Camp Swampy

Background


You are a new supervisor who has been hired for a new tenant organization at Camp Swampy.  You will need to determine the types of employees to hire (positions to establish and recruit) based on the workload information provided below.  Subsequently, you will initiate personnel actions (RPAs) to accomplish various staffing decisions.  You will also complete exercises designed around employee development needs, employee relations concerns, performance management, and labor relations.


Camp Swampy does have a labor organization that represents the WG, clerical, and technical workforce.  The total size of the installation is 500, and about 100 employees pay union dues.

Your Unit


You have been funded for 13 work years.  You are part of the Camp Swampy detachment of the Homeland Defense Agency.  Basically, your division supports about 60-75 other employee who carry out the Homeland Defense mission for the Connecticut-Massachussetts geographic region.  Your office handles all travel arrangements when activity personnel go TDY; orders the specialized equipment or services they need (including surveillance and bomb detection equipment); maintains a small warehouse; and provides contracting, budget, and office automation support.   Also, you are responsible for establishing and maintaining the local area network (LAN) for the detachment.   Your job is currently classified as an Administrative Officer, GS-341-12.  

Operations Support Division
	Function/Work Years
	Classification Choices

	(1) work year – supervisory overhead 
	Administrative Officer, GS-341-12



	(1) work year – secretarial support
	Secretary (OA), GS-318-03, or 04, or 05



	(1) work year – travel arrangements
	Transportation Clerk, GS-2102-4 or Transportation Assistant, GS-2102-5



	(1) work year – IT support for LAN
	IT Specialist, GS-2210-09, 11, or 12



	(2) work years – office automation (data input & reports)
	Office Automation Clerk or Assistant, GS-326-04, or 05, or 06, or 07



	(1) work year – contracting (higher $$$ equipment and services)


	Contract Specialist, GS-1102-09 or 11

	(1) work year – purchasing
	Purchasing Agent, GS-1105-06 or 07
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	(2) work year – requisitioning supplies & equipment
	Supply Clerk, GS-2005-4, or Supply Technician, GS-2005-05, or 06, or 07

	(2) work years – receipt, storage, shipment, and handling of supplies
	Materials Handler (Forklift Operator), WG-6907-05

	(1) work year – budget formulation, defense, and execution
	Budget Analyst, GS-560-09, or

Budget Technician, GS-561-07

	Total:  13 work years
	


Workforce Planning


During the first two days of this course, you will be translating your office mission and manpower requirements into specific positions.  For example, you will first need to determine how to group the work by PATCO categories—professional, administrative, technical, clerical, and other.  When considering the small storage area you maintain, you’ll need to decide whether WG employees are needed (use your imagination; invent a requirement for a forklift truck, if you like).


To simplify your task, chose one of the classification alternatives listed above for each work year you direct.  Then select and edit descriptions in FASCLASS or PD Library.  On Tuesday, you use these PDs to complete staffing exercises.

Workforce Management

On Wednesday and Thursday you’ll be given exercises dealing with likely employee development, employee relations, performance management, and labor relations requirements.

Purpose


The bottom line is that we want you to practice using HR tools to recruit, retain, and maximize the performance of your workforce.  This will be fun because it is all imaginary.  However, this course will be useful because the HR laws, policies, regulations, and tools that you’ll learn will be real.

