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LESSON 1

GENERAL CIVILIAN PERSONNEL 

MANAGEMENT RESPONSIBILITIES

OVERVIEW_______________________________________________________ 

Introduction

While the processes, computer programs and forms used to accomplish civilian personnel management business have changed with the introduction of regionalization, the basic personnel management responsibilities that supervisors must consider on a daily basis have not changed.  If anything, a through understanding and commitment to excel in these responsibilities has become even more important as we begin operations in this new environment. 

_____________________________________________________________________________

Purpose

This lesson describes the basic components of personnel management responsibilities in every supervisor’s job.

_____________________________________________________________________________

Objectives

After completing this lesson you should be able to – 
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· Identify the eight basic components of personnel management responsibilities in supervisory jobs. 

· Be able to recognize the tasks and programs that fall within each of the basic components. 

_____________________________________________________________________________

In this Lesson

This lesson contains the following maps:

Map Title
See Page 

Managing Positions and Pay 
1-2

Selecting and Assigning Employees
1-3

Evaluating Worker Performance
1-4

Training and Development of Employees
1-5

Incentive Awards
1-6

Maintaining Management-Employee Communications
1-7

Administering Constructive Discipline
1-8

Administering Leave
1-9

Practical Exercise #1
1-10/11

Managing Positions and Pay 

Introduction 
It is a manager’s responsibility to ensure that the grade/pay levels established in a unit are consistent with the duties assigned and are actually being performed by each employee.  If the work performed is at a higher or lower level than the job classification, then it is appropriate either to adjust the duties or to reclassify the job.  In establishing a new position in the unit, or in changing the duties of an existing position, the supervisor may be required to write or to amend a position description.  
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Supervisory Responsibilities

· Establish positions

· Review organizational structure periodically 

· Structure positions to allow for trainee jobs, career ladder jobs and developmental opportunities

· Review job descriptions for accuracy

· Implement classification survey results

______________________________________________________________________________

Selecting and Assigning Employees  

Introduction
With a mission to accomplish, goals to achieve and resources to manage, locating selecting, and retaining the best qualified employees is possibly the most important challenge facing a supervisor.  There are many ways to fill civilian jobs in the federal government and the laws and regulations governing the process seems almost endless.  This chapter will not attempt to identify all the rules, regulations and appointing authorities nor the exceptions to each.  Rather, this chapter will outline how civilian positions will be filled by the Civilian Personnel Operations Center  (CPOC) in the West Region. 
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Supervisory Responsibilities

· Selecting or recommending selections
· Explaining placement policies to employees
· Advising the CPAC on personnel needs
· Initiating appropriate personnel actions
· Conducting follow-up placement reviews 

· Assigning work

______________________________________________________________________________

Evaluating Worker Performance  

Introduction
One of the most important duties for a supervisor is managing employee performance.  Performance appraisals are very important to the career of federal civil servants.  They are used in a variety of critically important ways.  Performance ratings are one of the major factors used in making promotion selections and in determining who will receive  performance awards.  Performance ratings are also used during a Reduction-In-Force (RIF) and are a major factor in determining who keeps or loses a job.  Performance ratings also provide the basis for taking adverse actions in cases of poor performance – and can result in reduction in grade or even removal from federal service.  Consequently, establishing performance plans and appraising employee performance is a job that must be taken seriously.  
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Supervisory Responsibilities

· Developing performance standards for subordinates

· Periodic performance discussions with employees 

· Surveillance of new employees during probationary periods

· Taking appropriate action to improve sub-standard performance 

· Recognition of above standard performance

Training and Development of Employees

Introduction  
Training can develop basic skills, improve existing skills and help employees keep pace with the shifting demands of the job caused by changes in mission, rules, technology and organizations.  If an employee does not know what to do or how to perform a job properly, training can be very effective.    An important part of every manager’s job is developing the human resources at his or her disposal to ensure that current and future needs can be met.  
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Supervisory Responsibilities

· Determine employee training needs

· Provide training to enhance job skills

· Arranging for OJT

· Nominating employees for outside training

· Evaluating completed training

· Encouraging self-development

· Planning and conducting cross-training

· Assisting employees in career development

______________________________________________________________________________

Incentive Awards

Introduction 
The performance appraisal can affect employees in a number of ways – both positive and negative.   The supervisor is responsible for taking appropriate action based on the employee’s rating.  The Incentive Awards program allows for recognition and encouragement of outstanding performance.  The program allows the supervisor to demonstrate the high value that is placed on superior performance and achievement.   
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Supervisory Responsibilities

· Identifying above-standard performance

· Give appropriate formal or informal recognition

· Encouraging employees to submit suggestions 

· Participate as appropriate in awards ceremonies

______________________________________________________________________________

Maintaining Management-Employee Communications

Introduction 
The discovery that vital information apparently never got to top officials during the ill-fated launching of the space shuttle Challenger is a failure of a sort not known in business circles.  Fears that cold weather could cause problems for the solid-fuel rocket boosters apparently never reached top officials who made the final “go” decision, although the Morton Thiokol engineers familiar with the boosters were not afraid to suggest the shuttle should be delayed.  But managers at the national Aeronautics and Space Administration who heard those concerns apparently did not relay them to NASA’s top officials.  This tragic event goes to show how important communications can be to an organization. 
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Supervisory Responsibilities

· Advise employees on changes in mission, procedures, schedules or policies

· Conduct Staff meetings

· Answer employee’s questions on operational matters, procedures, or personnel matters

· Attend meetings conducted by higher officials

· Consult with employees or employee organizations on job related matters

______________________________________________________________________________

Administering Constructive Discipline

Introduction  
Maintaining discipline usually is not a problem within a work environment where reasonable rules and standards of conduct and performance are clearly communicated and consistently and equitably enforced.  Most employees are self-disciplined and cause few problems for management.  But problems are generated in many ways and even the best employee will be affected and react adversely to financial or family difficulties, an unrewarding job, or the lack of opportunity to move ahead in their careers.  Supervisors cannot be expected to resolve every employee problem in a manner that is beneficial to both the employee and the organization.  Some problems may be small and may be easily dispensed with while others may be of long standing and involve very complex issues.
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Supervisory Responsibilities

· Advise employees on standards of conduct and behavior

· Inform employees about pertinent administrative rules

· Establish a positive work environment

· Deal with behavior problems

· Attempt to resolve problems informally

· Initiate formal disciplinary actions when necessary

· Administer disciplinary action on a consistent and prompt basis

Administering Leave

Introduction
Many managers quickly discover that handling attendance and leave can become one of their most time consuming functions.  The manager’s job requires balancing the need to accomplish the work of the organization and accommodating employees who want time off the job for one reason or another.   Leave entitlements are an important part of the total compensation package for federal employees.  Employees earn sick leave and annual leave based upon their type of appointment and the number of hours they work.  This leave entitles them to take time off with pay from work for illness, vacation or personal matters.
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Supervisory Responsibilities

· Approve or disapprove annual leave, sick leave and/or emergency leave
· Excuse or charge for brief periods of tardiness
· Schedule vacation leave while balancing mission and organizational requirements
· Maintain records where abuse of sick leave may be a problem
· Take appropriate action when leave abuse occurs
PRACTICAL EXERCISE #1 – General Personnel Management 

                                                   Responsibilities
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Match each of the actions in the right column below, with the appropriate supervisory responsibility in the left column

Supervisory Responsibility 
Action

Managing Positions and Pay 


a. Advising the CPAC on personnel needs

b. Surveillance of new employees

c. Establish positions

d. Advise employees on changes in mission

Selecting and Assigning Employees


a. Conduct follow-up placement reviews

b. Review job descriptions for accuracy

c. Answer employee questions on operational matters

d. Inform employees about pertinent administrative rules

Evaluating Worker Performance


a. Give appropriate formal or informal recognition.

b. Deal with behavior problems

c. Consult with employees on job related matters

d. Develop performance standards for subordinates

Training and Development of Employees


a. Explain placement policies to employees

b. Take appropriate action to improve sub-standard performance

c. Answer employee questions on procedural matters.

d. Arrange for OJT

Incentive Awards


a. Develop performance standards for subordinates

b. Assist employees in career development 

c. Give appropriate formal or informal recognition

d. Establish a positive work environment



Maintaining Management-Employee Communications


a. Participate as appropriate in awards ceremonies

b. Conduct follow-up placement reviews

c. Conduct Staff meetings

d. Encourage employees to submit suggestions

Administering Constructive Discipline


a. Explain placement policies to employees

b. Conduct periodic performance discussions with employees

c. Deal with behavior problems

d. Take appropriate action to improve sub-standard performance

Administering Leave


a. Initiate appropriate personnel actions 

b. Assist employees in career development 

c. Consult with employees or employee organizations on job related matters. 

d. Maintain records where abuse of sick leave may be a problem.
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