LEVELS:	TASKS:


0  1  2  3  4       1.  Write reports, justifications, correspondence, instructions, narrative procedures, responses to complaints, etc.


0  1  2  3  4       2.  Explain federal job application procedures to applicants. 


0  1  2  3  4       3.  Experience in using the Defense Civilian Personnel Data System (DCPDS) to enter or access civilian personnel data.


0  1  2  3  4       4.  Use the OPM Guide to Processing Personnel Actions to document civilian personnel actions.


0  1  2  3  4       5.  Review incoming recruitment requests to determine appropriate source of fill (e.g., case examining, standing inventory, applicant supply, etc.)


0  1  2  3  4       6.  Develop content of vacancy announcements for federal employment/promotion using knowledge of recruitment sources, regulations, eligibility requirements, and qualifications.


0  1  2  3  4       7.  Rate applications using qualification standards, i.e. OPM Qualifications Standards for GS Positions and X-118C for WG Positions.


0  1  2  3  4       8.  Determine appointment eligibility of applicants such as Executive order (s), reinstatement, VRA, etc.


0  1  2  3  4       9.  Set pay in accordance with governing procedures.


0  1  2  3  4     10.  Apply provisions of DOD 1400.20-1-M, DOD Program for Stability of Civilian Employment.


0  1  2  3  4     11.  Utilize Part 351 of Title 5, Code of Federal regulations (CFR) to administer a Reduction in Force.


0  1  2  3  4     12.  Experience in using an automated RIF package such as RIF Runner, RIF Wizard, AutoRIF, etc.


0  1  2  3  4     13.  Provide technical advice and assistance to others in resolution of difficult staffing problems. 


0  1  2  3  4     14.  Work well with others and promotes team harmony.


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


0  1  2  3  4     16.  Keep supervisor informed of work progress and significant developments.








