Critical Elements for the Special Programs Branch

1. Technical Knowledge

Demonstrate a working knowledge of NIH, HHS, and federal human capital policies and procedures in the functional areas of [choose one or more of the following - staffing, position classification, organizational analysis, pay administration, IT systems support, employee and labor relations, performance management, benefits, training and transition services, quality of worklife support, etc.], as evidenced by:

Work products are typically accurate, clear, well-organized and produced within established deadlines in accordance with applicable policies and procedures;

Consistently accurate and clear advice is provided to customers on relevant human capital issues;

· Working collaboratively with customers, human capital issues impacting their areas are reviewed regularly and effective strategies to improve outcomes are identified; and

Regular face-to-face meetings are held with customers to promote OHR’s services, including presentations on the latest policies and HHS directives, training sessions, offsite visits to customers, and regular interaction to share information and to remain abreast of HHS human capital developments.  

This element relates to and supports objectives in the FY 2007 Departmental Objectives, specifically, Recruit, Develop, Retain, and Strategically Manage a World-Class HHS Workforce.
2. Productivity and Customer Service

Maintain an awareness of customer needs and priorities and manage workload effectively, as demonstrated by:

Multiple tasks are handled simultaneously, prioritized, and typically completed without a demonstrated pattern of errors within established deadlines;

All information requests are tracked from conception to completion and consistently addressed in an accurate and timely manner; 

Customers are routinely kept abreast of the status of relevant work issues.; and

Positive and constructive working relationships are developed and consistently maintained with colleagues and customers.

This element relates to and supports objectives in the FY 2007 Departmental Objectives, specifically, Recruit, Develop, Retain, and Strategically Manage a World-Class HHS Workforce.

Effectively develop, maintain, distribute, and interpret policy/guidance in one or more of the following areas:  Title 5 staffing, Title 5 compensation, Title 5 classification, Title 42, SES, SBRS, and other related employment programs, as evidenced by:

New and existing laws and OPM, HHS and NIH policy and guidance are consistently reviewed to determine needed changes/modifications and to make appropriate recommendations;

New or existing NIH policies and procedures are modified when necessary and consistently clear and accurate information is provided to senior NIH management in order to obtain all the necessary approvals;

When necessary, active participation is provided on NIH or HHS workgroups concerned with the development of policy and guidance;

Consistently accurate and pre-approved policy and guidance is maintained on the NIH portal and/or website; and

The NIH community is consistently kept abreast of updated policy and guidance through various communication methods.

This element relates to and supports objectives in the FY 2007 Departmental Objectives, specifically, Recruit, Develop, Retain, and Strategically Manage a World-Class HHS Workforce.

3. Reports and Audits

Effectively coordinate the review of HR cases and/or prepare reports and audits as they relate to one or more of the following areas:  Title 5 staffing, Title 5 compensation, Title 5 classification, Title 42, SES, SBRS and other related employment programs (e.g., IPA, IRTA, waivers of overpayment, selective placement, etc.), as demonstrated by:

All activities involved in the submission of cases for higher level review and approval are coordinated in a timely manner, including various types of committees potentially comprised of NIH, HHS and non-Federal members;

Customers are aware of or can easily locate guidance on relevant processes and documents which need to be completed for a particular activity;  

Working collaboratively with OHR staff and NIH management, documents/cases are routinely reviewed and revised with minimal errors; and

Approval processes are continually evaluated, taking into consideration HHS and OPM requirements, to develop more effective and efficient processes.

This element relates to and supports objectives in the FY 2007 Departmental Objectives, specifically, Recruit, Develop, Retain, and Strategically Manage a World-Class HHS Workforce.

4. Automated Systems (if applicable)

Develop and maintain the necessary skills to use current and new OHR automated systems accurately and effectively, as evidenced by:

Automated OHR systems, such as WITS, EHRP, QuickHire, QuickClassification, NIH Portal/HR Community website, e-OPF, DFAS, e-Pay, Delegations of Authority databases, etc. are utilized to the fullest extent possible;

Data which is tracked using automated systems is consistently kept up-to-date with accurate information; and

Automated systems are regularly utilized to monitor OHR actions to ensure a minimal number of delays in any relevant actions.

This element relates to and supports objectives in the FY 2007 Departmental Objectives, specifically, Recruit, Develop, Retain, and Strategically Manage a World-Class HHS Workforce.
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