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COE SAVANNAH ANNEX

1.  Problem/Issue:  Equity of Classification – Clerk and Administrative Positions  

2.  Analysis/Discussion:  With current automation requirements (CEFMS and MDPDS), the Commander feels there should be some consistency among the grades of the administrative/clerical positions. There has been some grade creep among the administrative positions.  With regionalization, a lot of the HR processing responsibilities have been passed on to the managers and on down to the administrative staff.  Some of the Division Managers have employed contractors to conduct classification reviews of some of their administrative positions, resulting in upgrade of some positions.  Because this has not been done for all the administrative positions, this has resulted in inconsistency among the divisions and increasingly low morale of the administrative staff.  The CPAC conducted a cursory review of GS-4 through GS-7 level job descriptions and found many that are outdated and require updating/rewrite.

3.  Recommended Action w/Milestones: 

We have recommended and the Commander has agreed to conduct a position review of all (65+) administrative support staff positions.  As the CPAC staff is not resourced to conduct such a review, the Commander has determined that an outside party will be used.  The SC CHR Regional Director has agreed to provide CPOC personnel to complete the review.  Specific timelines will be established in coordination with the SC CPOC.

Additionally, all proposed/new/amended job descriptions must be staffed through the Position/Organization Management Committee (POMC).  This committee consists of Senior Leaders/Div Chiefs. Its purpose is to review any action that may impact the organizational structure of the district.  Feedback and recommendations are provided to the Commander to assist with his decision to support or disapprove the action.  Before the manager can present his/her proposals to the committee, the action must be staffed with his/her servicing CPAC specialist.
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1.  Problem/Issue:  Training Supervisors in HR Responsibilities  

2.  Analysis/Discussion:  With regionalization, the managers have assumed a lot of HR processing responsibility.  It is difficult for them to stay abreast of HR policies, changes, etc., in addition to carrying out their day-to-day managerial responsibilities.  We find that many managers avoid taking disciplinary action until it becomes a major problem.  This creates problems in that managers want to take more drastic action without going through progressive discipline. 

3.  Recommended Action w/Milestones: 

HR now issues a monthly newsletter for supervisors and a separate one for all employees.  In the supervisory bulletin, we address different HR issues to keep the supervisors informed.  (Ongoing)

In FY05, HR will offer refresher training for supervisors.  Depending on funds and availability of the conference room, these sessions will be offered on a monthly basis.  HR will use this forum to address common HR issues and invite managers to share their lessons learned, etc.  In this forum, HR will be able to address discipline problems and train on performance management.
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Sustain/Maintain:

     a.  Recently, we conducted a refresher DCA training session for our managers.  Trish Huck, Senior CPOC Classifier, conducted the class and we received good comments/feedback about the class.  We will continue to offer these classes as frequently as we can.

     b.  We have always received a lot of support from the CPOC Classifiers and get them involved early in the process of any major reorganization or position management issues.  

     c.  The HR monthly newsletter has been a useful tool in communicating HR information.  We have received a lot of positive feedback from the senior leaders as to our communicating HR issues.  These newsletters serve as a resource for the managers.

