Office of Human Capital Management

Consolidated Support Services

Representative Task Order #1
SUPPORT FROM HUMAN CAPITAL SUBJECT MATTER EXPERTS
Beginning in year 3 of the contract, and for a 3 year period of performance, the Contractor shall conduct a major analysis and upgrade of GSFC position descriptions.  To do this, the contractor shall: 

· Develop competitive level definitions and data element that contains 3-digit alpha/numeric in accordance with 5 CFR 351.

· Analyze Position Descriptions and assign competitive levels to Position Descriptions that group similar positions in the same grade, classification series both NASA and Civil Service, and are similar in duties and qualification requirements, and pay schedules and assign competitive levels for approximately 2600 GSFC position descriptions civil service employees in accordance with CFR 351.

· Identify the field of expertise needed for Subject Matter Expert (SME) panels that will assist in developing competitive level definitions.

· Create a project schedule and presentation to inform and educate Supervisors/Managers regarding the position review, understanding the supervisor responsibility, and competitive level process.

Deliverables:







Due Date:
· Create a project schedule to meet the Objectives.

1 week after award
· Create a Presentation to inform and educated Supervisor/Mangers and Center Executive Council regarding the position review, understanding the supervisor responsibility and timelines, and competitive level process.










1 month after award

· Review approximately 2600 current position description of record located in the Office of Human Capital Management Office.










nlt 2.5 years after 









award

· Meet with approximately 350 Supervisors/Managers to certifying the accuracy of the current position descriptions and have supervisors/managers concur by initialing and dating the position descriptions on NF 692 in block 13(a).










nlt year 2, month 9 









after award

· Develop an electronic written Competitive Level Definition based on the primary duties, knowledge, skills, OPM series and NASA Classification series, and physical requirements of the position in accordance with CFR 351.










nlt end of month 3 









after award

Additional Requirements to follow in performing this task order:
· An addendum to the position descriptions can be established when minor changes are necessary to make the position description current and accurate.  Minor changes are duties that are less than 25% of their time and/or do not impact the major duties or the Factor Statements in the Position Description.  When minor changes are made a brief reason for the change shall be annotated at the bottom of the cover sheet of the original position description with the approving official’s initial and dated on NF 692 in block 13(a).
· A new position description shall be established when there are major changes made to the current position description of record.  Major changes are duties that are at least 25% of their time and/or do impact the major duties and/or Factor Statements in the Position Descriptions.  When major changes are made a new position description will be created by the manager/supervisor via Position Description Manager (PDM) and submitted to their Human Resources Specialist for classification.

· Subject Matter Expert within field of expertise along with the HR Specialist will review the Competitive Level Definition and make any necessary changes before the form is signed and dated.

· Assign Competitive Level Code and Definition to each Position Description on NF 692 in block 9(a) reviewed and completed, update Excel spreadsheet, and provide this data to the Human Resources Specialist who will update employee record in the Federal Personnel Payroll System (FPPS).

