STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G586

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G586

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
76ZA

TARGET GRADE:          11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:
8888

EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Specialist (Employee Relations), GS-0201-11

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

PAY
     Civilian Personnel

1ST SKILL CODE:
45%
AHHPSJ
Employee Relations Specialist/Advisory Services/Guidance

2ND SKILL CODE:
35%
AHHIBE
Employee Relations Specialist/Disciplinary Actions

3RD SKILL CODE:
20%
AHKPSJ
Labor Relations Specialist/Advisory

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/04/02

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a Human Resources (HR) Specialist in Employee Relations with responsibility for planning, developing, and carrying out the full range of employee relations advisory services for assigned organizations.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:   

__________________________________________________________________________________________________

DUTY 1:







%
Critical



Provides Employee Relations assistance to managers for assigned organizations characterized by a wide range of occupations where work processes are mental, judgmental, involve public contact, or are coordinative in nature.  Provides consultation, guidance, and assistance to management and employees on the full scope of employee relations issues.  The assignment involves an organization or group of organizations that are predominantly complex and dynamic, professional, business specialists, and administrative in nature.  Assignments involve a wide range of difficult employee and supervisory challenges.  Advises managers on a wide range of conduct issues in such subjects as leave and absences, hours of work, honorary and incentive awards, supervisory records, code of ethics, Office of Workers’ Compensation Program (OWCP), Employee Assistance Program (EAP), drug and alcohol abuse, unemployment compensation, grievances/complaints/appeals, disciplinary and adverse actions, and physically restricted employees.  Advises management officials and supervisors on the Performance Management Program, giving specific directions as needed on procedural requirements for annual ratings, developing/modifying performance plans, preparing performance improvement plans, and initiating performance-based actions.  Assists management in methods of coaching, counseling, recognition of top performers, and taking appropriate actions on performance issues.  Informs employees regarding their entitlements and obligations; for example, advises employees facing adverse action for unacceptable performance about their entitlements to use grievance/complaint/appeal procedures.  Serves as a technical advisor or representative for the management/legal staff during third-party proceedings.  Interprets laws, regulations, rules, and local policies for management and uses computer based programs or other means available to conduct more extensive research as needed for problems for which there is no specific or clear-cut guidance.  Uses initiative in developing new approaches to resolve difficult, complex, or contentious problems.  In cases where precedents are not available and problems are difficult to define, researches previous administrative decisions and draws upon experience to analyze and craft solutions.  Problems encountered can result in controversy and may require delicate handling; in such cases, supervisory or higher-graded specialists may be called upon for assistance.  Interprets the negotiated union contract for management and employees as requested.  Advises management in the preparation of responses to both administrative and union grievances to ensure they are in compliance with regulations/union contract and are legally sufficient.  Performs other duties such as assisting with arbitrations, mediations, contract negotiations, and Unfair Labor Practices.  
STANDARDS:
A.  With few exceptions, provides advisory services to management and employees that are technically correct and legally sound.  

B.  Typically maintains harmonious and professional relationships with managers, employees, and staff activities.

C.  Routinely provides timely, technically accurate, and understandable interpretations of contract provisions and their impacts on policies, regulations, procedures, and existing case law.  

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Provides consultation and assistance on conduct-related issues.  Advises managers and supervisors regarding appropriate disciplinary or other corrective techniques and the procedural and legal requirements for correcting conduct and administering disciplinary and adverse actions.  Analyzes each situation and conducts research of the case facts, laws, regulations, precedent decisions, etc.  Applies seasoned judgment to resolve problems, which have no precedents, and to interpret and adapt available guidelines to specific problems or issues.  Prepares written employee notifications, ensuring such documents are within regulatory compliance and are legally sufficient.  Explains rules and procedures to help employees understand their entitlements to use grievance/complaint/appeal procedures.  Researches and analyzes case law, regulation, and precedents, and gathers facts to formulate consistent corrective actions.  Assists legal staff in preparing and presenting management’s case and represents management as a technical advisor during third-party proceedings such as arbitrations, mediations, and hearings (Equal Employment Opportunity Commission and Merit Systems Protection Board).  Works directly with Equal Employment Opportunity (EEO) counselors and/or the agency’s legal staff to resolve problems, issues, and conflicts.  Exercises objectivity in situations that may become emotionally charged and takes the lead in resolving disputed facts.  Conducts extensive fact-finding to determine credibility of accusations and analyzes possible underlying causes of performance problems.

STANDARDS:
A.  With rare exception, gives advice to management that is technically and legally accurate.

B.  Typically prepares disciplinary and adverse action correspondence that is timely, factually accurate, clearly written, legally sound, in regulatory compliance and according to contract language.

C.  Almost always, effectively serves as technical advisor to management representatives in third-party proceedings.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 3:







%
Critical



Manages assignments and/or projects.  Administers one or more designated employee relations programs or subject areas such as the Performance Management Program, the Office of Workers’ Compensation (OWCP) Program, Employee Assistance Program (EAP), the Physically Restricted Program, Unemployment Compensation, Leave and Absences, Hours of Work, Labor Relations, etc.  Keeps abreast of changes and prepares required publicity (news articles, briefings, memorandums, bulletins) to keep employees and management informed.  Reviews draft regulations, directives, and other guidance and prepares recommendations and comments reflecting impact on local policy or practices.  Performs self-assessment of employee relations programs as required to ensure assigned programs meet requirements outlined in agency self-evaluation regulation; identifies problems or deficiencies; and develops and implements workable solutions.  Participates in other special projects that may arise such as preparing for upcoming inspections or suggesting comments on proposed regulations.  Receives tasking project, analyzes requirements, and plans and accomplishes the work independently.  

STANDARDS:
A.  With few exceptions, effectively develops, plans, and/or works special projects, ensuring results are adequate and accurate.

B.  Almost always, provides accurate advice, information, and/or guidance on special assignments, ensuring the programs are properly managed and publicized in a timely manner.
C.  Typically, provides accurate and timely responses in the evaluation of employee relations programs.
KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Prepares written correspondence and other documentation.  Writes a variety of documents to include articles for publication in newsletters and newspapers, briefings, reports, orientation materials for new employees, training courses for supervisors, policy letters, comments on impact of new supplements/regulations/ directives, local directives, position papers, and responses to inquiries from Congress, higher headquarters, and other federal agencies, and responses to Merit Systems Protection Board appeals, administrative and union grievances, and EEO complaints.  In conjunction with management, prepares disciplinary and adverse actions letters.  Gives oral presentations such as briefings, training sessions, consultations, orientations, and discussions with managers, employees, and co-workers.

STANDARDS:
A.  Almost always, communicates effectively, both orally and in writing, in an informatory and persuasive manner.

B.  With few exceptions, prepares responses to Congressional and other inquiries, appeals, grievances, and complaints that are accurate and timely and address all the issues.

C.  Typically develops and conducts employee relations training and orientation briefings that are accurate and effective.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the full range of employee relations concepts, case law, principles, practices, legal and regulatory requirements sufficient to perform analyses and draw conclusions on complex legal issues, problems, and situations, and advise managers regarding appropriate corrective techniques in response to a range of conduct and performance issues.

2.  Knowledge of Federal HR management functions, theories, and techniques and the basic relationships of various HR disciplines sufficient to advise management and employees regarding rules and procedures and their obligations and entitlements. 

3.  Knowledge of legal research methods, information-gathering techniques, and analytical capabilities sufficient to locate, interpret, and analyze for applicability and appropriateness, precedent and substantive decisions, and/or legal opinions that various courts and administrative bodies have rendered.

4.  Knowledge of conflict resolution techniques sufficient to interact in highly-charged, emotional situations which may arise due to delicate or highly contested case matters and determinations.  

5.  Skill in gathering facts and using effective, analytical, and evaluative methods to accurately assess information and make sound decisions.

6.  Ability to communicate with others, both orally and in writing, sufficient to formulate and present arguments and advisory opinions and prepare case documents.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Knowledge of a wide range of employee relations case law, principles, practices, legal and regulatory requirements sufficient to perform detailed analyses and draw defensible conclusions on complex legal issues, problems, and situations; and advise managers regarding appropriate corrective techniques in response to a wide range of conduct and performance issues.

-- Knowledge of the principles, practices, and techniques of performance appraisal and awards programs within a complex and/or large multi-mission organization sufficient to provide advisory services regarding performance issues, administer, and evaluate a comprehensive appraisal program, and ensure all regulatory requirements are met.

-- Knowledge of a wide range of employee relations principles, practices, and legal and regulatory requirements sufficient to advise on disciplinary and other corrective techniques that are responsive to a range of conduct and performance problems; explain rules and procedures which ensure employees understand their rights and obligations; and conduct in-depth analyses to determine underlying causes of conduct or performance problems. 

-- Knowledge of concepts, principles, practices, and case law regarding third-party powers and procedures sufficient to research facts, legal precedents, and define legal and factual parameters/issues of cases; assist in the preparation, maintenance, and filing of necessary documents and files; and represent management before third parties in quasi-judicial boards and commissions.

-- Skill in analyzing complex situations, problems and legal issues, and making sound decisions based on conclusions.

-- Skill in maintaining and encouraging objectivity in situations that may be charged with emotion and involve assumptions.

-- Skill in interpreting facts and events and/or identifying obscure or underlying causes of misconduct or poor performance.

-- Skill in using negotiation and persuasion sufficient to explain and justify management’s actions.

-- Ability to research and apply administrative decisions to analyze and craft defensible solutions to problems that are less well defined and where precedent cases and guidelines are not always directly applicable.

-- Ability to resolve disputed facts, including those that require credibility determinations.

-- Ability to explain rules and procedures to employees and help them understand their rights and obligations.

-- Ability to communicate with others, both orally and in writing, sufficient to formulate and present arguments and advisory opinions and prepare case documents.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor outlines overall objectives and available resources.  The employee and supervisor discuss timeframes and scope of the assignment, including possible stages and possible approaches.  The employee determines the most appropriate principles, practices, and methods to apply in all phases of assignments, including the approach to be taken, degree of intensity, and depth of research in management advisories.  Employee frequently interprets regulations on own initiative, applies new methods to resolve complex, controversial, or unprecedented issues and problems, and resolves most of the conflicts that arise.  The employee keeps the supervisor informed of progress and of potentially controversial matters.  The supervisor reviews completed work for soundness of overall approach, effectiveness in meeting requirements or producing expected results, feasibility of recommendations, and adherence to requirements.  The supervisor does not usually review methods used.

Factor 3, Guidelines






Level 3-3
275 Points

The employee uses a wide variety of reference materials including instructions, regulations, union contracts, arbitration and appeal decisions, precedent files, laws, and executive orders.  Due to the complexity of problems encountered, many of these guidelines are not always directly applicable to issues and problems or have gaps in specificity.  Although precedents are available outlining the preferred approach to more general problems or issues, the employee must use judgment in researching, choosing, interpreting, modifying, and applying available guidelines for adaptation to specific problems or issues.  

Factor 4, Complexity






Level 4-4
225 Points

The employee uses various analytical skills and techniques to resolve employee conduct and performance-based problems and issues that often involve conflicting or incomplete information.  The employee assists both management and other employees in complex or controversial problem definition, understanding their obligations under the regulations and laws, assessment of alternative approaches to sensitive matters, and resolution of difficult or interrelated issues.  When discipline is warranted, the employee helps managers identify actions that are consistent with facts and the organization’s policy on discipline and identifies the employee’s due process rights under applicable laws, policies, and/or negotiated language.  The employee develops case strategy taking into account the relevant precedents from the various forums for review.  The employee assists with preparing any resulting appeals; and represents the organization in its informal administrative proceedings involving various motions, pleadings and arguments, and negotiations for settlement.  Ingenuity and/or originality are used to resolve issues that contain complex, controversial, and/or sensitive issues.  The outcomes of some cases modify/define precedent for future guidance and may modify/define precedent within the agency.

Factor 5, Scope and Effect





Level 5-3
150 Points

The work involves applying accepted criteria, principles, and standard methods to resolve a variety of conventional issues and problems associated with providing management advisory services on all employee relations subjects.  Completed work and recommendations influence the decisions made by managers and other employees and affect customer perception of the overall quality and service of the employee relations program.

Factor 6, Personal Contacts





Level/Points (See Factor 7)

Personal contacts are with personnel both within and outside the agency.  They include but are not limited to civilian attorneys representing employees, federal judges representing the Merit Systems Protection Board and the Equal Employment Opportunity Commission, and investigators from the Federal Labor Relations Authority, Office of Complaints Investigation and the General Counsel, to include arbitrators and mediators.  Complicated cases and complex issues can require contacts with high-level base officials and major command and Air Force personnel.  The role of each party must be determined during the course of meetings.  Daily contacts within the agency include contacts with employees and managers and their superiors.

Factor 7, Purpose of Contacts





Level 6/7-3C
180 Points

The primary purpose of contacts within and outside the agency is to coordinate actions and persuade third-party representatives that management’s actions are justified and in accordance with existing laws, policies, and procedures.  Persuasion and negotiation skills are required to obtain positive conclusions in situations where resistance is encountered due to competing objectives and unwillingness to accept findings and recommendations.  Daily contacts inside the agency are used to provide technical guidance and management assistance, influence and persuade managers and employees to accept recommendations, and/or to implement findings, which sometimes meet resistance due to various organizational issues.

Factor 8, Physical Demands





Level 8-1
    5 Points

The work is sedentary.  Some work may require walking in offices, warehouses, shops, and similar areas for meetings and to conduct HR work.  Work may also require walking and standing in conjunction with travel to and attendance at meetings and conferences away from the worksite.  No special physical exertion is required.

Factor 9, Work Environment





Level 9-1

    5 Points

The work is predominately performed in an office setting with adequate lighting, heat, and ventilation.  The work involves everyday risks or discomforts that require normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from the normal duty station.

2.  The employee may be required to travel on military and commercial aircraft.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDUSED:  OPM Job Family Position Classification Standard for Administrative Work in the Human Resources Management Group, GS-0200, covering Human Resources Management Series GS‑0201, December 2000.

FACTOR LEVELS AND POINTS:  1-7/1250, 2-4/450, 3-3/275, 4-4/225, 5-3/150, 6&7-3C/180, 8-1/5, 9-1/5

GS-11 Point Range: 2355-2750

Total Points: 2540

Grade: GS-0201-11

Final Classification:  Human Resouces Specialist (Employee Relations), GS-0201-11

CLASSIFICATION REMARKS:  
NOTES TO USERS:  

1.  Minor changes, including skill code shreds, may be made to fit local requirements using the existing SCPD number, as long as the changes do not impact the classification or recruitment factors of the position.

2.  LMR duties in this position are adjunct to the EMR duties, but are not performed more than 20% of the time.  Therefore, a parenthetical was not added for “Labor Relations.”  If a position requires more than 20% Labor Relations work, the SCPD should not be used.

__________________________________________________________________________________________________
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