Career Program CP10:  Civilian Human Resources Management

DEFINITION:  
Career Program 10 (CP10) is a civilian career program for Department of the Army Civilians who work in the Civilian Human Resources (CHR) field.  CP10 Careerists are Human Resources consultants, practitioners, policy makers, facilitators and strategic planning partners at all levels Army-wide.  The CP10 Program provides Army Careerists with the tools necessary for professional development such as training, special assignments and programs.  
Career Program Designation:

Managers assign Career Program designation to positions based on a comparison of duties and assigned responsibilities to the description of CP10 Civilian Human Resources Management duties and responsibilities below. When the preponderance of duties are representative of those described below, the position description should be coded CP10 and this decision reflected in both FASCLASS and in the Defense Civilian Personnel Data System.  When questions arise over the appropriate Career Program designation – the manager should contact the CP10 Career Program Management Office staff at: usarmy.belvoir.ag1cp.mbx.cp-10proponency-office@mail.mil for guidance.  The servicing CPAC HR advisor can assist in documenting the career program designator as required.
Occupational Series Exclusive to CP10:  None 
Occupational Series Assigned To CP10:

	201
	203
	299
	301
	303


CP10 Duties and Responsibilities:

· Classification and Recruitment & Placement (R&P) – Most operating level HR Specialists (or Assistants who aspire to become Specialists) are assigned this dual-function classification and staffing role to process Requests for Personnel Actions (RPAs).   This role is essential in closing employment and competency gaps for serviced organizations.  As many as 70-75% of CPAC employees are focused on RPAs.

· Employee and Labor Relations – Approximately 15-20% of operating level HR Specialists help serviced organizations sustain their workforce by providing information and advice on Labor Relations and Management Employee Relations.  These specialists are also “dual-function”.

· Senior Specialists – Some CPACs have a sufficient volume of work in a single HR technical function to warrant the establishment of “senior specialist” positions in classification, staffing, labor relations, or management-employee relations.

· Human Resources Development – Each Regional Director provides employee development and training services through a staff of HR Specialists who focus on the Human Resources Development function.  

· Information Systems – Each Regional Director provides support for HR tools and automated systems through a staff of HR Specialists who focus on Information Systems.

· Other Specializations – CPACs must also administer or coordinate other HR programs and functions including Workers’ Compensation and Benefits.  These functions are often performed by single-function specialists, and benefits administration has been consolidated at the Army Benefits Center – Civilian, which is located at Ft. Riley, KS.

· Supervisors – At the operating level supervisors are needed to direct all of the above job roles as well as the RPA processing function.

Staff roles vary considerably by organization, but they can include:

· Senior Specialists and Experts in a single HR function who develop, supplement, and administer civilian HR policy.  Some specialists also administer new and emerging HR programs while others develop, deliver, and evaluate civilian HR training.

· Dual-function Specialists and Experts who conduct program development or evaluation activities, who lead or serve on special project teams, and who support Army leaders in transforming the civilian HR community.

· Supervisors and team leaders of either single-function or dual-function HR specialists.
HR Core Competencies (Tier I) – Technical areas of knowledge, skill, abilities, and other characteristics (non-technical, e.g., interpersonal skills) required by all CP10 positions for the successful execution of critical tasks associated with CP10 duties and responsibilities.
	Core Competency
	Definition

	Oral Communication
	Makes clear and convincing oral presentations to individuals or groups. Listens effectively and clarifies information as needed. Facilitates an open exchange of ideas and fosters atmosphere of open communication.  

	Written Communication
	Expresses facts and ideas in writing in a clear, convincing and organized manner.

	Customer Service
	Balances interests of a variety of clients and readily readjusts priorities to respond to pressing and changing client demands. Anticipates and meets the need of clients and achieves quality end-products.  Is committed to continuous improvement of service.

	Problem Solving
	Identifies and analyzes problems; uses sound reasoning to arrive at conclusions. Finds alternative solutions to complex problems. Distinguishes between relevant and irrelevant information to make logical judgments. 

	Flexibility 
	Is open to change and new information. Adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles. Adjusts rapidly to new situations warranting attention and resolution.

	Decision Making
	Specifies goals and obstacles to achieving those goals, generates alternatives, considers risks, and evaluates and chooses the best alternative in order to make a determination, draw conclusions or solve a problem.

	Interpersonal Relations
	Develops and maintains effective relationships with others, including effectively dealing with individuals who are difficult, hostile, or distressed. Listens, interprets, and responds to verbal messages and other cues such as body language in ways that are appropriate. Exercises courtesy and respect in all environments regardless of their status or position.

	Technology Applications
	Ability to use computers and computer applications to analyze and communicate information in the appropriate format.

	Analysis 
	Understands the principles and methodology of viewing data differently to draw conclusions and make recommendations for change to policy or processes with regard to cause and effect relationships. Identifies rules, principles, or relationships that explain facts, data, or other information. Analyzes information, makes inferences, and draws conclusions.

	Accountability
	Assures that effective controls are developed and maintained to ensure the integrity of the organization. Holds self and others accountable for rules and responsibilities. Can be relied upon to ensure that projects within areas of specific responsibility. 


HR Functional/Specialty Competencies (Tier II) – Technical specialty areas of knowledge, skill, abilities, and other characteristics (non-technical, e.g., interpersonal skills) for specialty groups (“parentheticals”) that are required by the majority of the positions in a particular 0201 “parenthetical” subgroup for the successful execution of that subgroups critical tasks, duties, and responsibilities.
	Functional  Competency (Classification)
	Description

	Civilian Human Resources Management Basics 
	Understands and applies the basic principles and requirements of all aspects of human resource management. Identifies civilian personnel laws, regulations, policies, and procedures, including prohibited personnel practices. Properly completes forms and documents needed to process basic personnel actions.

	Organization &  Position Design
	 Analyzes organizational and process requirements to determine the number, type and level of positions required, the effective configuration of duties and tasks and the reporting relationships among positions and organizational units. Provides sound advice on organization and/or position structures that will accomplish management goals while recognizing human factors influencing employee motivation and job satisfaction.

	Job Analysis
	Analyzes jobs and identifies, organizes and assesses duties and tasks performed. Identifies knowledge and skills required. Identifies standards for performance and other job dimensions.

	Position Classification
	Applies established government standards and position classification policies to determine the appropriate position pay plan, title, series, and grade. Determines other position classification and data requirements such as FLSA exemption, inclusion in a bargaining unit, supervisory category, etc.

	Personnel & Human Resources 
	Knowledge of hiring, classification, benefits, labor relations, negotiation, and federal, state, and local employment regulations.


	Functional  Competency (Staffing)
	Description

	Civilian Human Resources Management Basics 
	Understands and applies the basic principles and requirements of all aspects of human resource management. Identifies civilian personnel laws, regulations, policies, and procedures, including prohibited personnel practices. Properly completes forms and documents needed to process basic personnel actions. 

	Human Resources (Management) Lifecycle 
	Understands the concept of total management of human resources - from requirement for mission to retirement of employee - uses cradle to grave conceptual thinking when advising on human resource needs and providing services. 

	Job Analysis 
	Analyzes jobs and identifies, organizes and assesses duties and tasks performed. Identifies knowledge and skills required. Identifies standards for performance and other job dimensions. 

	Pay Administration 
	Determines appropriate pay rate based on current pay schedules and special rates (such as, hazard pay, environmental pay, locality pay, pay for shortage occupations) and thorough application of established pay-setting policies. 

	Staffing & Recruitment  
	Knowledge of staffing policies and regulations, roles of OPM; delegated examining authority, guide to processing personnel actions, CPOC/CPAC staffing roles, PPP requirements, announcing positions, candidate evaluation, merit promotion, job analysis, and RIF. Ability to complete a staffing action.


	Functional  Competency (HRD)
	Description

	Human Resources & Career Development 
	Designs, develops, implements, and evaluates programs and systems for individual career planning. Aligns programs and systems with organizational career management needs and processes. Integrates individual, occupational and organizational career development requirements. Ensures civilian human resource systems and programs provide organizations with the competencies needed to accomplish their mission.

	Instructional Systems Development 
	 Analyzes performance needs or deficiencies to assess the need for training interventions. Designs and develops training programs that use a wide range of developmental methods and approaches and effectively transfers training to the work environment. Coordinates and administers the delivery of training. Evaluates training programs for continuing workforce development needs. Makes the business case for training investments and links training to strategic goals of the organization.

	Instructional Technologies
	Understands and uses the full range of technology-based media, video teleconferencing, interactive video, and electronic performance support systems. Analyzes performance requirements and makes business case for investing in technology-based programs. 

	Organizational Development
	Knowledge of the principles of organizational development and change management theories and their applications. 

	Outcome Measures & Evaluation  
	Identifies and develops performance outcomes for the civilian personnel function and establishes metrics for assessing civilian personnel performance. Integrates civilian personnel requirements into larger organizational performance metrics and the Government Performance and Results Act. 


	Functional  Competency (LMER)
	Description

	Attendance & Leave  
	Interprets policies and requirements for attendance and leave. Advises on attendance and leave policies, systems, and procedures.  

	Appeals & Grievances  
	Advises on the procedures and requirements for all available avenues for employees to appeal or grieve personnel actions. Represents the organizations position in such cases through research and testimony.

	Performance Management 
	Designs and develops systems and procedures for assessing employee performance. Interprets performance management policies and requirements. Assists with the development of employee performance plans. Advises on valid and accepted practices for establishing and communicating performance goals, providing constructive performance feedback, and evaluating performance in a way that motivates employees to achieve.

	Discipline & Adverse Actions 
	Advises on the proper response to disciplinary or performance problems. Researches and interprets case law. Assists with developing documentation needed to support adverse actions. Processes adverse actions. Represents the organization in explaining adverse actions.

	Labor Management & Employee Relations   
	Advises on labor management laws, regulations, and policies, including provisions of existing negotiated agreements. Ensures the organization interacts with labor organizations in a spirit of partnership consistent with policy requirements. Negotiates with labor organizations regarding formal agreements and impact and implementation issues. 


	Functional  Competency (Info-Systems)
	Description

	HR Application Functional Requirements 
	Ability to specify and analyze functional requirements for HR applications, and coordinate staff for functional requirements.

	HR InfoSys Coordination
	Ability to coordinate problem resolutions, system enhancements and requirements with other organizations.

	HR Technical Support
	Ability to provide technical support for HR applications, to include determining and granting access.

	HR Automated Systems Troubleshooting
	Ability to troubleshoot HR automated systems, evaluate problems, and apply critical thinking to determine resolutions.

	HR Functional System Requirements
	Ability to develop or modify functional system requirements to serve new purposes or improve workflow.

	 HR Data Management
	Ability to manage and analyze HR data to ensure accuracy, integrity, and security. 

	 HR Automated Process Analysis
	Ability to specify, analyze and deliver requirements for automated reports/processes.

	 HR System Monitoring
	Ability to monitor data for operational status to identify off-normal conditions and recommend solutions, to include training. 

	 HR System Documentation
	Ability to develop, document, and revise system design procedures, test procedures, and quality standards in concise and easy-to-read format 

	 Civilian Human Resource Management-InfoSys
	Knowledge of the basic principles and requirements of all aspects of human resource management. Identifies civilian personnel laws, regulations, policies, and procedures, including prohibited personnel practices.


	Functional  Competency (Supervisors & Mgrs)
	Description

	Team Building
	Inspires, motivates, and guides others toward goal accomplishments. Consistently develops and sustains cooperative working relationships. Encourages and facilitates cooperation within the organization and with customer groups; fosters commitment, team spirit. 

	Resilience
	Deals effectively with pressure and maintains focus and intensity and remains optimistic and persistent, even under adversity. Recovers quickly from setbacks. Effectively balances personal life and work.

	Conflict Management
	Identifies and takes steps to prevent potential situations that could result in unpleasant confrontations. Manages and resolves conflicts and disagreements in a positive and constructive manner to minimize negative impact.

	Strategic Thinking
	Formulates effective strategies consistent with the business and competitive strategy of the organization in a global economy. Examines policy issues and strategic planning with a long-term perspective. Determines objectives and sets priorities. Anticipates potential threats or opportunities. 

	Succession Planning
	Designs, develops, and implements systems for identifying and developing employees with potential to move into key positions as they become vacant.


	Functional  Competency (Strategic Planning)
	Description

	Vision
	Takes a long-term view and acts as a catalyst for organizational change. Builds a shared vision with others and influences others to translate vision into action. 

	Strategic Planning
	Inputs, develops, or implements Agency strategic plans including vision and mission statements. Develops civilian human resource strategic plans that support overall organizational goals and objectives. Advises management of needs to be incorporated in the civilian human resource goals in the strategic plans.

	External Awareness
	Identifies and keeps up-to-date on economic, political, and social trends which affect key agency policies/priorities. Understands where the organization is headed and how to make a contribution.

	Business Acumen
	 Has an intuitive and applicable understanding of the business and the interrelationships enabling a person to make better business decisions.

	Political Savvy
	Identifies the internal and external politics that impact the work of the organization. Approaches each problem situation with a clear perception of organizational and political reality, recognizes the impact of alternative courses of action.
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