Personnel Clerk

 GS-203-5

I. INTRODUCTION

This position involves personnel clerical duties for processing personnel actions in the personnel/payroll system or in controlling personnel records.

II. MAJOR DUTIES AND RESPONSIBILITIES

Processes official personnel actions for an organizational segment with GS employees primarily in career-conditional, career, temporary, and limited appointments and a few excepted appointments; provides clerical support for recruitment activities.

· Processes a full range of recurring personnel actions for GS positions such as: appointments, separations, promotions, changes to lower grade, reassignments, transfers, or mass change actions. Reviews personnel action requests for accuracy of agency code, existence and adequacy of supporting documents, appropriateness of the regulatory authority and the proposed action cited in relation to the intended purpose. Completes missing items such as date for completion of a temporary (NTE) appointment, and resolves discrepancies. Follows up on suspense dates. Codes personnel data for automated system.  Checks the accuracy of computer-generated actions.

· Assists in recruitment activities by preparing/sending employment inquiries to applicants, arranging interview schedules, directing applicants to appropriate offices for interviews, arranging for physical examinations, verifying veterans’ preference, and arranging for EOD dates. Annotates OPM certificate to show actions taken, assuring the “rule of three” and veterans’ preference requirements are met. Confirms reporting dates using form letters.

· As appropriate for new appointments, assists in completion of investigation forms; explains pay rate; determines creditable service (SCD) for leave; has employee complete handicap code; sends packet of Federal employee benefits brochures and forms, service record, and time cards to the appropriate administrative offices; and schedules employees for orientation. As appropriate for employees who are retiring, resigning, or being separated, explains conversion of health and life insurance; explains option to obtain refund of retirement deductions; provides form to apply for unemployment compensation; and prepares records of Federal service for retirement purposes.

· Answers questions regarding status of pending actions and verifies employment. Resolves processing problems such as failure to be promoted on the expected effective date or irregularities in pay checks.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-3 350 points

Knowledge of the Federal personnel regulations and procedures to analyze situations, answer basic inquiries, and resolve minor technical discrepancies.

Knowledge of personnel forms and DOE terminology and procedures to process personnel and/or payroll actions.

Knowledge of personnel record-keeping procedures and the organizational structure to maintain personnel references and/or organization files.

Knowledge of the Privacy Act and Freedom of Information Acts to assure confidentiality of documents and records and to safeguard all personnel and payroll information.

Factor 2 - Supervisory Controls 





FL 2-2 125 points

The employee serves under the direction of a supervisor or higher-graded employee, who defines objectives, priorities, and deadlines and who assists the employee with unusual situations that do not have clear precedents. Takes initiative in performing assignments, following established instructions, policies, and practices. Work is reviewed for accuracy and compliance with instructions. A closer review of the work is made as assignments become more difficult or unfamiliar.

Factor 3 - Guidelines 






FL 3-2 125 points

Guidelines include the Federal personnel regulations and Departmental procedures. The employee selects and applies guidelines according to circumstances of the specific case. Refers to the supervisor or a higher-graded employee when guidelines are not applicable or deviations are necessary.

Factor 4 - Complexity 






FL 4-3 150 points

The employee performs the full range of clerical personnel assignments, involving different and unrelated processes/procedures.  Employee identifies the situation or problems involved, then determines if additional information is necessary and /or if applicable precedents exist. The employee considers any interrelationship with other personnel matters.

Factor 5 - Scope and Effect 





FL 5-2 75 points

The work performed provides routine technical support to staff specialists. It affects the accuracy and reliability of personnel functions and the quality of service that the office provides.

Factor 6 - Personal Contacts 





FL 6-2 25 points

Contacts include all levels of employees, supervisors, and administrative staffs in the organizations serviced, and/or field offices.

Factor 7 - Purpose of Contacts 





FL 7-1 20 points

Contacts are to answer basic questions, provide standard instructions, and ensure that all documentation is in order.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 880

This position is non-exempt from coverage under the Fair Labor Standards Act.

