACCHRM)


      GS-06

      >    Basic Personnel Functions correspondence course (NISC) or CBT if available.  (Prerequisite to 
            ACCHRM course)
      >    Calculating Service Computation Dates correspondence course (NISC) or CBT if available.


            GS-05
            >    Computer skills training through local installation training, CPOC videotapes, ACCHRM, or   
                  college courses

            >    Guide to Processing Personnel Actions (NISC or CBT if available)  (Prerequisite to 
                  ACCHRM course)

GS-212 Personnel Staffing Specialist

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communications

Competencies:

· Office automation: To be proficient in daily personnel operations the personnel staffing specialist should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems are essential in successfully providing accurate information to commanders, managers, and employees. 

· Knowledge of DA and local HRM processes, principles, and regulations.

· Comply with EEO requirements. 

· Knowledge of DA career management requirements and procedures.

· Knowledge of PPP, Reemployment Priority List, RIF, TOF, etc

· Data analysis for DA, MACOM, local reporting

· Knowledge of local Merit Promotion Program 

· Knowledge of Negotiated Labor Agreement

· Provide advice and assistance to CPACs on realignments, reorganizations, and RIF.

· Advanced writing skills are vital when communicating with managers, commanders, MACOM, DA, etc.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

SUGGESTED DEVELOPMENTAL TRAINING:


GS-12

>    Personnel Management for Executives I (PME I)

>    Organizational Leadership for Executives (OLE)

>    Army Management Staff College (AMSC)


      GS-09/11


      >    Advanced Staffing (ACCHRM)

      >    Personnel Management Skills Seminar (ACCHRM)

      >    Advanced writing skills (USDA, college course)

      >    Advanced communication skills (USDA, college course)

      >    Action Officer Development (CBT)

      >    LEAD

            GS-05/07

            >    Computer skills training through local installation training, CPOC videotapes, ACCHRM, or college courses

            >    Basic Staffing Skills and Principles (ACCHRM, NISC, USDA)

            >    Basic Classification (ACCHRM, NISC, USDA)

GS-221 Position Classification Specialist

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communications

Competencies:
· Office automation: To be proficient in daily personnel operations the position classification specialist should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems and MS Access are essential in successfully providing accurate information to commanders, managers, and employees. 

· Knowledge of DA and local HRM processes, principles, and regulations

· Knowledge of OPM standards and guidelines

· Knowledge of organization and position structure 

· Streamlining initiatives (high-grade restrictions and reductions to meet ceilings, average grade, supervisory ratios)

· Data collection and analysis (job audits, classification standards, position descriptions)

· Fundamentals of position management and analysis to ensure accuracy of grade, series, and job structure.

· Knowledge of local Labor Relations and organization policies

· Provide advice and assistance on realignments and reorganizations.

· Advanced writing skills are vital when communicating with managers, commanders, MACOM, DA, etc.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-12

>    Personnel Management for Executives I (PME I)

>    Organizational Leadership for Executives (OLE)

>    Army Management Staff College (AMSC)


      GS-09/11

      >    Advanced PMC (ACCHRM)

      >    Personnel Management Skills Seminar (ACCHRM)

      >    Advanced writing skills (USDA, college course)

      >    Advanced communication skills (USDA, college course)

      >    Action Officer Development (CBT)

      >    LEAD

      >    Advanced Labor Relations (ACCHRM; USDA)

     >    Advanced Management Employee Relations (ACCHRM; USDA)

            GS-05/07

            >
Computer skills training through local installation training, CPOC videotapes, ACCHRM, or college courses

            >
PMC Skills and Principles (ACCHRM, USDA)

            >
Basic Labor Relations (ACCHRM, USDA)

            >
Basic Staffing (ACCHRM, USDA)

            >
Basic Labor Relations (ACCHRM, USDA)

            >       Basic Management-Employee Relations (ACCHRM, USDA)

GS-235 Employee Development Specialist

Mandatory training for all employees:
· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communications

Competencies:
· Office automation: To be proficient in daily personnel operations the EDS should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current personnel related computer systems are essential in successfully providing accurate information to commanders, managers, and employees. 

· Knowledge of DA and local HRM processes, principles, and regulations.

· Analyze critical training needs from the yearly Regional Training Needs Survey.

· Training Plan requirements

· Innovative techniques to successfully meet mission requirements under Regionalization and without a training budget.  

· Procedures to coordinate and procure training from private vendors or government agencies.

· Project Management

· Career Development

· Advanced writing skills are vital when communicating with managers, commanders, MACOM, DA, etc.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-12

>    Personnel Management for Executives I (PME I)

>    Organizational Leadership for Executives (OLE)

>    Army Management Staff College (AMSC)


     GS-09/11

       >    Advanced Human Resource Development (ACCHRM)

       >    Personnel Management Skills Seminar (ACCHRM)

       >    Instructional Methods (ACCHRM)

       >    Action Officer Development (CBT)

       >    Advanced writing skills (USDA, college course)

       >    Advanced communication skills (USDA, college course)

       >    LEAD

GS-05-07

>
Computer skills training through local installation training, CPOC videotapes, ACCHRM, or college courses

              >
Basic Human Resource Development (ACCHRM)

GS-301/334: Information Systems Specialist

Mandatory training for all employees:

· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:
· Office automation applications: proficient in operating personal computer, accessing data bases, creating and manipulating data files through integrated software packages.

· Knowledge of management information systems and emerging technologies, such as Internet, e-mail, video teleconferencing, etc., for modernizing, reengineering and standardizing procedures.

· Must be proficient in current civilian personnel automated systems, software, and maintenance requirements (Army Civilian Personnel System, Defense Civilian Personnel Data Systems, legacy systems, system query/retrieval procedures, system edits, data base quality control, trouble shooting, and problem resolution).

· Knowledge of data communications and terminal emulation packages, local and wide area networks, & operating system software to include installation, configuration & maintenance.

· Knowledge of computer hardware operations, capabilities, and installation (file servers, communications equipment, minicomputers,  and peripherals).

· Must be able to extract reports from computer system, analyze data, define problems, evaluate, assess and make conclusions when reporting to DA, MACOM, CPOC Director, etc.

· Quality Assurance—monitors computer system processes and procedures.

· Knowledge of civilian personnel and DA functions/regulations/mission

· Knowledge of federal contracting system to comply with statement of work preparation, evaluating contract proposals, and monitoring contractor performance.

· Interpersonal skills in using tact and diplomacy within the workplace, and throughout the  installation, MACOM, and DA.

· Oral communication is important when conducting briefings, classes, meetings, and representing the Pacific Region CPOC at conferences.

SUGGESTED DEVELOPMENTAL TRAINING:


GS-12
>    Personnel Management for Executives I (PME I)

>    Organizational Leadership for Executives (OLE)

>    Army Management Staff College (AMSC)

      GS-09/11  
      >    Action Officer Development (CBT)

      >    Advanced communication skills (USDA, college course, Toastmasters)

      >    LEAD

            GS-05/07
            >    Advanced computer skills training through college educational system, subject related    

    institutions/companies, or ACCHRM

            >    Oracle/Unix/ (Various private vendors)

            >    Contracting Officers Representative course (Formal schools)

            >    Modern System training

GS-303 Administrative Support Clerk/Assistant

Mandatory training for all employees:
· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:

· Office automation: To be proficient in daily personnel operations the administrative support clerk/assistant should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· The Civilian Personnel function, internal and Army-wide, is helpful when dealing with other branches within the CPOC or other installations.

· Maintain CPOC office supply inventory, purchasing supplies from GSA and authorized commercial retail stores.

· Knowledge of current government IMPAC credit card procedures and guidelines.

· Maintain a supply of government publications and forms.

· Provide Army correspondence guidance to CPOC personnel, IAW AR-25-50.  Using current technology, type correspondence for CPOC Director and Branch Chiefs.

· Ensure all administrative files meet the MARKS guidelines (AR 25-400-2).

· Trouble shoot overall building/equipment maintenance, contacting appropriate post organizations for assistance.  Complete work-orders for repair of building, phones, copiers, fax machines, etc.

· Issue and maintain building keys, ensuring every key holder complies with security policy.

· Assist the part-time mail and distribution clerk, when needed, with mail sorting and overnight mail delivery via Federal Express.

· Communicating verbally and in writing is essential in providing current information to 

       co-workers, supervisors, and customers.

· Perform general secretarial duties for the CPOC Director. 

· Prioritize work and meet deadlines.

SUGGESTED DEVELOPMENTAL TRAINING:


GS-05/06


>
Computer skills training through local installation training, CPOC videotapes, or college courses

>
MARKS course (Post DOIM)

>
Customer service (NISC)

>
IMPAC Credit Card training (DOC)

>
Grammar and punctuation (CBT NISC)

>
Time management (NISC)


GS-305 Mail and File Clerk

Mandatory training for all employees:
· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:
· Office automation: To be proficient in daily personnel operations the mail and file clerks should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Civilian Personnel functions, internal and Army, are helpful when dealing with other branches within the CPOC or other installations.

· Communicating verbally and in writing is essential in providing coworkers, supervisors, and customers with current information.

· Knowledgeable in files, records, and OPF management, complying with requirements and regulations.

SUGGESTED DEVELOPMENTAL TRAINING:
>
Computer skills training through local installation training, CPOC videotapes, ACCHRM, or college courses.

>
MARKS training (Post DOIM)

>
Communication skills (college course, NISC)

GS-341:  Administrative Officer

Mandatory training for all employees:
· Prevention of Sexual Harassment

· Computer Security

· Ethics Training

· SAEDA (Subversion and Espionage Directed Against the Army)

· Hazardous Communication

Competencies:
· Office automation: To be proficient in daily personnel operations the administrative officer should be able to use a personal computer, including software, INTERNET (CPOL), E-mail.

· Knowledge of current finance related computer systems are essential in providing current and accurate information (DCAS, ATLAS, and STANFINS).

· Ability to extract reports and analyze the data from computer system when reporting to DA, MACOM, CPOC Director, etc.  Draft and publish plan-of-action after analysis.

· Report writing and query skills in current software application.

· Knowledge of civilian personnel and DA functions/regulations are essential when managing related projects.

· Proficient in budget analysis and execution to ensure CPOC is within budgetary guidelines and regulatory compliance.

· Knowledge of current government IMPAC credit card procedures and guidelines.


· Knowledge of manpower management.

SUGGESTED DEVELOPMENTAL TRAINING:

GS-09/11

>    Advanced writing skills (USDA, college course)

>    Advanced communication skills (USDA, college course, Toastmasters)

>    LEAD

>    Action Officer Development (CBT)

      GS-05/07

      >    Computer skills training through local installation training, CPOC videotapes, or college courses

      >    IMPAC credit card briefings/updates (DOC-FRA)

      >    Federal/Army budget process courses (Finance School, Ft Jackson, SC)

      >    Basic writing skills (USDA, college course)
      >    Basic communication skills (USDA, college course, Toastmasters)

      >    Federal/Army manpower process courses
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