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Human Resource Management Program

1st Quarter FY03 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
FY02 2nd Qtr

FY02 3rd Qtr

FY02 4th Qtr

FY03 1st Qtr
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Amber










Classification Actions (Non-Routine)
Amber

Amber

Amber
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Recruitment Actions (Referral Lists Issued)
Red

Red

Red

Red










Recruitment Actions (Fill Time)
Green

Green

Green
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Non-Recruitment Actions
Red

Green

Amber

Amber










Pay Discrepancies
Green

Green

Red

Red










Database Quality
Green

Green

Green

Green










Automation Help Desk Requests
Green

Green

Amber

Amber

Analysis:  Despite the fact that the volume of workload has almost doubled since the levels experienced one year ago, improvements in virtually all performance indicators were realized during the first quarter FY 03.  Particularly noteworthy were the continuing improvements in the percentage of referral lists issued within established standards, now at 59% compared to 22% one year ago, and the average time required for the WCPOC to issue a referral list, now at under 18 days compared to 46 days one year ago. 

An overall average fill time of 60 days was realized during the first quarter, meeting the Army objective.  However, average fill time was dramatically inflated by the closure of aged (over 90 days old) recruitment actions.  The average fill time of the 570 aged recruitment actions closed during the first quarter was 171 days.  An average fill time of less than 27 days was realized for recruitment actions closed within 90 days.  The elimination of aged recruitment actions is the key to improved average fill time.  

Improvements from the previous quarter were also noted in the percentage of non-routine classification actions processed within the established standard (79%) and the average time to process non-routine classification actions (under 20 days), despite the fact that 62% of older, backlogged classification actions was eliminated during the quarter (639 reduced to 245).  The percentage of non-recruitment actions processed within the established standard improved for the fourth consecutive quarter, and average processing time improved dramatically, from approximately 7 days in each of the past three quarters to 3.6 days.  The number of pay inquiries received was the lowest in the past four quarters, and timely resolution of inquiries is expected to improve through the use of the Pay Problem Reporting Tool (PPRT) in ART which was deployed at the end of the quarter.

Our steady progress is attributable to several factors, among them being the completion of our physical reorganization during the quarter which eliminated the need for inadequate, temporary work stations, the completion of our massive recruitment effort which has resulted in our being staffed at almost 100% of authorizations, and the increasing competencies of our trainees – a group which still comprises approximately 50% of our CFD workforce.  Further improvements are obviously necessary to attain the level of service we seek, but we are moving in the right direction, and are confident that we can achieve our objectives.

Other significant events which occurred during the quarter included continued work on the Resumix Skills Handbook, with SMEs from the Seattle and Portland Districts, USACE, DCIPS, and CCAD contributing their efforts; negotiations with our labor partners over ACCESS to Resumix, the discontinuance of distributing NPAs for annual pay adjustments, and the migration to Centralized Resumix; DCA training conducted for SPD and DCIPS managers; and a large-scale data clean-up effort in preparation for the forthcoming Modern to Modern deployment.
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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 2.63 personnel actions per employee.  A considerable variance exists in the average human resources workload generated by West Region activities.  Excluding estimated data for activities which transitioned during FY 02, workload volume ranged from 4.35 personnel actions per employee experienced at the Walla Walla District, USACE to levels below 2 personnel actions per employee at the Defense Language Institute, Dugway Proving Ground, and White Sands Missile Range.  During this period, the region closed 0.4 recruitment actions per employee.  In other words, 40% of positions in the region (both permanent and temporary) were filled by a new incumbent during the past year.  These placements included reassignments, promotions, and new appointments.  Again excluding estimated data for transitioning activities, a considerable variance in recruitment workload exists among West Region activities - ranging from 60% at Fort Irwin to 35% at several activities.  DLI averaged 1.91 total personnel actions and .49 recruitment actions per employee during the past year.
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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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Total classification actions submitted/processed and ending balance
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Percentage of routine and non-routine classification actions processed within standard

Analysis:   189 actions were received during this quarter, down from a record high of 373 received last quarter.  This was a 49% decrease in workload, and dropping back for the first time in the past year.   Almost all of the actions were processed during the quarter, with the balance at the end of the quarter of only 9, compared to 31 last quarter. This reflects the completion of the A-76 study in the DOIM and other re-organizations.

89% of the routine classification actions were processed within the established 3 day standard, with an average processing time of 1.4 days significantly better than the West Region average of 2.5 days and the Army average of 2.16 days. 

64% (9 of 14) of non-routine actions were processed within the established 20 day standard, longer than either the West Region or DA averages this quarter.  This was the result of two classification advisories that required significant coordination with the Command Group in order to arrive at a good resolution for the proposed job descriptions.   In addition, there was significant discussion about positions for the CPAC regarding their reorganization.  
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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.  

  [image: image14.wmf]Recruitment Actions by Source-DLI

14%

1%

11%

61%

53%

50%

41%

3%

13%

7%

13%

1%

22%

33%

35%

43%

0%

20%

40%

60%

80%

100%

FY02 Q2

FY02 Q3

FY02 Q4

FY03 Q1

Delegated Examining

Non-Competitive

Resumix

All Others

   [image: image15.wmf]Recruitment Actions by Source-Region

12%

10%

12%

17%

33%

30%

29%

52%

44%

45%

46%

13%

13%

13%

9%

22%

0%

20%

40%

60%

80%

100%

FY02 Q2

FY02 Q3

FY02 Q4

FY03 Q1

Delegated Examining

Non-Competitive

Resumix

All Others


Percentage of recruitment actions by recruitment source

  [image: image16.wmf]Fill Times by Source-DLI

109

158

152

265

11

21

30

29

21

39

49

75

15

24

51

34

0

50

100

150

200

250

300

FY02 Q2

FY02 Q3

FY02 Q4

FY03 Q1

Delegated Examining

Non-Competitive

Resumix

All Others

   [image: image17.wmf]Fill Times by Source-Region

145

122

103

102

31

24

24

21

75

73

78

74

31

38

43

38

0

20

40

60

80

100

120

140

160

FY02 Q2

FY02 Q3

FY02 Q4

FY03 Q1

Delegated Examining

Non-Competitive

Resumix

All Others


Average fill time by recruitment source

Analysis:  147recruitment actions were submitted during the first quarter, a 16% decrease from the 175 submitted during the first quarter.  82 referrals were issued this quarter.  62% of referral lists were issued within established standards - the best performance level during the past year, and exceeding the West Region average.   The overall average fill time of 75 days a significant increase from last quarter was a result of two things.  38 aged actions (over 90 days old) were closed during the quarter with an average fill time of 222 days.  The average fill time for the 109 recruitment actions closed within 90 days was 25.2 days.  This increase is reflected in CPOC as well as Manager’s time.  The CPOC’s increase in time is a result of preparation for RIF and as predicted last quarter, the number of actions being held for RIF.  Manager’s increase is a result of an increase in time for processing teachers (i.e. results of languages proficiency tests, work permits, and other administrative items associated with employing non-citizens.)   The team continues to work the 88 backlogged actions from the previous quarter.  
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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:  The volume of non-recruitment actions (276) shows a steady increase over the past year.  80% of non-recruitment actions were processed within the established 5-day standard during this quarter, slightly less than last quarter.  The average processing time for non-recruitment actions was 3.68 days – well within the established standard and markedly better than the previous three quarters.  

81% (1256) of DLI employees were recognized with monetary awards during the past year with an average amount of $1123 compared to the Region averages of 74% and $792.  In addition, 27.2% (426) received time off awards and 3% (47) received quality step increase.   
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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:  29 pay inquiries (1.8 per 100 employees) were received during the first quarter, 40% less than the previous quarter.  All 29 received were resolved within two weeks of receipt in the WCPOC

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: We continue to aggressively monitor and correct database discrepancies in MDCPDS.  With 653 discrepancies found, data accuracy for the Defense Language Institute was at 98.77% for the first quarter of FY03, an increase from the fourth quarter FY02 data accuracy rate of 98.47%.  The majority of these discrepancies were due to a change in the Civilian Type code, and are currently being corrected.  In conjunction with our migration to Centralized MDCPDS next quarter, we are placing an even higher emphasis on database quality.  We are working to reach our goal of 100% data accuracy.
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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
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Analysis:  The number of Defense Language Institute help desk requests submitted remained about the same over the past three quarters.  All but two requests were completed, with 79% of all requests completed within standard.  This was a significantly lower percent in standard then the region percent in standard, and we will work hard next quarter to improve.
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