





POSITION:	PERSONNEL STAFFING SPECIALIST, GS-0212-11, (OR GS-09 TARGET TO GS-11)  





0  1  2  3  4	1.	Provide technical advice and assistance to others in resolution of 


		difficult staffing problems.


0  1  2  3  4	2.	Apply a thorough and comprehensive knowledge of recruitment 


		and placement principles and concepts.


0  1  2  3  4	3.	Demonstrate sound working knowledge of other functional areas of 


		civilian personnel.


0  1  2  3  4	4.	Evaluate trends in mission, technology, manpower and fiscal 


		resources and other factors influencing future staffing needs.


0  1  2  3  4	5.	Perform position recruitment tasks (fill positions) using direct hire 


		authority.


0  1  2  3  4	6.	Process Standard Form 52 actions.


0  1  2  3  4	7.	Set pay in accordance with governing procedures.


0  1  2  3  4	8.	Rate and rank applications by correctly applying appropriate 


		qualification standards.


0  1  2  3  4	9.	Develop crediting plans and/or KSAs.


0  1  2  3  4	10.	Administer special employment programs (e.g., FEORP, VRA, 


		PPP, etc.).


0  1  2  3  4	11.	Work well with others and promote team harmony.


0  1  2  3  4	12.	Provide training and or instruction to employees.


0  1  2  3  4	13.	Prepare job announcements.


0  1  2  3  4	14.	Communicate effectively orally with others.


0  1  2  3  4	15.	Work independently to plan and accomplish own work as well as 


		work of team members.


0  1  2  3  4	16.	Write reports, justifications, correspondence, instructions, narrative 


		procedures, responses to complaints, etc.


0  1  2  3  4	17.	Provide excellent customer service.


0  1  2  3  4	18.	Work under pressure to meet deadlines and suspenses.


0  1  2  3  4	19.	Assist with development of and support recruitment and placement 


		program goals and objectives.


0  1  2  3  4	20.	Keep supervisor informed of work progress and significant 


		developments.


0  1  2  3  4	21.	Participate in special recruitment events such as college 


		recruitment and job fairs.


0  1  2  3  4	22.	Demonstrate a thorough and comprehensive knowledge of 


		recruitment procedures under a delegated examining authority.  


0  1  2  3  4	23.	Administer external recruitment action for assigned area of 


		responsibility. 


0  1  2  3  4	24.	Maintain and administer applicant supply file for non-competitive 


		eligibles.  


0  1  2  3  4	25.	Analyze and interpret regulations, policies, guidance, standards, 


		instructions, etc., to accomplish duties.  





