Human Resources Assistant (Office Automation) Standard Job #203-05
GS-0203-05

A Major Duties

Typical, but not all-inclusive, duties are illustrated by performance of any combination of the
following:

Processing

Processes a full range of recurring personnel actions for WG, GS, SES and SL

positions, including various types of appointments, separations, promotions, changes to
lower grade, transfers, within grade increases, or mass change actions; reviews personnel
action requests for accuracy and completeness.

Determines the appropriate nature of action, regulatory authority, and salary to be entered
on personnel action requests and supplies necessary codes. Enters the information into
the automated data system.

Establishes Official Personnel Folders; when necessary, obtains a consolidated record
of prior Federal service.

Answers basic questions about personnel actions and pay; verifies employment.
Staffing and Classification

Reviews AD-332, Position Description Cover Sheet, for accuracy; distributes position
descriptions.

Prepares vacancy announcements by modifying or updating standardized portions of
previous announcements.

Employee Development
Assists Human Resources Specialists in performing a number of training and employee
development activities, including the identification of training needs, course design, and

the determination of learning objectives.

Arranges in-house and contract training logistics, ensuring that instructors and
participants have needed equipment and classroom space.

Enrolls employees in training courses.
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Policy/Employee Relations

Provides staff support for one or more specific personnel programs or issue areas (e.g.,
leave donor program, ethics, SES, labor/employee relations, awards, T&As, etc.).
Maintains files, logs, and tracking systems; assists with report preparation; prepares
correspondence.

B. Evaluation Factors

1.

Knowledge Required by the Position (FLD 1-3: 350 points)

Knowledge of basic staffing operations and principles (e.g., recruitment sources;
locally established staffing priorities and practices) to initiate and coordinate the
filling of a variety of recurring vacancies.

Knowledge of employee development principles and potential subject matter
resources to perform technical support work.

Knowledge of applicable regulations, precedents, and agency directives
concerning the specific programs or subject areas to which the incumbent is
assigned (e.g., staffing, classification, incentive awards, employee relations, etc.).

Knowledge of commonly used personnel forms, record keeping procedures, and
filing practices.

Ability to speak and write effectively.

Knowledge of automated systems and data bases relevant to the assignment area
and the ability to manipulate those systems (i.e., the ability to input/extract
information); a qualified typist is required.

Supervisory Controls (FLD 2-2: 125 points)

The supervisor or designee outlines specific tasks to be performed, establishes
deadlines and priorities, and explains new procedures and changes in policies.

The incumbent follows established procedures in completing recurring tasks.
Deviations, problems, and unfamiliar situations are referred to either the
supervisor or more senior employee.

Work is reviewed for technical accuracy, timeliness, and conformance with
instructions.
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3.

6/7.

Guidelines (FLD 3-2, 125 points)

Guides include desk manuals, work samples (e.g., previous vacancy
announcements), case precedents, classification and qualification standards,
agency directives, data processing manuals, and established office procedures.

The incumbent must exercise judgment in selecting the proper guidelines to
follow and then applying them to individual cases. When guidelines are
nonexistent or contradictory, the incumbent will consult with the supervisor or
Human Resources Specialist.

Complexity (FLD 4-3, 150 points)

The assignment involves a variety of clerical and administrative tasks in support
of various personnel programs and processes. In accomplishing the work, the
incumbent must be aware of applicable laws and regulations and make sure that
all actions taken are in compliance with established guidelines. Must

exercise judgment in identifying the scope of a specific problem or issue and
determining what needs to be done. The appropriate method or course of action is
not always apparent, but must frequently be selected from various possibilities.
Flexibility is needed to shift from one task to another in response to shifting
priorities.

Scope and Effect (FLD 5-2: 75 points)

The purpose of the work is to provide a wide variety of personnel services for
employees in the REE mission area.

The accuracy and timeliness of the work performed have a direct impact not only
on the professional welfare and career objectives of the employees serviced, but
may also affect the efficiency of further processes or services provided by the
Human Resources Division.

Personal Contacts (Level 2B: 75 points)
and Purpose of Contacts

Contacts are generally with all levels of employees, supervisors, union
representatives, and administrative staffs in the agencies serviced. Some contacts
may also be established with employees in other Federal agencies or in State or
local government offices, with employees affiliated with schools or universities,
or with the general public.
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Contacts are established primarily to provide advice and assistance on personnel
matters, exchange information, resolve problems, and solicit cooperation. On
occasion, considerable tact and patience may be required in approaching or
responding to irate or uninformed individuals.

8. Physical Demands (FLD 8-1: 5 points)

The work is primarily sedentary. Some walking, standing, bending, and carrying
of light items may be required.

9. Work Environment (FLD 9-1: 5 points)
The work is performed in an office setting.
C. Other Considerations (Check if applicable)

Supervisory Responsibilities (EEO Statement)

Training Activities - Career Intern, Student Career Experience Program
Motor Vehicle or Commercial Driver's License Required
Pesticide Applicators License Required
Safety/Radiological Safety Collateral Duties

EEQ Collateral Duties

Drug Test Required

Vaccine(s) Required

Financial Disclosure Required

Special Physical Requirements/Demands

Other:
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TOTAL POINTS: 910
(GS-5 RANGE: 855 — 1,100 PTS)
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