HUMAN RESOURCES OFFICER


GS‑201‑XX

Introduction

This position is located on the staff of the (name of the Echelon 2    ).  As Director of Civilian Personnel Programs (DCPP), this position serves as the principal advisor to the (    name of the Echelon 2    ) Commander on all matters relating to civilian human resources (HR) throughout the Command.  In this capacity, the Director develops and is the spokesperson for all Command civilian HR requirements.  The DCPP is a member of (   name of the Echelon 2   )'s  senior management team and participates in all major planning decisions involving mission requirements and their impact on the civilian workforce.  The DCPP's primary function is concentrated on integrating HR management into (    name of the Echelon 2    )'s executive planning.  Additionally, as the senior civilian HR manager the DCPP is a source of continuity to the "corporate memory" of the Commander's staff.

(   name of the Echelon 2   ) has approximately (    number of civilian employees    )including (list applicable categories:  appropriated, NAF, U.S. citizen and FN employees) at approximately (  number of subordinate commands and number of shore activities  ).  These include (  describe the type of organizations e.g., maintenance facilities, naval bases and stations, RTD&E activities, depots and supply organizations,  etc.   ).  

Add if applicable:  Incumbent is the principal foreign national personnel management policy advisor to (name of the Echelon 2) and acts on matters pertaining to Navy and Command‑wide foreign national personnel management policy, guidance, and assistance to subordinate commands and activities. Also provides advice and guidance on Third Country National personnel issues.

Add if applicable:  The DCPP provides centralized management and technical direction/guidance to (   number  )     (  name of the Echelon 2  ) Human Resources Offices (HRO). These include (  list the HROs   ). 

Add if applicable:  Incumbent is the Command Deputy Equal Employment Opportunity Officer (CDEEOO) with responsibility for the command's civilian equal employment opportunity (EEO) programs. As DCPP/CDEEOO, this position ensures the promotion of a fully integrated civilian HR and EEO management program that supports (  name of the Echelon 2  ) mission requirements and the Command's corporate strategy.

Major Duties

HR Strategic Planning

The DCPP is responsible for strategic HR planning which is integral to (  name of the Echelon 2  )'s strategic plan.  This involves understanding the Command's current and future missions, manpower levels, and management competencies immediate and long‑range, systematic HR planning and management development geared to support the Command's long range goals and objectives.  The DCPP develops and executes HR strategies supporting work force shaping, base realignment and closures, restructuring, regionalization, consolidation, competitive sourcing,  privatization, contracting out, information technology innovations, ( if applicable add: foreign national operations ), and sea shore rotation.

Directs current and long-term Command HR planning.  Participates in strategic planning sessions that focus on developing a Navy-wide corporate HR strategy.  Coordinates planning process with other line and staff directorates within the Command, with counterparts at other Echelon 2 Commands, DASN (CIVPERS/EEO), OPNAV, Human Resources Operations Center, Human Resources Offices (HRO), and Human Resources Service Centers (HRSC). 

HR Program Development and Management 

The DCPP develops and executes Command‑wide HR programs respon-sive to (  name of the Echelon 2  )'s requirements, goals, concerns, and vision.  These programs include Staffing, EEO, Labor and Employee Relations, Classification and Position Management, SES, Civilian Leadership Development, and Employee Development. As the senior HR manager within the Command, the DCPP provides leadership in the melding of Command HR and EEO policies, programs, and operations. 

The DCPP uses varied and sometimes novel methods to develop and administer HR programs and policies which assure effective civilian HR management. The DCPP advises and assists subordinate commanding officer on HR issues. The incumbent is responsible for building successful partnerships with HRSCs to attain excellence in HR customer service.

The DCPP is responsible for defining civilian HR requirements and developing the required input to the planning and programming portions of the Command's PPBS process, i.e., HRO budget exhibits, BRAC HR budget exhibits, Management Headquarters budget exhibits, RIF and separation costs budget exhibits, input to Sponsor Program Proposals, (if applicable: FN HR budget exhibits, and reclamas to civilian resources marks.

Add if applicable:  The DCPP serves as the Program Manager for the Command's subordinate ( number ) HRO's servicing approximately ( number ) of employees.

HR Command Representation

The DCPP represents the (  name of the Echelon 2  )'s  Commander in matters related to HR operations and program.  Externally, the DCPP represents the Commander in HR matters with DASN (CIVPERS/ EEO), CNO (personnel and manpower), HROC, HRSCs, and HROs who service Command employees. In this capacity, the decisions and commitments made by the incumbent can commit the Command to a specific course of action.  Internally, the DCPP represents the Commander in HR matters with lower echelon command and shore establishment activity commanding officers, senior managers, and HR staff.  In this capacity, the incumbent is often engaged in public relations topics involving HR programs throughout the Command.

HR Command Program Assessment and Evaluation

The DCPP participates in quality‑based command management assessments to determine the state and effectiveness of HR programs and services throughout the Command.  This includes monitoring effective service delivery by the HRSCs and coordinating with HRSC Directors, HRO Directors and EEO program managers, HROC staff, and DASN (CP/EEO), where Command HR concerns are identified.  

Develops measures of quality, effectiveness, efficiency, and readiness indicators for Command HR programs.  Assesses the effectiveness of HR programs in meeting EEO program goals and objectives.  Participates in DASN (CP/EEO) reviews of the Command's HR functions, recommending measures of quality, effectiveness, efficiency, and readiness indications of the Command's HR programs.

Add if applicable:  CDEEOO Program Development and Management

As CDEEOO, the incumbent provides leadership and executive direc-tion to the (  name of the Echelon 2  ) EEO program.  Develops and executes Command-wide EEO programs responsive to the Command's requirements, goals, and vision.  Initiates strategies, issues guidance, develops long‑range plans and objectives, interprets regulations and evaluates program adequacy to ensure the promotion of a fully integrated civilian HR and EEO manage-ment program that supports the Command's mission requirements and the Command's corporate strategy.

Add if applicable:  Supervisory Responsibilities
The DCPP supervises a staff of ( number ) civilian HR and EEO specialists. Performs the full range of supervisory duties including:  work planning and organization, development of program goals and objectives, establishment of work schedules, and staff resource planning; work assignment and review, establishment of operating procedures, and resolution of technical problems.  Accomplishes the full range of personnel management functions including filling positions, position and pay management, formulating training plans, evaluating performance, developing employees, and maintaining discipline.  Ensures that equal opportunity goals and objectives are achieved with respect to training, promotions, awards, appointments, recognition and career development opportunities.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION
Mastery of a variety of HR/EEO management theories, principles, practices, laws and regulations in order to serve as an expert technical authority, formulate program policies and procedures, and integrate and balance program requirements within overall management goals.

In-depth knowledge of and skill in applying a wide range of HR/EEO theories, regulations, procedures and precedents in identifying interrelated problems, draw conclusions, recommend appropriate courses of action, and perform a myriad of complex assignments.

Skill in managing, coordinating, and administering complex civilian HR/EEO and management problems. 

Extensive knowledge of behavioral and organizational processes in complex organizations, including management analysis techniques, organizational development processes and current management techniques.  

Ability to develop and implement a Command HR/EEO vision which integrates key Command missions, program goals, and priorities.  Ability to balance change and continuity (i.e., constantly aim for customer service and program performance improvement).

Mastery of communication skills, to both orally and in writing, communicate effectively in order to present, persuade, defend and/or document rationale for actions and to formulate policy and develop effective programs and plans.  Persuasiveness in gaining acceptance of new HR policies processes, methods, and programs that affect the Command.

Ability to represent the Command as an expert in HR and resource management within and outside the Command. 

Knowledge of the Command's missions, programs, organizational structure, relationships, business processes, and lines of authority.  

Knowledge of the policies and practices of supervision and personnel management to adjust work operations to meet emergency or changing program requirements within available resources; establish objectives and performance goals and assess progress toward their achievement; motivate, train and work effectively with subordinates; accomplish assigned tasks within set limits of time and cost; plan own work and carry out assignments effectively; understand and further management goals as they affect work operations; and represent the office both within and outside the Command.

FACTOR 2 - SUPERVISORY CONTROLS
Works under the general supervision of the (  name of the Echelon 2  )'s  Commander.  As the senior Command HR Program Manager the incumbent has the authority and responsibility to independently carry out work within the broad framework of overall objectives and time frames provided by the Commander and/or DASN(CP/EEO). Strategic initiatives and major program approaches are determined in consultation with senior Command officials and DASN(CP/EEO).

The incumbent independently plans and carries out assignments, exercising judgment in interpreting statutes and regulations and resolving issues arising during policy and program development, implementation and assessment.  Advises supervisor on program status and actions requiring higher level authorization.  The incumbent's decisions and recommendations are considered to be technically authoritative and are reviewed only from an overall policy standpoint.  Work is reviewed only for attainment of objectives and consistency with broad agency policy.

FACTOR 3 - GUIDELINES
Guidelines include basic legislation, regulations, DOD directives and instructions, precedent court decisions, DON polices and mission objectives. The DCPP is recognized as the (  name of the Echelon 2  ) expert on HR guidelines.  The DCPP exercises judgment and discretion in interpreting these guidelines for use throughout the Command's and to develop and issue authoritative information on interpretation of HR guidance and issues. 

FACTOR 4 - COMPLEXITY
The DCPP formulates (  name of the Echelon 2  ) HR policy and program direction, providing continuing advisory and consultative services to the Commander and senior management officials on the best course of action to identify value added operations, implement continuous improvement of processes and operations, and maintain leadership of the Command's HR policies.  The DCPP integrates and resolves a wide variety of complex HR and financial/business issues and problems involving a broad range of organizations and operations throughout the Command.  

The work requires analysis of related and unrelated issues having considerable depth and breadth, numerous complex interrelated variables, and externally imposed constraints.  The DCPP evaluates complex technical issues to select issues and options that have the best chance of success.  The often diverse missions and organizational structure of subordinate activities requires innovative solutions to HR issues (e.g., reengineering, realignment, outsourcing, base closures and reductions).         

FACTOR 5 - SCOPE AND EFFECT
The DCPP serves as the principal HR advisor to the (  name of the Echelon 2  ) Commander  and subordinate commanders and senior managers at activities throughout the Command.  The direct linkage of the civilian work force to mission accomplishment demands that the design, execution and management of HR policies and programs be of the highest order.  Developing and maintaining quality HR personnel programs supporting the Command's civilian work force directly affects (  name of the Echelon 2  ) 's ability to achieve its missions and organizational objectives. 

FACTOR 6 - PERSONAL CONTACTS
Contacts within (  name of the Echelon 2  ) include it's Commander and senior management staff (typically Admiral/ Captain/SES/GS-15 level),and commanding officers and top managers of subordinate activities (typically Captain/SES/GS-15 level).  Contacts also include HRO and HRSC Directors servicing employees of the Command.  External contacts include other DON DCPPs; CNO HR and management officials; DASN(CP/EEO) and Program Managers; national or regional officials of professional associations and labor unions; Congressional staffers; the media; and the general public. 

FACTOR 7 - PURPOSE OF CONTACTS
Contacts are made to resolve complex and often unique problems involving the DCPP's program responsibilities, or to provide advice or guidance to management on the direction of HR programs.  High level contacts are maintained outside the Command  to ensure that the Command's efforts are consistent with DON, DOD, and OPM objectives. Contacts with union officials, Congressional staffers, the media, and the public are made to provide information and obtain concurrence on often controversial issues.  

Contacts are directed towards attaining agreement upon objectives and courses of action among many officials of diverse organizations with a wide variety of interests and objectives. The DCPP is responsible for keeping these officials adequately informed on HR issues, assisting them with HR problems within their own operations, and initiating or participating in coordinating Command HR strategies with other organizations and activities in related fields. 

FACTOR 8 - PHYSICAL DEMANDS
Work is mostly sedentary.

FACTOR 9 - WORK ENVIRONMENT
Work is performed in an office setting.  Travel to field organizations is required.

Other Requirement (if applicable)
Top Secret security clearance is required in this position.
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