Lesson 1—Army Civilian Personnel Offices

Overview

Introduction
This lesson briefly describes the structure and functions of Army civilian personnel offices.



Rationale
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The Army has targeted the civilian personnel function for streamlining.  This has come about because of 

· long-standing concerns of customers.

· the need to improve delivery of personnel services.

· the development of automated tools for managers responsible for human resource development.  



Objectives
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· Identify four civilian personnel management functions.

· Distinguish among functions at regional and local personnel centers.

· Identify proper point of contact for various functions.

In this lesson
This lesson contains the following topics:

Topic
See Page

Mission and Vision of Civilian Personnel Offices
1-2

Civilian Personnel Operations Center (CPOC)
1-3

Civilian Personnel Advisory Center (CPAC)
1-4

End-of-Lesson Exercises
1-5

Answer key and Feedback
1-6




Terminology
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We use the terms, “Civilian Personnel Management” and “Human Resources Management (HRM)” interchangeably throughout the text.

However, the former is gradually giving way to the more contemporary term, “Human Resources Management” or “HRM.”
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Mission and Vision of Civilian Personnel Offices
Introduction
This map defines the vision and missions of Army civilian personnel offices.  

These offices are now configured as

· Civilian Personnel Operations Centers (CPOCs).

· Civilian Personnel Advisory Centers (CPACs).

ASA vision
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Deputy Assistant Secretary of the Army for Civilian Personnel Policy (Manpower & Reserve Affairs) holds this vision for the civilian personnel community:

“Maximizing human potential to meet the Army's mission."



Strategic goal
The strategic goal of human resource management is to recruit, develop and retain a quality workforce to meet an organization’s mission.

HR themes




Two themes in human resource management:

· Recruiting, placing, and retaining quality, representative employees.

· Maximizing personal and organizational performance, both short and long term.



CPOCs and CPACs
CPOCs:  Ten regional CPOCs, located in the United States and overseas, 

manage personnel functions and actions that don’t normally require 

face-to-face contact with customers.

CPACs:  Local HRM activities, usually situated at installations, that provide day-to-day support for human resources management.



CPOC mission
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Statement


Mission:

· Recruitment and placement.  

· Position classification.

· Information systems management.

· Human resource development (HRD).

· Maintenance of employee records.



CPAC mission
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Mission:

· Advise and serve installation clients on human resources issues.  

· Provide all management-employee and labor relations services.

· Advise clients on any human resources topic.  
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Civilian Personnel Operations Center (CPOC)
Introduction
This map describes basic CPOC functions. CPOC director supports commanders on a variety of civilian personnel matters.  The director delegates work to CPOC division chiefs

Position classification
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Functions:

· Classifies or processes position descriptions (PD) after the supervisor and CPAC have considered position management issues.  

· Applies new classification standards.  

· Advises CPACs.

Staffing
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Functions:

· Manages recruitment, merit promotion, and placement actions.

· Provides lists of eligible applicants.  

· Assures proper pay setting and benefits administration. 

· Advises CPACs.

Personnel actions
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Functions:

· Processes awards, performance appraisals, appointments, promotions, and other personnel actions.  

· Maintains employee’s official personnel folder (OPF).



HRD
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Human Resources Development (HRD).

Functions:

· Manages training needs assessments for standardized, regional training.  

· Processes completed training. 

· Advises CPACs.



Info Sys Mgt




Information systems management.

Functions:

· Manages electronic connections to the CPOC.  

· Provides deployment training on automated systems.



ABC-C
Army Benefits Center-Civilian:

· Provides automated benefit and entitlement services.

· Assists with retirement planning or application.

· For information go to http://www.cpol.army.mil/abc/ or call 1-877-276-9287.
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Civilian Personnel Advisory Center (CPAC)
Introduction




This map describes CPAC functions and services they provide.  CPAC and its clients are partners in providing HRM services.  

CPAC helps clients make decisions through HRM programs and systems.  

Contact




Contact CPAC on HRM matters when you can’t resolve them yourself.

CPAC can determine if you should submit an official personnel action request, fill out a form, or consult another source.



Position management
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Advises or trains customers in 

· classification principles.

· job and organizational design.

· selecting, editing, or creating position descriptions.  



Staffing
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Advises and trains customers on 

· recruitment, placement, and merit promotion.  

· reorganization or reduction in force (RIF).

· mobilization planning.



Labor, management, and employee relations
· Assists labor, management, and employees in resolving disputes, preventing grievances, or negotiating impasses.  

· Participates in third-party hearings.  

· Advises on performance management, adverse actions, and awards.  



HRD




· Trains supervisors in HRD systems and programs to enable them to carry out employee development functions. 

· Helps supervisors assess and provide for mission-unique training.  

· Assists customers with automated training request systems.  

· Coordinates training programs with CPOC.



Technical services
· Advises customers on career management decisions.  

· Coordinates in-processing.
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Lesson 1—End-of-Lesson Exercises

Instructions
Match each function with the organization having primary responsibility.



Function

CPOC
CPAC

1.  Doesn’t require face-to face contact with customers.




2.  Usually situated at installations.




3.  Provides all labor relations services.




4.  Processes classified position descriptions.




5.  Maintains employee’s official personnel folder.




6.  Trains customers on mobilization planning.




7.  Participates in third-party hearings.




8.  Advises customers on career decisions.
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Lesson 1—Answer Key and Feedback
Instructions
Correct answers and page references cited below.



Function

CPOC
CPAC

1.  Doesn’t require face-to face contact with customers.

X


2.  Usually situated at installations.


X

3.  Provides all labor relations services.


X

4.  Processes classified position descriptions.

X


5.  Maintains employee’s official personnel folder.

X


6.  Trains customers on mobilization planning.


X

7.  Participates in third-party hearings.


X

8.  Advises customers on career decisions.


X






Question
Page
Information Block

1
1-2
CPOCs and CPACs

2
1-2
CPOCs and CPACs

3
1-2
CPAC mission

4
1-3
Position classification

5
1-3
Personnel actions

6
1-4
Staffing

7
1-4
Labor, management, and employee relations

8
1-4
Benefits, admin, and tech services
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