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INTRODUCTION
The position is located in the office of the Director, Division of Quality and Compliance, Human Capital Management Group, Office of Operations Management.  The purpose of this position is to support the DQC in its mission to evaluate the overall effectiveness and statutory/regulatory compliance of the CMS delegated human resources program and policies.  The incumbent functions primarily as the central operations person and performs a wide variety of administrative management activities in support of the Division,  including assisting in the planning, developing, and monitoring of activities related to the Division’s operations, administrative budget, space and facilities, timekeeping, and internal and external partnership activities.
MAJOR DUTIES AND RESPONSIBILITIES
Plans, develops, and monitors a variety of activities in support of the Division’s operations.  Serves as the Division office manager and ensures that the activities of the Division are performed effectively and efficiently. Performs all office management duties independently, to include analytical functions that enhance administrative, communication and organizational effectiveness.

Serves as a member of HCMG workgroups on issues that cut across HCMG divisions, OOM, and CMS.   Makes suggestions for and prepares agenda items, summarizes meetings, and makes recommendations to other workgroup members. 
Performs or participates in a variety of administrative, program, and management studies, analyzes findings, and makes recommendations to Division management.  Conducts studies and projects for the division, including issues related to budget, facilities management, partner activity reporting/milestone event tracking. 

Participates in examining new or proposed recommendations in the operating procedures to improve or resolve issues related to the operations of DQC.
Prepares and executes the Division’s administrative budget and tracks the availability and status of administrative and facilities related funds.

Researches background data in preparation for meetings and conferences and provides the Director/Deputy with appropriate resource information. Prepares graphs, charts, and statistical data for oral or written presentations to senior level management within the HCMG.
Manages the correspondence system for the Division and expedites replies to inquiries concerning subjects that are of high priority or interest to Division management and staff.  Responds to routine correspondence and Freedom of Information (FOIA) requests that concern program documents and records.  Analyzes a wide variety of sensitive program related correspondence to determine remedial action required. 
In support of the CMS human resources accountability program, the incumbent performs the following duties:

· Assists DQC management and specialists in reviewing delegated examining (DE) and Merit Promotion (MP) files for compliance with applicable law, regulation and policy by:
· Conducting initial review to determine that all required documents are complete and included in file; follows-up with operations divisions to obtain missing documents or correct incomplete documents;
· Noting obvious errors or deficiencies in files for further review and determination by DQC HR Specialist;
· Reviewing Personnel Actions in file for correct data, including Nature of Action, Nature of Action Code, Legal Authority Code, Remarks, etc.
· Assists DQC management and specialists in reviewing other HR programs, such as benefits processing, classification, pay administration, etc., by gathering data from personnel records (E-OPF, CAPHR, USASTAFFING, etc.) at the direction of an HR Specialists conducting the review.
· Establishes and maintains database of errors and deficiencies, by type and by Specialist, sufficient to allow management to determine areas in need of additional training or review.
· Establishes and maintains tracking system for monitoring Human Capital Management Group (HCMG) staff training requirements and certifications to ensure training requirements are met and certifications are current;
· Assists DQC in developing HR policy by maintaining files of current policies and monitoring deadlines for HR Specialists in developing revisions.
· Monitors schedule of DQC recurring reports and assists DQC management and Specialists in assembling data for on-time submission of reports;
· Assists DQC in responding to requests for data, documents, and processing personnel actions from outside organizations such as OEOCR, Workforce Compliance Group; OPM; EEOC; MSPB; etc.  Directs requests to appropriate HR Specialist and follows-up to ensure response is timely and complete.
· Provides general office support to DQC, maintaining time and attendance records, office supplies, etc.  Assists Division Director with scheduling, monitoring deadlines, responding to inquiries, etc.
Factor 1 – Knowledge Required by the Position

Knowledge of the Division’s operating requirements and knowledge of the functional responsibilities of the Division and other CMS components for use in completing a variety of assignments.

Skill in researching, analyzing, summarizing, and disseminating a variety of information to meet the goals and objectives of the Division.
Knowledge of, and skill in applying, a comprehensive body of HR rules, procedures, and technical methods sufficient to:

· Carry out limited projects;

· Analyze a variety of routine facts;

· Research  minor complaints or problems that are not readily understood; and

· Summarize HR facts and issues.

This position requires knowledge of comprehensive HR rules, procedures, and technical methods as embodied in the Delegated Examining Handbook, Guide to Processing Personnel Actions, Guide to Personnel Data Standards, and Departmental and CMS policy.  The incumbent reviews files for completeness and reviews documents for readily apparent errors, miscoding, incorrect data, etc.  Incumbent summarizes these issues for further review by higher graded HR Specialist.  

Position also requires knowledge of scope and responsibility of all HR areas sufficient to determine sources of information for recurring reports and for responding to requests for information or personnel actions.
Factor 2 - Supervisory Controls
The supervisor makes assignments by outlining or discussing issues; and defining objectives, priorities, and deadlines. The supervisor provides assistance in unusual assignments that do not have clear precedents. 

The employee independently:

· Plans the work;

· Resolves problems;

· Carries out successive steps of assignments;

· Makes adjustments using established practices and procedures;

· Recommends alternative actions to the supervisor;

· Handles problems and/or deviations that arise in accordance with instructions, policies, and guidelines; and

· Refers new or controversial issues to the supervisor for directions.
The supervisor reviews work products such as:

· DE/MP case files prepared for review;

· Responses to outside requests for data or information;

· Reports of training and certifications due for staff;

· Data assembled for recurring reports;

for technical soundness, appropriateness, and conformity to policies and requirements.
Factor 3 - Guidelines
The employee uses guidelines that have gaps in specificity and are not applicable to all work situations.  Guidelines often lack specificity or are not completely applicable to the work requirements.  While many guidelines are available, such as the DEU Handbook, Guide to Processing Personnel Actions, etc., not all situations are covered.  Actions referred to the DQC by other offices, such as actions resulting from EEO complaints or settlements, will not always be covered by specific instructions.
The incumbent will need to use judgment to select the most appropriate guideline and decide how to complete the various transactions or reports.  For example, this includes using judgment to:

· Gather and organize information for inquiries; and

· Resolve problems referred by others.
Factor 4 - Complexity
The work is diverse in nature and involves completion of assignments associated with the effective and efficient management of administrative functions within the Division.  Assignments may require the incumbent to be creative in identifying solutions and developing recommendations to unusual problems.

The nature of the assignments involve work consisting of different and unrelated steps in accomplishing HR assignments and processes.  The employee must analyze factual data, identify the scope and nature of the problems or issues, and determine the appropriate action from among many alternatives.  The employee identifies and analyzes HR issues and/or problems to determine their interrelationships and the appropriate methods and techniques needed to resolve them.

For example, in reviewing a DE case file, the employee must determine whether deficiencies are simply a result of missing information that is readily obtainable, or a procedural error indicating a violation of law or regulation that must be referred to a high graded Specialist for investigation and resolution.
Factor 5 - Scope and Effect
The incumbent relieves the supervisor of as many technical activities and administrative duties as possible, assuring duties are accomplished effectively and in accordance with established procedures.   The degree of efficiency with which duties are performed contributes to the supervisor’s effectiveness in managing the operation.

Work involves treating a variety of routine problems, questions, or situations within the HR office and resolving problems using established procedures.  The work has a direct effect on the quality and adequacy of employee records, program operations, and services provided through the HR office.  In particular, this position plays a significant role in ensuring that the services provided by the HR office are done so in a manner that fully complies with civil service law, regulation, and agency policy.  As such, the work affects the social and economic well being of persons serviced through the HR office.
Factor 6- Personal Contacts

Personal contacts involve employees and managers in the agency, both inside and outside the immediate office or related units, in a moderately structured setting.  Contact with employees and managers may be from various levels within the agency, such as headquarters, regions, or other Divisions at the same location.
Factor 7 - Purpose of Contacts
The purpose of contacts is to plan, coordinate, or advise on work efforts, or to resolve issues or operating problems by influencing or persuading people who are working toward mutual goals and have basically cooperative attitudes.  For example, incumbent advises higher level Specialists on preliminary findings from initial review of DE files for completeness and compliance.  Also, incumbent coordinates with other divisions to obtain HR information necessary to assemble complete, accurate reports for outside organizations.
Factor 8 - Physical Demands
No unusual physical demands are required.  Some travel may be required.
Factor 9 - Work Environment
Work is performed in an office setting with no environmental stresses.

