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Human Resource Management Program

1st Quarter FY02 Review and Analysis

PRESIDIO OF MONTEREY AND THE Defense Language Institute

A Quarterly Publication of the West Civilian Personnel Operations Center

DEFENSE LANGUAGE INSTITUTE

Executive Summary

The information presented in the quarterly review and analysis is intended to provide West Region Commanders the current status of CPOC/CPAC performance in ten important Human Resources functional areas, as well as trends in these areas over the past four quarters.  Region-wide and DA-wide comparative data is also provided, where available, to enable Commanders to evaluate their activity’s performance in the human resources arena compared to current norms.  Performance in each functional area is measured against established DA standards, where applicable, and is assessed as Green (acceptable), Amber (marginal), or Red (needs improvement).  Statistics for the current quarter are displayed at the far right of each trend chart - the previous three quarters in descending chronological order from right to left.  The following graphic summarizes performance for your activity:

Category
FY01 2nd Qtr

FY01 3rd Qtr

FY01 4th Qtr

FY02 1st Qtr

Workload Statistics
N/A

N/A

N/A

N/A










Classification Actions (Routine)
Green

Red

Amber

Amber










Classification Actions (Non-Routine)
Green

Green

Green

Amber










Recruitment Actions (Referral Lists Issued)
Red

Amber

Red

Red










Recruitment Actions (Fill Time)
Green

Red

Green

Green










Non-Recruitment Actions
Green

Green

Amber

Amber










Pay Discrepancies
Amber

Green

Amber

Green










Training
N/A

N/A

N/A

N/A










Database Quality
Green

Amber

Amber

Green










Automation Help Desk Requests
Green

Green

Green

Green

Analysis:  A review of performance indicators for this quarter again reveals that referrals are not being issued in standard at an acceptable level.  In spite of this, however, fill time is extremely good at 21 days against the DA goal of 60 days!  Performance indicators also reveal a need to concentrate on improvement in the areas of processing both routine and non-routine classification actions and non-recruitment actions.  Slow Modern System response time is a major contributing factor; we continue to report system limitations to DA and DOD.

Because we are concerned with not only timeliness, but more importantly with the quality of referrals issued, we have implemented a process whereby the CPOC Staffer discusses with the selecting official prior to the issuance of the referral list, the area of consideration and the identification and refinement of skills that will result in the referral of highly qualified candidates.  This is the selecting official’s opportunity to directly influence the outcome of the recruitment process and assure a quality referral.  Another quality initiative launched this quarter was the publication of a Resumix Skills Handbook; this excellent tool is now available on our web site to both managers and personnelists.  It’s still a work in progress; as additional occupational series are worked and appropriate skills identified, they will be added to the handbook database.  

Currently affecting performance of the CPOC as a whole is the Project 75 activity to almost double our customer base and the size of our staff.  In addition to working with our new partners as they prepare to transition to the West Region, we are very busy with expansion/renovation of our office space, acquisition of furniture and equipment, and filling of our vacancies.  The entire staff is involved in and affected by this project.

Finally, although by its very nature this Review & Analysis Report is primarily an objective, numbers-driven report card, both the CPOC and CPAC staffs remain customer focused where commitment to the delivery of quality and timely Human Resources services and products is at the heart of everything we do.
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Workload Statistics

A comparison of the total human resources workload generated by activities in the West Region is displayed below.   Since the serviced population of West Region activities varies dramatically, the data is depicted as the number of Requests for Personnel Action (RPAs) submitted per employee, thereby providing meaningful comparisons between activities and against the West Region average.   Statistics are provided to quantify recruitment workload (recruitment RPAs) and total workload (recruitment and non-recruitment RPAs).
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Analysis: During the past year, the region processed an average of 2.57 personnel actions per employee.  A considerable variance exists in the average human resources workload generated by West Region activities, ranging from 4.05 personnel actions per employee experienced at the Seattle District, USACE to levels below 2 personnel actions per employee at the Defense Language Institute, Dugway Proving Ground, and Ft. Lewis / Madigan Army Medical Center.

During this period, the region closed 0.41 recruitment actions per employee.  In other words, 41% of positions in the region (both permanent and temporary) were filled by a new incumbent during the year.  These placements included reassignments, promotions, and new appointments.  Again, a considerable variance in recruitment workload exists among West Region activities, ranging from levels exceeding 50% in the DCIPS community, Sierra Army Depot, and Dugway Proving Ground to the 25% level experienced at White Sands Missile Range.
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CLASSIFICATION

Classification actions are separated into three categories:  routine actions, non-routine actions, and realignments.  Routine actions involve existing positions, and require only a cursory classification review to ensure that the position is within the organizational alignment and conforms with current classification standards.  Non-routine actions involve the classification of newly established positions.  Realignments involve the movement of an existing position from one organization to another.  Performance assessments for routine and non-routine actions are based on the percentage of actions completed within the established DA standard.  This data reflects CPOC timeliness in reviewing existing position descriptions for adequacy and in classifying new positions.  Note:  Standards are not established for realignments, as timeliness is dependent on factors outside the CPOC’s control – realignment data is provided for information only.

Status
Routine Actions
Non-routine Actions
Realignments

Green
90-100% completed in standard (3 days)
90-100% completed in standard (20 days)
No Standard

Amber
75-89% completed in standard (3 days)
75-89% completed in standard (20 days)
No Standard

Red
< 75% completed in standard (3 days)
< 75% completed in standard (20 days)
No Standard
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Percentage of routine and non-routine classification actions processed within standard

Analysis:  During the first quarter, 89% of routine classification actions were processed within the established 3 day standard, exceeding both the West Region and Army average.  The average processing time for routine classification actions was 2 days, also well within the established 3 day standard.  81% of non-routine classification actions (13 of 16) were processed within the established 20 day standard, with an average processing time of 17 days.  The 300 actions submitted during the first quarter represent a 20% increase from the previous quarter, and created a backlog of 68 actions at the end of the first quarter.  Emphasis will be placed on eliminating this backlog during the second quarter. 
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Recruitment
Recruitment actions include all RPAs associated with filling vacant positions, including appointments, promotions, reassignments, etc., through both competitive and non-competitive procedures.  One performance assessment for this functional area is based on the percentage of referral lists the CPOC issues within established DA standards, measured from the date the RPA is received in CPOC Staffing.  This data reflects both the volume of recruitment activity and CPOC timeliness in issuing referral lists. 

Status
Referral Lists Issued

Green
90-100% issued within standard (5 days for Resumix Referrals, 30 days for DEU Referrals)

Amber
75-89% issued within standard (5 days for Resumix Referrals, 30 days for DEU Referrals)

Red
< 75% issued within standard (5 days for Resumix Referrals, 30 days for DEU Referrals)

Status
Fill Time

Green
Average days of 60 or less

Red
Average days greater than 60


       Percentage of referral lists issued within standard
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Total recruitment actions submitted /closed and ending balance

The average fill time for recruitment actions displayed below indicates the average time expended by each partner in the recruitment process (CPAC: initial processing; post selection job offer / CPOC:  classification and staffing activity / Manager:  making selection) – measured from the CPAC receipt of the RPA to the date the job is committed.  The DA goal for fill time is 60 calendar days. 
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The following graphics provide a percentage breakout of closed recruitment actions by source - i.e., filled through a Resumix referral, a Delegated Examining Unit Certificate, a non-competitive placement, or other (PPP, Career Program referral, etc.) - and average fill times for each source.  Comparative region-wide data is also provided.  
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Percentage of recruitment actions by recruitment source
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Average fill time by recruitment source

Analysis:  During the first quarter, the average fill time for recruitment actions improved to 21 days, far below the West Region average and the DA goal of 60 days.  This figure is particularly noteworthy because of two special recruitment efforts undertaken during the first quarter.  Through the partnering efforts of the WCPOC, the CPAC, and DLI managers, 17 recruitment actions were consummated to fully staff the newly established DLI fire station by the target date.  Additionally, 53 new, hard-to-fill positions were established during the quarter - 43 Security Guards and 10 Police Officers.  Again through partnering efforts, local marketing initiatives were developed and approval was received for advanced in-hire rates of pay for the Security Guard positions.  DLI selecting officials are focused on working through referral lists and making selections as quickly as possible.  The shortage of candidates available for hard-to-fill vacancies in the high cost Monterey area continues to impact referral timeliness.  51% of referrals were issued within established standards during the first quarter – a slight increase from the previous quarter, but well below prior performance levels.  Our continuing focus is to build applicant inventories for hard-to-fill positions with the continued use of advertising to attract candidates through both Resumix and Delegated Examining procedures, and to continue to improve the timeliness of referrals. 
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Non-Recruitment Actions and Awards
Non-Recruitment actions include all actions not associated with filling vacant positions, including changes in benefits, pay adjustments, within grade increases, name changes, etc.  The performance assessment for this category is based on the percentage of actions completed within the established DA standard of 5 days from the date the RPA is received in CPOC Staffing.  This data reflects CPOC timeliness in processing non-recruitment actions. 

Awards represent the largest category of non-recruitment actions, and are therefore reported separately.  Comparative data is provided to enable Commanders to evaluate their incentive awards program against West Region averages.  Note:  Monetary awards include performance awards, special act/service awards, and 

on-the-spot awards.

Status
Non-Recruit ActionsCompleted

Green
90-100% completed within standard

Amber
75-89% completed within standard

Red
< 75% completed within standard

Percentage of non-recruit actions processed within standard
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Total non-recruitment actions submitted/processed and ending balance
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Number of awards processed, percent of workforce recognized, and average dollar amount of award

Analysis:  81% of non-recruitment actions were processed within the established 5 day standard, paralleling the West Region average.  The average processing time of 6.6 days also approximates the West Region average.  In an effort to combat the steady increase in processing time experienced during the past year, we are developing standard automated production tools which will allow us to more efficiently manage these actions under MDCPDS.  
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Pay Discrepancies
Pay discrepancies are those inquiries received by the CPOC Payroll Resolution Team from employees, CPACs, Managers, and/or DFAS requesting corrections to personnel actions which have inadvertently affected an employee’s basic pay.  Emphasis is placed on resolving pay discrepancies within two weeks of the CPOC’s notification.  Our continuing goal is to eliminate pay discrepancies, and to ensure that all employees are paid correctly and timely.

Status
Pay Discrepancies

Green
0-0.5 discrepancies occurring within the quarter per 100 employees serviced

Amber
0.6-1 discrepancies occurring within the quarter per 100 employees serviced

Red
> 1 discrepancy occurring within the quarter per 100 employees serviced
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              Total pay discrepancies discovered                     Pay discrepancies per 100 employees serviced

Analysis:   Three pay discrepancies (0.21 per 100 employees) were discovered during the first quarter, significantly lower than the West Region average.  All three discrepancies were resolved within two weeks.  The vast majority of DLI employees are being paid timely and correctly. 

TRAINING

Training instances are entered into MDCPDS within seven days of receipt in the WCPOC.  The data is not reflective of actual training instances completed during a given quarter due to delays in forwarding training information to the WCPOC following the training event – typically thirty days or more.
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                Training instances recorded                                          Training instances per employee

Analysis:  Based on the training information provided by DLI to the WCPOC for processing, DLI accomplished 0.8 training instances per employee during the past four quarters, well below the West Region average.  

.
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DATABASE QUALITY

Database quality measures the correctness of employee and position data elements within the Modern Defense Civilian Personnel Data (MDCPDS).  The performance assessment for this functional area is based on the percentage of database discrepancies identified.

Status
Database Discrepancies

Green
< 3% database discrepancies

Amber
3-5% database discrepancies

Red
> 5% database discrepancies

                                                                                          Percentage of discrepancies based on elements checked

Analysis:  As a result of declining MDCPDS data quality across the region, we have been aggressively monitoring and correcting database discrepancies.  With only 104 discrepancies found, data accuracy for Defense Language Institute was at 99.78% at the end of the first quarter of FY02, an improvement over the fourth quarter FY01 data accuracy rate of 99.0%.  We will continue to aggressively monitor and correct database discrepancies.


AUTOMATION HELP DESK REQUESTS

Help Desk Requests include all work requests and problem reports submitted to the West CPOC automation help desk.  The established DA standard for completing help desk requests is three calendar days.


Status
Help Desk Requests

Green
90-100% completed in standard (3 days)

Amber
75-89% completed in standard (3 days)

Red
< 75% completed in standard (3 days)

                                                                                               Percentage of requests completed within standard

    [image: image28.wmf]Submitted

0

20

40

60

FY01

Q2

FY01

Q3

FY01

Q4

FY02

Q1

     [image: image29.wmf]Completed

0

20

40

60

FY01

Q2

FY01

Q3

FY01

Q4

FY02

Q1

     [image: image30.wmf]Ending Balance

0

1

2

FY01

Q2

FY01

Q3

FY01

Q4

FY02

Q1


Number of requests submitted, completed, and ending balance

Analysis: The number of Defense Language Institute help desk requests submitted in the third quarter of FY01 almost doubled from the previous quarter, and remained at about the same level until the first quarter of FY02.  The reason for this increase is directly related to the complexities of maintaining accounts for the various systems supporting MDCPDS, as well as the daily issues encountered by MDCPDS users.  We had expected an increase in help desk requests with the deployment of MDCPDS, but expected the number of requests to decline as users became familiar with this new system. The increased activity in the third and fourth quarters of FY01 had a negative impact on our ability to process requests in a timely manner, but fortunately the number of help desk requests submitted has begun to decrease.  This decrease has helped us improve our first quarter FY02 processing times and increased the percent of help desk request processed in standard to over 90%.
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