POSITION:	Personnel Management Specialist, GS-201-12  (0201-12)





0  1  2  3  4	1.	Developed and evaluated position descriptions for a wide variety of 		professional, clerical, and technical occupations.


0  1  2  3  4	2.	Serves as a work leader over a staff of personnel performing 


		personnel administration functions.


0  1  2  3  4	3.	Experienced in developing recruitment plans for a variety of 


		administrative, clerical and professional positions.


0  1  2  3  4	4.	Experienced in authenticating and documenting personnel actions.


0  1  2  3  4	5.	Experienced in using merit promotion procedures to fill a variety of 


		jobs paid from appropriated funds.


0  1  2  3  4	6.	Researched and analyzed a variety of publications to respond to 


		questions about recruitment and placement policies.


0  1  2  3  4	7.	Applied a variety of complex position classification guides and 


		standards.


0  1  2  3  4	8.	Experienced in using the DOD Priority Placement Program to fill a 


		variety of civilian positions.


0  1  2  3  4	9.	Experienced in determining entitlement to various employee benefit 


		programs based on civilian employment status.


0  1  2  3  4	10.	Advised mangers and supervisors of serviced organizations on a 


		variety of personnel administration issues related to recruitment 


		and selection.


0  1  2  3  4	11.	Provided training to staff members on recruitment policies and 


		procedures.


0  1  2  3  4  	12.	Provided training to staff members on policies and procedures 


		related to position management and classification.


0  1  2  3  4  	13.	Prepared correspondence responding to congressional and other 


		inquiries received 


		related to civilian personnel administration.


0  1  2  3  4  	14.	Used reduction-in-force (RIF) procedures to determine placement 


		rights of individuals affected by realignment or restructuring 


		actions.














