HUMAN RESOURCES SERVICE DELIVERY

(Roles and Responsibilities)

Over 190,000 civilians are employed by the Department of the Navy (DON) at Naval and Marine Corps activities throughout the world. Civilian employees provide the critical infrastructure needed to support the DON mission. The range of jobs and skills are as diverse as the people who fill the positions. From scientific research to supporting the families of the men and women who serve, civilian employees perform the full spectrum of services that are not dissimilar to those services required to run a city. 

The focus of the Department has changed from preparing to fight a global conventional war to maintaining the operational flexibility and forward naval presence to handling selective crisis-response missions. A critical key to success has not changed. Attracting, training, and retaining a highly skilled workforce are the most important role that we fill in supporting that mission. The Human Resources Management (HRM) System provides the framework for managing the DON civilian workforce. The system incorporates three essential elements: 

1. Public policy laws and regulations based on a fundamental yet comprehensive set of merit principles; 

2. Military and civilian managers, supervisors and team leaders who manage the civilian workforce in accordance with law and regulation; and 

3. HRM experts who serve as advisors to management and employees and who carry out the administrative details necessary to make the system operate. 

Within the DON, the Assistant Secretary of the Navy (Manpower and Reserve Affairs) (ASN(M&RA)) assigns lead responsibility for Human Resources (HR) policy and HRM service delivery to the Deputy Assistant Secretary of the Navy (Civilian Personnel/Equal Employment Opportunity) (DASN(CP/EEO)). The HRM policy functions, located in the office of the DASN, include interpretation and application of Federal personnel regulations and coordination of the implementation of HRM regulations, policies and programs throughout the Department. Reporting to the DASN (CP/EEO) is the Director, Office of Civilian Human Resources.  In addition to setting policy, this office manages and oversees the business operations and technology requirements of the Human Resources Service Centers (HRSC).

The HRSCs, located in eight geographical locations worldwide, serve as the regional HRM processing center for activities and Human Resources Offices in its service area.  Our center in the Southeast is at Stennis Space Center, Mississippi.  The HRSC SE services about 30,500 civilians in 10 states – Florida, Georgia, South Carolina, Alabama, Tennessee, Mississippi, Louisiana, Oklahoma, Arkansas and Texas – as well as Puerto Rico and Guantanamo Bay Cuba.

The HRSC serves as the regional HRM action processing center for activities and HRO’s in its serviced area.  The HRSC also provides various centralized HRM programs and services.  Other responsibilities include:

· Processing and effecting personnel actions submitted by HROs and activities (including recruitments, position classifications, performance appraisals, and other actions)

· Maintaining official records, including position descriptions and Official Personnel Folders (OPFs)

· Providing EEO program support, including reporting on and analyzing activity and regional EEO representation, processing class complaints of discrimination, and giving advice on the use of Alternative Dispute Resolution (ADR) processes

· Advising HROs and individual employees about employee benefits and services, and processing employee benefits actions (life insurance, health insurance, Thrift Savings Plan, retirement)

· Coordinating the Priority Placement Program (PPP) for all serviced HROs/activities

· Administering centralized regional training and employee development programs

· Representing activities in proceedings before the Federal Labor Relations Authority (FLRA), the Federal Service Impasses Panel (FSIP), and the Merit Systems Protection Board (MSPB), and

· Providing required management reports and systems administration support for HRM hardware and software systems to HROs and customer activities

The Human Resources Office (HRO) staff serves as advisors and consultants on HRM actions to commands, activities, managers, and employees.  The HRO continues to be responsible for the overall effectiveness and quality of the HRM programs and services it provides to these customers.  Specific responsibilities include:

· Advising management on all aspects of HRM programs, on individual personnel and EEO actions, and on recurring HRM activities (e.g., performance appraisal cycles, awards, recruitment requirements, training requirements, organizational changes, equal employment opportunity)

· Developing local policies, procedures, and instructions governing customer HRM operations to ensure consistency and meet activity requirements

· Screening most types of personnel actions before they are forwarded to the HRSC to ensure that all necessary information is included

· Answering employees' questions regarding procedures and regulations for HRM programs

· Operating activity EEO programs

· Managing labor relations issues, communicating with labor organizations (unions), promoting labor-management partnerships, satisfying bargaining obligations with those organizations

· Monitoring activity requirements and HRSC service delivery to ensure timely and effective HRM support is being provided to managers and employees

The local Human Resources Director manages the HRO and serves as the management advisor.  The HRO and the HRSC work closely together on a continuing basis to ensure that serviced activities receive the highest level of quality support.  The HRO staff maintains a partnership with activity managers regarding requirements, problems, issues, and actions underway or planned that will affect HRM operations.

HRM Services

Summary of Responsibilities

HR Functional Area
Local Commands/

Managers
HRO
HRSC

Classification
Classify Positions under Delegated Authority

(Manage to Payroll)
Provide advice and guidance
Provide Position Classification Services

Apply new and draft classification standards

Prepare classification appeals packages

Staffing
Determine recruitment requirements and methods
Provide advice and guidance

Prepare RIF requests

Prepare SIP/VERA requests
Perform recruitment

Manage Priority Placement Program (PPP)

Execute pay determinations

Execute

RIF

Administer

Mobilization Program

Administer

VERA/VSIP program

HR Functional Area
Local Commands/

Managers
HRO
HRSC

EEO
Act as Equal Employment Opportunity Officer (EEOO)

Ensure compliance with Merit Principles in HRM decisions

Identify EEO affirmative action objectives


Provide advice and guidance

Provide the DEEO function

Publicize EEO 

Program

Process informal individual complaints

Process formal individual complaints

Prepare

EEO  Accomplishment Reports

Manage activity EEO Affirmative Action Plans
Provide AEP EEO reports analyses

Process informal class complaints

Process formal class complaints

Administer ADR Process

Participate/advise in reasonable accommodation determinations

Implement and market EEO programs



HR Functional Area
Local Commands/

Managers
HRO
HRSC

Training
Identify activity training needs
Provide technical advice

Provide career counseling

Manage “activity specific” training
Provide technical advice

Provide advice/guidance on career/executive development programs

Manage regional training plan

Manage generic training requirements and sources

Manage VRA/UMP/Student Employment training

Purchase training/select vendors

Operate resource library

Automation
Maintain HRO LAN

Identify/fund information systems for managers/staffs outside HRO 
Provide personnel data reports

Provide internal system support

 
Provide internal systems support

Provide personnel data reports

Maintain HRSC information systems

Maintain local 

Help Desk

Implement database updates/changes

HR Functional Area
Local Commands/

Managers
HRO
HRSC

Processing
Initiate Personnel Action Requests
Provide advice and guidance

Indoctrinate new employees
Provide reports

Process personnel actions

Maintain the Official Personnel Folders (OPF)

Interface with payroll offices

Review real estate claims



Benefits
Administer FECA
Provide advice and guidance
Provide retirement counseling

Provide benefits counseling

Administer retirement program

Administer health/life insurance programs

Process performance appraisals

Process awards

HR Functional Area
Local Commands/

Managers
HRO
HRSC

Labor Relations
Set bargaining objectives

Appoint bargaining team

Oversee bargaining process 
Provide advice and guidance

Process union grievances/represent in arbitration

Process performance based actions

Process disciplinary and adverse actions

Conduct I&I bargaining

Conduct or support team bargaining

Manage Alternative Dispute Resolution (ADR) Process 

Administer leave programs

Administer unemployment compensation

Represent in EEO/MSPB hearings 
Provide FLRA case representation (settlement/hearing/

exceptions)

Provide advice and guidance to major claimants and HRO’s on precedent-setting cases (Labor-Employee Relations and EEO)

Process representation petitions

Respond to congressional correspondence

Review  impasse issues

File PFR’s or responses to PFR’s to MSPB or EEOC
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