Generic Human

Resources Specialist (Benefits)

GS-201-11
Introduction:

The purpose of this position is to perform a variety of Human Resources (HR) functions in the area of Workers’ Compensation.  This position is located in _____________________ _______________________________.

Major Duties and Responsibilities:

Incumbent serves as a Subject Matter Expert on the Federal Employees' Compensation Act (FECA); and as a “WC Case Manager” who is involved in all facets of a case.  This includes documentation of the injury/illness, encouraging early treatment, serving as a liaison with the Department of Labor’s Office of Workers’ Compensation Programs, monitoring rehabilitation progress, and facilitating return to work. 

Performs in depth management and technical program work, that includes, program planning and evaluation of the workers’ compensation program.  Prepares sensitive responses to correspondence concerning workers’ compensation for the Medical Center and acts as a liaison between the facility and the Department of Labor's Office of Workers Compensation Programs (OWCP) District Offices.  Works with/provides guidance to persons and/or groups within and outside of the organization on complex Workers Compensations issues. 

Provides the necessary information to help management/employees identify and clarify problems and issues.  Develops short and long-range management plans for the efficient and effective operation of the organization.  Develop agency-wide guidance material on the implementation of methods and procedures for workers’ compensation.

Conceptualizes, formulates, develops, and implements creative techniques to proactively manage the workers’ compensation chargeback with the goal of reducing and preventing unnecessary and costly expenditures. Serves as liaison with critical persons, and groups both inside and outside of the organization.

Researches and/or analyzes problems, issues, or program requirements. Provide analyses and advice to management, on complex program issues.  Based on operations and changing program requirements, identifies relevant issues.  Collects relevant information from many varied sources, some of which are difficult to access.  Devises new analytical techniques to evaluate findings.  Makes authoritative recommendations. 

Develop policy for use in evaluating employee benefits or benefits activities, or functions related to the workers compensation program. 

Reviews new or proposed workers’ compensation policies, procedures and guidelines and makes recommendations to supervisor on the need for changes in existing policies. Conducts reviews of new or proposed personnel policies, procedures and guidelines for impact on agency-wide personnel policies as it relates to the workers compensation program.  Assists in the development of organizational strategies and plans. Assists in the development of new workers’ compensation policies, procedures and guidelines when the issues under consideration are new and have no applicable precedent or are highly controversial.  Provides supervisor with interpretations of policy and procedures.

Studies appropriate directives governing the Federal Employees Compensation Act then compiles and analyzes findings.  Prepares status reports that identify specific needs or problems and provides feedback to supervisor.  Recommends actions that will improve the workers' compensation program and solve problems. 

Assists in the development of new or proposed workers’ compensation policies, procedures and guidelines and makes recommendations on the need for new or modified policies. Develops new or revised personnel policies, procedures and guidelines for use throughout the organization as they relate to the workers compensation program.  Recommend improvement in workers’ compensation policies, procedures, and practices.  Recommendations made by the incumbent must comply with statutory and regulatory requirements. 

Provide managers and employees with information and training on workers’ compensation. Provide agency management with interpretations of policy and procedures when the issues involved are new, highly controversial, precedent setting and/or involve more than one area of personnel policy.  Reviews workers' compensation cases and performs fact finding as necessary to advise management officials.  Provide advice on the preparation of disciplinary and adverse action, grievance and appeal letters.  Comment on the soundness of the case by comparison to applicable laws and regulations.  Provide adept advice in a manner that protects the government's interests.  Use judgment and originality to adapt guidance.  Assess the impact of the case on agency practices. The incumbent serves as a technical expert on the program and responds to personnel program situations where there is the potential for serious impact on the agency's mission.  Develop solutions to extremely complicated problems with potential to impact all employees or the entire personnel program for the organization as it relates to the workers’ compensation program.

Assist in the development of data concerned with workload and program accomplishments that are currently unavailable. Assists in the development of proposals/plans related to the implementation of the workers' compensation program.  The problems to be solved are ones for which experience, data, and guidelines are very limited or point in conflicting directions, or the problem solutions are of special urgency or likely to be particularly controversial.  Develops and monitors action plans related to the implementation of these development projects.  Monitors progress and acts to resolve problems, which will delay the project, or to obtain necessary support for changes. 

Factor 1. Knowledge Required by the Position:

Knowledge of a wide range of workers’ compensation laws, concepts, principles, practices, and methods sufficient to: administer the workers’ compensation program, develop broad guidelines or regulations, conduct projects and studies, prepare sensitive correspondence on complex, delicate or highly contested OWCP cases.

Practical knowledge of quantitative and qualitative methods and skill in and ability to perform complex problem solving techniques of the employee benefits/workers’ compensation field and the legal framework in which the program operates. Ability to interpret guidelines and regulations that are questioned, challenged, or require negotiating to secure acceptance.

Comprehensive knowledge of the mission, organization, and work processes of agency programs and their relationship to personnel processes.

Knowledge of, and skill in applying, a wide variety of workers’ compensation , benefits entitlements, health and insurance programs operations  and systems; knowledge of relevant analytical and evaluation methodologies.

Ability to communicate effectively, both orally and in writing.

Ability to establish and maintain sound working relationships with organizational leaders, supervisors and managers to provide effective and comprehensive management advisory services and training on the program.

Factor 2. Supervisory Controls:

The supervisor outlines overall objectives and available resources.  The incumbent and supervisor, in consultation, discuss timeframes, scope of the assignment including possible states, and possible approaches.  The incumbent determines the most appropriate principles, practices, and methods to apply in all phases of assignments, including the approach to be taken, degree of intensity, and depth of research in management advisories; frequently interprets regulations on own initiative, applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most of the conflicts that arise; and keeps the supervisor informed of progress and of potentially controversial matters.  The supervisor reviews completed work for soundness of overall approach, effectiveness in meeting requirements of producing expected results, the feasibility of recommendations, and adherence to requirements.

Factor 3. Guidelines:

Guidelines include the FECA, CSRA, Executive Orders, OPM rules and regulations, organizational instructions and regulations, policy statements, and government-wide, or agency directives. The guidelines are often not applicable or are inadequate, thus requiring the employee to use initiative and resourcefulness in researching regulations and procedural guidelines and determining the relationship or legal nexus of a specific OWCP case.

Factor 4. Complexity:

The work involves resolving workers’ compensation problems and issues that often involve conflicting or incomplete information.  Applies analytical techniques that frequently require modification to accommodate a wide range of variables; and/or addressee substantive technical issues or problems characterized by complex, controversial, and/or sensitive matters that contain several interrelated issues.  The incumbent conducts detailed planning to gather and interpret information and data for assessing complex problems, issues and unusual circumstances; determines the most effective and efficient approach to meet customer requirements; assesses situations that are complicated by ambiguous disputed, conflicting, and/or incomplete data requiring significant reconstruction to isolate issues and/or problems; identifies and claries problems and issues to propose recommendations; reconciles conflicting or incomplete information; and weighs pertinent facts in formulating a factually supportable position.  The incumbent exercises originality by analyzing and refining existing work methods and techniques; and/or analyzes specific issues and problems by refining existing analytical techniques.

Factor 5. Scope and Effect:

The work involves providing management advisory services, developing and assessing program effectiveness and formulating workers’ compensation policy.  The work also involves evaluating and analyzing a variety of complex problems associated with OWCP case work, as well as applying accepted criteria, principles, and standard methods to resolve a variety of conventional and/or complex OWCP issues and problems.  The work significantly affects VA occupational safety programs, as they relate to decisions made by managers, other employees, and customers.

Factor 6. Personal Contacts:

Personal contacts are with persons outside the employing agency or with managers and supervisors in the same agency, but outside the immediate organization. Contacts are moderately unstructured 

and typically involve situations in which the incumbent is providing consulting services to employees, organizational managers and supervisors.  Contacts include the staff of Senators, Congressmen, VA Headquarters, Regional Directors of the Department of Labor, attorneys, private physicians, DOL Claims Examiners, private rehabilitation services, Union officials and medical center personnel.

Factor 7. Purpose of Contacts:

The purpose of the contacts is to influence and persuade employees and managers to accept and implement findings and recommendations.  Some resistance may be encountered due to organizational conflict, competing objectives or resource problems.

Factor 8. Physical Demands:

The regular and recurring work of the position involves sitting at a desk, conferences, meetings, and occasional visits to activity work sites. Occasional use of automobile and public 

conveyances may be required. No special physical exertion is required.

Factor 9. Work Environment:

The regular and recurring work of the position is performed in a work environment that involves 

normal everyday low risks or discomforts typical of offices or commercial vehicles. The work areas are adequately lighted, heated, and ventilated.

Generic Human Resources Specialist (Benefits)

GS-201-07
This position is established as the entry level in a career ladder position with promotion potential to a Human Resources Specialist (Employee Benefits), GS-201-11.  The position is located in the __________________________________________.

Major Duties and Responsibilities:

The incumbent functions as a trainee in the workers’ compensation program providing assistance to higher level specialists.  In this capacity, the incumbent performs developmental tasks in the following areas:  program planning, communication and liaison; research and analysis; policy development and review; advisory services; and special projects.  (List specific entry level tasks associated with each area.)

Performs (in the area of Workers’ Compensation), a variety of administrative work in human resources management/administration.  This includes documentation of the injury/illness, encouraging early treatment, serving as a liaison with the Department of Labor’s Office of Workers’ Compensation Programs, monitoring rehabilitation progress, and facilitating return to work.

The incumbent performs management and program support work, such as program planning and evaluation of the OWCP program.  Prepares responses to correspondence concerning OWCP for the organization and acts as a liaison between the facility and the Department of Labor’s Office of Workers’ Compensation District Offices.  Works with and communicates effectively, with persons and/or groups within and outside of the organization.

Performs other duties as assigned.

Factor 1,  Knowledge Required by the Position:

Knowledge of workers’ compensation laws, principles, systems, policies, practices, and methods sufficient to:  analyze data and information to prepare straightforward reports and correspondence; respond to inquiries from claimants; and conduct research to gather clear-cut information.  

Factor 2, Supervisory Controls:

The supervisor instructs the employee on the purpose of the assignment and its scope, limitations, expected deadlines, and priorities.   The supervisor also advises the employee on peculiarities of new assignments.  The employee works independently, but within the framework the supervisor established and in conformance with established practices and prescribed procedures; and refers problems not covered by the supervisor’s instructions or guides to the supervisor for help or a decision.

The supervisor reviews completed work closely to verify accuracy and conformance to required procedures and any special instructions; reviews findings and conclusions to ensure they are supported by facts; and typically reviews in detail the more difficult work of a type the employee has not previously done.

Factor 3, Guidelines:

Guidelines include the FECA, CSRA, Executive Orders, OPM, and DVA policies, regulations, and procedures. The employee uses judgment in selecting and applying the most appropriate guidelines; determines the appropriateness and applicability of any minor deviations within existing guidelines; and refers to the supervisor situations to which the existing guidelines cannot be applied or require significant deviations.

Factor 4, Complexity:

The work consists of easily distinguishable tasks with a series of related steps or processes.  The incumbent chooses from various alternatives by recognizing differences among a few easily distinguishable situations.  The incumbent exercises judgment regarding the most appropriate approach that is in accordance with established procedures and practices.

Factor 5, Scope and Effect:

The work involves applying specific rules, regulations, or procedures and typically comprises a complete segment of an assignment of broader scope.   Work affects the overall accuracy, quality, and timeliness of the final work products produced by higher grade co-workers.

Factor 6, Personal Contacts:

Personal contacts are with employees and managers within and outside the immediate office, employees from other agencies, attorneys, and claimants in a moderately structured setting. 

Factor 7, Purpose of Contacts:

The purpose of the contacts is to gather and provide basic information, clarify basic issues related to workers’ compensation problems and concerns.

Factor 8, Physical Demands:

The regular and recurring work of the position involves sitting at a desk, conferences, meetings, etc., and occasional visits to activity work sites.  Occasional use of automobile and public conveyances may be required.  No special physical exertion is required.

Factor 9, Work Environment:

The regular and recurring work of the position is performed in a work environment that involves normal everyday low risks or discomforts typical of offices or commercial vehicles.  The work areas are adequately lighted, heated, and ventilated.

STATEMENT OF DIFFERENCE

Developmental Level Position

This position is established as a developmental level in a career ladder targeted to PD#_________________.  Assignments are for completion of routine assignments and for training purposes with progressively more difficult assignments and are to be completed progressively less supervision until the incumbent can perform assignments at the target level under normal supervision.  There may be one or more intervening grade levels to which the incumbent, after having met all regulatory and legal requirements, may be promoted at the discretion of the supervisor.

