        CHAPTER 1 

GENERAL CIVILIAN PERSONNEL 

MANAGEMENT RESPONSIBILITIES    

This Supervisors’ Handbook for Personnel Management has been developed for quick and ready reference in carrying out the day-to-day responsibilities in planning, directing and controlling your civilian workforce.  There are eight basic components of personnel management responsibilities in every supervisor’s job.  These responsibilities are: 

1. MANAGING POSITIONS AND PAY –  establishing and reviewing positions periodically to assure maximum efficiency and economy of the organization; structuring positions with consideration given to entrance (trainee) grades, career ladders, job challenge and development opportunities; reviewing jobs to assure that job descriptions are current and accurate; and reviewing and taking actions to implement classification survey results. 

2. SELECTING AND ASSIGNING EMPLOYEES –  selecting or recommending selections following applicable placement policies (e.g. – merit promotion, equal employment opportunity – EEO, handicapped, career management);  explaining placement policies to employees; advising the Civilian Personnel Advisory Center (CPAC) on personnel needs and initiating appropriate actions to include but not limited to providing a current job description and supplemental qualification requirements when appropriate;  conducting follow-up placement reviews to determine placement effectiveness; assigning work and making employee details consistent with workload, available skills and pertinent policies.  

3. EVALUATING WORKER PERFORMANCE  -  developing performance standards 

      for subordinates with participation by individual employees; periodic discussions 

      with each employee to compare performance with established standards or to reassess

      goals and objectives as necessary; maintaining surveillance of new employees during 

      probationary appraisal periods; and taking action to improve substandard 

      performance or to recognize above standard performance.

4. TRAINING AND DEVELOPMENT OF EMPLOYEES  -  determining employee 

      training needs on a planned basis; providing training to enhance job skills by 

      conducting it personally or by assigning it to a responsible employee or nominating 

      employees for outside training; following up on completed training and evaluating its

      impact on employee productivity, morale and/or effectiveness;  encouraging and/or 

      nominating employees to make use of self-development opportunities; planning and 

      conducting cross-training; and assisting employees in their career development.  
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5. INCENTIVE AWARDS  -  identifying above-standard performance and giving 

      appropriate formal or informal recognition; preparing sound justifications that meet  

      criteria for formal awards; encouraging employees to submit suggestions either in the 

      course of normal job performance or outside the job; promptly evaluating suggestions 

      referred by the Incentive Awards Committee;  and participating as appropriate in 

      awards ceremonies. 

6. MAINTAINING MANAGEMENT-EMPLOYEE COMMUNICATIONS – advising 

or consulting with employees on changes in mission, procedures, schedules or policies, either individually or as a group or in staff meetings; following up to insure employees’ understanding; providing answers to questions from employees concerning operations, procedures, personnel matters and general information; attending meetings conducted by higher officials and expressing opinions of subordinates; consulting with employees or employee organizations on job-connected personnel matters. 

7. ADMINISTERING CONSTRUCTIVE DISCIPLINE  -  advising employees on standards of conduct and behavior and pertinent administrative rules; establishing a work environment in which infractions of rules or other misconduct are less likely to occur; dealing with behavior problems, making an effort to resolve them without formal penalties; taking informal actions or initiating formal disciplinary penalties when needed, on a consistent and prompt basis and following up as appropriate.  

8. ADMINISTERING LEAVE  -  approving or disapproving annual leave, sick leave, and/or emergency leave; excusing or charging brief periods of tardiness; scheduling vacation leave with due regard for employee preference so far as possible and in consideration of anticipated workload; maintaining records to detect indications of abuse of sick leave and taking appropriate action when warranted. 

Remember that this Handbook is just the starting point.  The professional staff at your Civilian Personnel Advisory Center (CPAC) are there to provide direct assistance and more detailed advice whenever needed. 

In addition, the Army’s Personnel Management Information and Support System (PERMISS) has been developed to provide support to all Army civilian personnel functions.  The PERMISS is a highly linked tool easily accessible through the Internet (world wide web). 
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