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                                              Career Mapping 

Career mapping…what is your destination for yourself 

in your career?  It might sound a little strange as if we 

were asking for directions for your next road trip, but is 

it really that different?  Think about yourself right now, 

what position are you in?  Is it what you want?  If not, 

where do you want to go with your career?  Are you 

going in the direction you want to go?  Do you see 

yourself making progress and learning something new 

– new skills, new competencies?  A key element to 

your career map is you need to be thinking about your individual goals.  You need to 

consider what skills and/or competencies you already have.  In order to advance within 

the Human Resources, also known as the Civilian Personnel field, you must be open to 

going toward, and to a personnel “agile and adaptable” platform.  The world is very dif-

ferent now than it was even two to five years ago - - to be successful, you have to have 

a “mobile” mindset (no, I don’t mean you must be able to physically move to another city 

or state), you must be open, and totally excited about “moving” virtually in your mind – 

meaning, how do you accept new assignments, challenges, and changes?.  So what 

does this really mean – a mindset?  It means you need to be willing to change, to be 

open, I mean really open – you have to learn how to prepare your mind for the new and 

different.  Ask yourself, “How agile am I really in terms of my mind – am I willing to do 

and participate in some totally new assignment, new organization or new processes?  

You must be able and at least willing to ADJUST AND ADAPT – you cannot be success-

ful in mapping out your career if you have a closed or narrow attitude. 

 

Within the Army, especially now in this environment for those of us in the Human Re-

sources area, there are so many new and different opportunities opening up for us.  We 

have senior leaders who want us to see the opportunities and have told us about them.  

They have shared the announcements with us; they 

have encouraged us to volunteer for special pro-

jects and/or participate in special study groups.  

They have encouraged us to apply for new organi-

zations or activities standing up.  Our leaders are 

transparent, and want us to know what is coming 

down the road in terms of changes within organiza-

tions; and opportunities within new organizations.  

 

  Continued on Page 2 
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So let’s look at the formal definition of what is “Career Mapping” and is it 

something for all of us to consider?  Career mapping is the process by 

which employers typically create methods for individual advancement 

within their organizations/commands.  Career maps explain the require-

ments for advancement at each stage of an employee's career.  Employ-

ees often create their own career maps as they identify their own course 

of progression within an organization.  Within the Department of Army, (at 

least in the Human Resources arena), we will see developmental oppor-

tunities that are advertised.  These positions have been re-engineered to start at a lower starting grade (like a GS

-7 level) with developmental opportunity to a higher level (such as to the GS-11 level).  This is one opportunity 

and option that would help you to develop in a career.  Within most trainee or developmental positions, once se-

lected for this type of program, the employee will participate in a diverse training and learning program including 

formal training classes, On-the-job training, one on one mentoring from a senior level careerist and/or Chief, as 

well as other forms of training and learning.  There are other types of career mapping opportunities for those al-

ready at a full performance level (such as the GS-11 level).  Those opportunities may involve volunteering for 

special projects that are not necessarily part of your normal day to day job assignments.  They could also include 

details to a different position but at the same grade; a reassignment to another position and/or to another branch 

or division within the same office; attending formal courses; and this could involve a reassignment to another or-

ganization or activity/agency (either temporarily or permanently).  These are just some options for you in your 

career.  Remember, it is YOUR career, be proactive and look at all your opportunities out there. 

 

What is a Career Map or a “Mind Map”? 

In private industry, “mind mapping” is the term used for career mapping as well.  

If you remember back in school, typically in English class, you would learn how to 

brainstorm, this was typically done by thinking of a topic, then writing sub-topics, 

and everything related to that sub-topic. Mind mapping is the same exact thing!  

For this example, the topic will be your career. 

 

Creating a career mind map is a great way to organize and brainstorm your 

thoughts onto paper, leading to clarity around your career.  By putting all 

of your thoughts on to paper, one thought can lead to another, and suddenly you 

have a complete picture of what your career looks like – or should look like!   For 

many of us in the HR career field, we are lucky to have great leaders and lead or senior mentors that are willing 

to share ideas and thoughts about how you can change and go in a different direction for your own “career map”.  

 

What Should I “Career Map” Out? 

Everyone’s career mind map will be slightly different. I would start off with your career in the middle. Perhaps you 

have one already in mind.  If you’re a doctor and see yourself remaining in that field, then “Doctor” would go in 

the very center. If you’re undecided, you can just leave “Career” in the middle.   The same goes for the Human 

Resources field, if you want to be a “Specialist”, then Specialist would go in the center of your career map.  So if 

you are a HR Technician, but your goal is to be an HR Specialist, then that would be your center.  If you are al-

ready a GS-11 or GS-12 HR Specialist, and want to advance to a higher grade, or maybe not a promotion but a 

different type of position, then that goal of a becoming a GS-12 Lead or a GS-13 chief would be in the center of 

your career map.  

Continued from Page 1 
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Next, are sub-topics. Some helpful areas you can map out are listed below. Not 

everything will pertain to you, but here’s a pretty good list to start with if it’s im-

portant for you to think about. 

 

 Short-Term Goals (You can define this, is this the next 6 months? next year?) 

 Long-Term Goals (Again, define this. For me, this meant a 1-year goal; for 

others this might be a three year goal, or even five year goal). 

 Why? (Why do you want to continue your career?  If you’re unsure of your career, what is most important to 

you?) 

 Non-Negotiable’s (Are there things that you absolutely cannot part with?  Is there something each job/position 

has to have?) 

 Strengths (What are you great at?  What makes you different from your competitors?  What makes you stand 

out from others within your same career field, whether you are a technician, journeyman level specialist or 

senior specialist) 

 Education/Credentials (Is there a certain program or certificate you need to further your goal?) 

 Need a “TO DO” list?  (What actions do you need to propel your career in the right place?) 

 Core Values (What is most important to you?) 

 Monetary Rewards (What must you have? Is there a minimum salary? Benefits?)  

 Intrinsic Rewards (Do you need a flexible schedule?  Do you require the ability to work virtually from your 

home?  If you have to go to a physical office, how far will you commute?  Do you seek a mentoring boss?  

What is important to you outside of your paycheck?) 

 Influencers (who do you admire or follow for advice?) 

 Enjoyments (what makes you the most happy about your past experiences?) 

 

Career mapping is always evolving 

As you map out these different areas, you will start to form a clearer picture of what it is you truly want.  These 

sub-topics should give you an idea of what you need to start working on, how to realistically get there, and help 

you shape a clear action plan! 

      

One last thing, as we evolve, our careers evolve. It’s okay to have multiple career maps or “mind maps” and to 

revisit yours frequently.  Things change!  The government world we work in is constantly changing!  You have to 

seize the best opportunity in front of you today.  That may change some of your short-term goals, but try not to 

lose sight of your long-term goal.   Ask yourself how your decisions impact that long-term goal or how you need to 

shift your long-term goal. 

      

Career map components 

Career maps comprise multiple facets of information in determining methods 

for advancement. Many include detailed personality profiles along with educa-

tional and leadership requirements.  The following list includes more specific 

details on the various components of career maps: 

 

 Job descriptions and specifications 

 Required competencies 

 Personality profiles 

 Training and development 
 

      
 

Continued from Page 2 
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In the Spotlight 

with Andrew Faucett  

 

Where is your hometown?  
Born in Lancaster, PA and raised Washington Township, NJ (about 20 
minutes outside of Philadelphia)   
 
Which Branch do you work for?  
Labor, Management, and Employee Relations  
 
How long have you been with the CPAC?  
2.5 years 
 
What is your favorite part about working at the CPAC?   
No two days are the same! The work is challenging and rewarding. My 
teammates are fantastic! I enjoy being able to use the analytical side of my 
brain to solve complex issues and concerns that management brings for-
ward.  
 
What is something most people would not know about you?  
I dressed up as the Energizer Bunny multiple times during high school 
football games. I was a bass drummer in the marching band and did it to 
break the tension during games. The players and cheerleaders loved it 
because it sparked rallies, but the rest of the crowd would throw change 
and sodas at me so I had to stop. The football team was a little disappoint-
ed I stopped.  
 
What is it that you do that sets you apart in providing excellent cus-
tomer service?    
I try to treat each issue as if it were my own. I believe that taking owner-
ship builds cohesion with the organizations I service. After all, we are in it 
together and seeking a common solution that’s beneficial for all is a chal-
lenge, but worth it in the long run. 

These are just a few things to consider as you review your Career Map, your destination…and remember this 

is YOUR career, not someone else’s.  Remember that what might work for someone else, may not fit your 

career or your personal life – or the direction you want to journey or “travel”.  Whatever you do, you have to 

decide whether you are serious or not about designing your own individual career map – and what works for 

you short term, and then long term…and then, don’t be so rigid with yourself that if “life happens” (as it usual-

ly does), your career map will probably change as life changes and as you change both personally and pro-

fessionally.  A very smart mentor has told me many times, “give yourself some grace” – meaning, give your-

self a break in how you judge yourself and others in life, and that ‘hiccups” will happen most certainly along 

the road we travel in our career.  The best thing you can do is really have that open mind to opportunities, 

and CHANGES, no matter how different they may sound at first.  If you don’t take some kind of risk into the 

“unknown” so to speak, you may miss out on a great opportunity to learn and grow within your career.  One 

thing is clear, even to those of us in leadership or senior level positions…

change is not just coming, IT IS HERE, so you either jump on with all the 

gusto possible, or that new opportunity may pass you on by.  Be positive, be 

open, do not be negative, do not be fearful…you got this, often we are our 

own worse critic and don’t see all the positive and good things we have to 

offer.  Be your own advocate, ask questions, ask for advice from seniors who 

have already experienced changes like reorganizations, you got this!  Go out 

there and change your mindset, because only you can really do that!  

Continued from Page 3 
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Important HR Skills 
Submitted by Tim Owens 

Whether you’re kick starting your career in Human Resources, or you’re a seasoned HR 

professional, developing good organizational, communication, confidentiality and adapta-

bility skills will help you manage your daily tasks and improve your productivity.   

 

Adaptability skills 

  

Unpredictable circumstances can shake up an HR professional’s daily agenda. To ad-

just, HR team members need to develop these skills: 

Keep track of metrics to understand what works and what needs improvement, both in your HR practices and your organization as a 

whole. 

Network with leaders in-person, during conferences, or online. They can give you new ideas on common HR issues and keep you 

current on organizational trends. 

Keep up with changes by joining relevant forums and online discussions, policies, and guidance among HR professionals. 

Be proactive and ask other HR professionals their opinions. A casual discussion may bring forward ideas for change.  

 

Organizational skills 

 

HR professionals are liaisons between applicants, employees, managers and senior department 

heads. It requires managing tasks that need to be completed by different people and departments.  

Use calendar management tools to schedule upcoming meetings and send notifications so that you 

don’t miss anything. 

Measure how much time each task requires and if possible, book timeslots to focus on specific re-

sponsibilities. 

Organize your daily agenda and prioritize your duties with to-do list applications. 

Utilize software and Applicant Tracking Systems to keep important data and files in one place. 

 

Confidentiality Skills: 

 

HR teams manage confidential information and also may have to discuss personal or sensitive matters with employees. To respect 

privacy, HR professionals need to apply the following: 

Discretion. Disclosing an employee’s personal data (e.g. medical history) can put that employee in an uncomfortable position and 

raise your organization’s legal risks.  

Ethics. Members have access to information, including contract terms, salaries and offer letters. It’s important to refrain from 

gossiping about this information and maintain their professionalism at all times. 

Trustworthiness. HR professionals need to inspire trust. Customers and managers need to feel secure enough that raising 

a concern won’t affect their employment status. 

 

Communication skills 

 

HR Specialists interact with people on a daily basis in-person, over the phone and by email. Professionals with good communication 

skills smooth over issues before they escalate. Communication skills can be improved by applying the following. 

 Clear writing. Using good writing skills may avoid miscommunication as they minimize back-and-forth emails. 

 Critical listening. Being a good listener helps improve honest discussions with staff, managers and gauge other people’s points 

of view and better focus on finding solutions. 

 Conflict management. Teams that are able to approach potentially uncomfortable situations may help maintain balanced work 

environments.  

https://resources.workable.com/tutorial/faq-recruitment-metrics
https://resources.workable.com/tutorial/recruiter-time-management
https://resources.workable.com/formal-offer-letter-template


The True Definition of Quality  

There is no doubt that the Fort Sam Houston CPAC is committed to Quality 

Control.  While the process may require another set of eyes to review the 

product before it can be released, we realize that we are only humans, and 

that one reviewer may not catch every error.  This may sound like overkill to 

some, but we like to provide our customers with a good quality product.  We 

know that you may look at your work a few times however when you bounce 

it against the checklist you say, “Ah man, I looked this checklist over like 10 

times and missed it”.  It happens all the time and it is just part of being human. 

Quality can be described in several different ways depending on your viewpoint and the product or 

process involved.  Quality is defined as "an inherent feature, a degree of excellence, having certain 

properties and grade."  In addition, the Webster's Dictionary defines quality control as “An aggregate 

of activities as design analysis and statistical sampling with inspection for defects designed to ensure 

adequate quality."  While quality means different things to different people, the desired end result is 

still the same.  If you go back even to the early days, before technology, you can picture the inspector 

sitting at the end of an assembly line looking at each “doohickey” as it came down the chute.  It took a 

team of several inspectors to look for noticeable defects with some sort of "go no go" scale.  A good 

tool to use in total quality management is quality control, establishing observation techniques and ac-

tivities that fulfills our organization's requirements for a quality product. 

Quality Control (QC) is similar to, but not identical to, Quality Assurance (QA), so let’s not confuse the 

two.  QA is defined as a procedure or set of procedures intended to ensure that a product or service 

under development (before work is complete, as opposite to afterwards) meets specified require-

ments.  QA is sometimes communicated together with QC as a single expression, quality assurance 

and control.  

In order to maintain an effective QC program, our CPAC has determined 

which specific standards are required for a quality product based on Hu-

man Resources laws, guidelines, and policies that have been put in place.  

Finally, the QC process must be ongoing to ensure that corrective efforts, if 

required, have produced satisfactory results to maintain our high standards 

of quality control.  This has been the key to our innovative practices and 

meeting the needs of our customers both internal and external as well as 

ensure there is no delay in our mission. 

Submitted by James Deberry, Sabrina Clay and Cheyenne Love 
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Army Career Tracker (ACT) provides the framework to create an Individual Devel-
opment Plan (IDP) combining experiences, training, education, and individualized 
interests to create short and long term goals.  The IDP allows you to track all as-

pects of your career using a standard template, and provides the ability to map out your career.  You must have 
an account in ACT with an updated Supervisor identified, as well as an approved IDP, before submitting a Train-
ing Application and receive approval through ArmyIgnitED. To access ACT visit:  https://actnow.army.mil/ 
 

 
Go Army Ed has transitioned to a new system called ArmyIgnitED.  ArmyIgnitED will 
allow DA civilians to apply for civilian education, training and leadership development 
programs.  It is scheduled to be operational by March 8. All DA Civilians will need to 
create an ArmyIgnitED account to continue professional development or to access their 

education history. Once an account is established, employees should keep their accounts active.  For additional 
information on ArmyIgnitED, visit https://www.armyignited.com/app/ or contact your Career Program Representa-
tive. 
 
 
UPCOMING TRAINING:  

 
Virtual Human Resources Training for Supervisors (HRTfS).  The next scheduled 
available dates are 27-29 July 2021 and 26-28 Oct 2021.  The course is designed 
for Federal supervisors to learn about key responsibilities as a supervisor.  This 

course aligns with the regulatory requirements outlined in 5 CFR 412.202 (b) and Army Regulation 350-10, requir-
ing supervisory training within one year of appointment to a supervisory position and periodic follow-up training at 

least every 3 years thereafter. Registration Link: https://www.atrrs.army.mil/channels/chrtas/student/main.aspx.  

Army Civilian Education and Training 

Submitted by  Wanda Ward 

Jackie Hill 

Kloe Kim 

Hail and Farewell 

Lavonya Caldwell 

Raul Guevara 

Nina Huerta 

Robert Lopez 

Corey Poe 

https://actnow.army.mil/
https://www.armyignited.com/app/
https://www.atrrs.army.mil/channels/chrtas/student/main.aspx


Would your family know what to do if you should pass away while still in Federal service?  

Would your spouse or next of kin know who to call to report your passing?  Generally, this 

would be your immediate supervisor who would in turn contact the Civilian Personnel Advi-

sory Center (CPAC).  Certain information needs to immediately be forwarded to the Army 

Benefits Center – Civilians (ABC-C) so that the processing of any claims for life insurance, 

survivor’s benefits, or continuation of health coverage could commence.   

 

Upon notification that an employee has died in-service, the CPAC generates a report via 

the Benefits Automated Tracking System-Restricted (BATS-R) to the ABC-C that includes 

the following: 

 

 Employee’s name: 

 Employee’s SSN (Last 4): 

 Date of Death: 

 Was the employee in a travel status away from their permanent duty station when death occurred? 

 Survivor’s Name/Relationship/phone number and address 

 Was next of kin notified? By whom were they notified? Date they were notified: 

 Next of Kin POC/Relationship and phone number 

 Cause/Manner of Death: 

 

Upon receipt of the death report at the ABC-C, a counselor will contact the survivor or next of kin and advise them 

further on death benefits.  The CPAC staff cannot advise family members on beneficiary information or provide ben-

efit estimates to survivors. 

 

We encourage employees to make your spouse or next of kin aware of the name and phone numbers of your su-

pervisory staff.  Survivors should be aware of where important documents are kept in the event that they are asked 

to send a copy to support a claim for benefits.  This would include documents such as birth certificates, a marriage 

certificate, a DD214, or adoption papers for an underage child.  Ensure that your supervisor has your current ad-

dress and phone number and who to contact in case of an emergency.  It is also important that your employer know 

who you would want them to contact in the event of an emergency at work. 

 

These are precautions that we should all take to alleviate any additional stress for our survivors should our death 

occur while in-service.  Too many times we’ve heard of situations where an employee’s family endured unneces-

sary worry and financial hardship because they were not prepared or did not know who to call for advice on benefits 

or entitlements.  Don’t let this happen to your loved ones.  Be prepared. 

 

POC at the FSH CPAC—210-221-9359/0668.  

Page 8 V O L U M E  1 4  I S S U E  2  

In-Service Death Reporting 
Submitted by Noelle Mendiola 
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Whether you are at the first level Supervisory level or a Chief within your Section/
Division or the Commander or Director of your Organization, you share an obligation 
to engage in sound Labor Management Relations practices that “establish labor-
management relationships that enhance national security mission and maintain high 
performance in the work”.  Regardless of where you are situated in the chain of com-
mand, one of these obligations is the duty to respond to grievances filed by bargain-
ing unit employees and/or the Union, on their behalf.  While not all scenarios and 
situations can be addressed within this newsletter, we will address some important 
aspects concerning grievance handling and responses, including some very basic 
tips on grievance handling. 
 

Grievance handling is an important facet of Labor Management Relations in that it is the procedure for employees to 
bring forth dissatisfactions on issues that are within the control of the Agency and employees action to address violations 
of the CBA on the part of the Employer.  Always keep in mind that an employee’s grievance is an exercise of their rights 
under the statute at 5 U.S.C. § 7121.  Employees throughout the Federal Work Sector file grievances as a routine part of 
their employment.  Avoid the misconception that an organization is deemed to be efficiently overseen based on little no 
grievance activity or an organization is on the brink of mission failure based on a high level of grievance activity.  Most 
important at your level, is to not take any grievance filed as a personal matter and be mindful of your role as a Supervisor 
to execute the mission in an efficient and effective manner consistent with your Organization.  To quote a popular movie, 
“there is no crying in baseball”.  
 
When you receive a grievance at your level, you may or may not be the appropriate person who will serve as the Griev-
ance Deciding Official.  Best practice is to contact CPAC for guidance on what your specific CBA states.  
 
Grievance Deciding Official Role - The role of the Grievance Deciding Official includes the following:  
 

Read what your Collective Bargaining Agreement/ Labor Agreement states on the Negotiated Grievance Procedure. 

Conduct a meeting, if required by the CBA, with the employee and the Union. 

Render a decision based on all the documentation provided within the grievance. 

Render a decision within the established timelines set forth in the CBA. 

 
Basic Tips on Grievance Handling-  
 
1.  Read what your Collective Bargaining Agreement/ Labor Agreement states on the Negotiated Grievance Pro-

cedure.  By statue at 5 U.S.C. § 7121, all CBAs/ Labor Agreements must contain a Negotiated Grievance Pro-
cedure, in fact this is the only Article that is required for a CBA.  The Negotiated Grievance Procedure article will es-
tablish the process between the Parties to follow when an employee/ Union files a grievance.  This may include con-
vening a meeting with the employee and their representative to discuss the matter and their requested remedy.  If 
your CBA does require a meeting at any specific step, it is important for you to not render a decision until after you 
have conducted and adjourned this meeting.  In the words of Chucky Talleyrand, “never give an immediate reply to 
any proposition nor to any complaint or unexpected offer . . . One must always have time to reflect, and it is better to 
put off to tomorrow what one cannot do readily and well today, than to act precipitously.”  Best practice is to contact 
CPAC for guidance on what your specific CBA states.  

 
 
2. Always check to verify whether the matter brought forward within the grievance is an excluded 

matter.  Although the Negotiated Grievance Procedure is the procedure for employees to ad-
dress their employment dissatisfactions that are within the control of the employer, there are topics, 
subjects, and/or actions that are excluded from the NGP.  Review the list of exclusions contained in the 
NGP to verify whether or not the substance of the grievance is an excluded matter.  If the content of the 
grievance is excluded from the NGP, you must raise this substantive defect within your decision.  

 
 
   Reference DOD Civilian Personnel Manual 1400.25M, Subchapter 711  

Grievance Handling:  Best Practices for Grievance Handling  

Submitted by Robert Rodriguez 

Continued on Page 10 



3.  Always check to verify the matter brought forward within the grievance is filed timely.  The NGP will 
establish the timeframe for which an employee can file a grievance on a specific matter.  Normally this is within 
a set number of days from the date of occurrence or when the Union or employee would have become aware 
of an alleged violation of the CBA.  The NGP will also establish the timeframe for when an employee may file 
subsequent steps of the NGP.  Timeliness is an important aspect of grievance handling and as one arbitrator 
stated, “functions as a set of windows that close and open based on a specific mutually agreed upon 
timeframe”.  Push a matter through after the window has closed is considered untimely, push a matter through 
before the window has opened renders the matter unripe.”  If the grievance is outside of the filing window es-
tablished through the NGP, you must raise this procedural defect within your decision. 

 
4. Read the information/data provided within the Grievance and decide whether the information supports 

the remedy requested?  The heart of your decision will be whether or not you can grant the remedy the 
employee is requesting.  This comes down to whether or not the employee/union has met their “burden of 
proof”.  With exception to grievances which involve disciplinary actions (the Employer has the burden of proof 
on these matters), the employee/ Union have the burden of proof to establish their dissatisfaction was in or at 
the control of Management and how it is violation of the CBA or rule/policy/guidance within the organization.  
Both of these burdens should be established by the Union and if they have met these through their documents, 
you must determine if granting the remedy is appropriate, even partially.  However, if the employee/unions ar-
gument or assertion in the grievance is not fully supported by their documentation/information contained in their 
grievance, you must determine whether a denial of their requested remedy is appropriate and if it is, you must 
render this decision. Remember:  it is the employee/unions obligation to document their grievance in order to 
support the requested remedy. If the content of the grievance is excluded from the NGP, you must raise this 
substantive defect within your decision.  If the grievance is outside of the filing window established through the 
NGP, you must raise this procedural defect within your decision.  

 
5. Whatever documents you relied upon for your decision, you must provide these to the bargaining unit 

employee/Union.  If you render a decision to deny the grievance and the requested remedy based on 
the documentation provided by the employee/union, you only need to document this in your decision.  Howev-
er, if your decision to deny the grievance and requested remedy relied upon any documents, policy, regulation, 
guidance, or other information that was not submitted by the Union- it is best practice to provide the employee/
union a copy of these materials so that the Agency’s position can be clear and unequivocal as to why their re-
quested remedy was denied.  If the content of the grievance is excluded from the NGP, you must raise this 
substantive defect within your decision.  If the grievance is outside of the filing window established through the 
NGP, you must raise this procedural defect within your decision. 

 
6. Always sign the grievance decision and deliver a copy to the employee and Union, if they are repre-

senting the employee.  The CBA will establish the procedure for issuing decisions at the respective 
steps.  At Fort Sam Houston, the prevailing policy throughout the installation is to exchange these decisions via 
email.  Best practice is to submit via email, read receipt to the employee and the Union - if the employee is rep-
resented by the Union.  

 
7. After you have rendered a decision and provided a copy to the employee.  
 
 You rendered a decision on the grievance at your level, what comes next? 
 If you are the 1

st
 Step Grievance Deciding Official, the employee or Union will determine whether or not to ap-

peal to the next grievance step.  The process begins at that level until it reaches the final level of the Negotiat-
ed Grievance Procedure.  If you rendered a decision at the 3

rd
 Step or the Employer Union Grievance Step, 

you rendered the final decision in the Negotiated Grievance Procedure.  The only recourse of this will be to 
proceed to arbitration.  Next issue, we will cover the basic concepts of Arbitration.   

 
 It bears repeating again, if you receive a grievance at your level or have questions concerning 

the Negotiated Grievance Procedure that applies to your organization, the best practice is to 
contact CPAC for guidance on what your specific CBA states.  

 
 If you have any questions or concerns regarding labor relations please contact your FSH 

CPAC Labor Relations Specialist Team, Robert Rodriguez or Catherine Guerra @ usar-
my.jbsa.hqda-cpac.mbx.labor@mail.mil.  

 
 

  Reference DOD Civilian Personnel Manual 1400.25M, Subchapter 711  
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Continued from Page 9 



Position descriptions (PD) should be reviewed and revised on a regular basis 

to ensure the PD reflects current major duties and responsibilities. If the posi-

tion is new to the organization, the manager may be required to establish a 

new PD.  

 

It is important to change an employee’s position description to reflect the work he or she is actually performing to 

avoid an employee misassignment. Misassignments occur when a subordinate employee performs major duties 

that are not recorded on the official position description, or the manager identifies major duties in the official position 

description which are not performed by the individual. All misassignments should be corrected as soon as they are 

discovered by:  

 

- Rewriting the position description, or  
 
- Limiting the employee to duties described in his/her position description, or  
 

- Assigning the unrecorded duties to other existing position(s) or to a new position and temporarily detailing or pro-

moting the employee to this new position or filling it using competitive procedures 

 

If the position’s duties, responsibility level, and knowledge required to accomplish the work changes significantly, 

the grade and occupational series of the position may also need to be changed. Factors which are not considered 

significant changes and do not require a PD rewrite are: quantity of work produced; quality of work produced; tem-

porary change in assignments for training or to meet an emergency situation; work performed in the temporary ab-

sence of another; changes in organizational level only (e.g. from 

section to branch); change in methods/procedures; or a person’s 

relative value to the organization. 

 

It is crucial for managers to carefully manage positions in advance 

of it becoming vacant and discuss these types of changes with their 

HR advisor.  All classification issues should be resolved prior to cre-

ating the RPA. 
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Position Descriptions (PDs) 
Submitted by Christian Camacho 

Why is Spring Called Spring? 

Before Spring was called Spring, it was called Lent in 
Old English. Starting in the 14th century, that time of 
year was called “springing time”—a reference to plants 
“springing” from the ground. In the 15th century this 
got shortened to “spring-time,” and then further short-
ened in the 16th century to just “spring.” 

http://www.etymonline.com/index.php?term=spring
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Submitted by Diana Kent 

What’s the Latest on DCHRMS…  
 
DCHRMS is being designed to support a single employee record (SER) for all DoD civilian 
employees. 
 
Storing copies of data in multiple databases increases the number of potential targets for 
data theft or leaks.  SER strengthens data protection by only allowing a single copy of the 
employee’s data to be maintained. 
 
DoD HR providers use separate DCPDS databases to conduct their work.  Data on DoD 
civilians who transfer between DoD agencies is maintained as separate records in both the 
gaining and losing DCPDS databases.  The gaining HR provider uses the CAO Transfer 
process to pull a copy of the employee’s personal data into their DCPDS database prior to 
the transfer date and the losing HR provider retains their copy of the ex-employee’s record. 
 
All DoD HR providers will be using the same database.  There will only ever be a single 
copy of the employee’s record maintained in DCHRMS, even if they come and go through-
out their Federal civilian career.  Access to the only copy of the employee’s data is shared 
between the gaining and losing HR providers to support intra-DoD transfers.  The entire rec-
ord moves to the gaining HR provider. 
 
Only employees who leave DoD (or  DCHRMS) entirely and have not returned will show as 
an ex-employee in DCHRMS. 
 
Shared data access only works if the gaining and losing DoD agencies are both in 
DCHRMS.  If either the gaining or losing agency is still in DCPDS, an intra-DoD transfer will 
result in two, separate employee records: the new/current employee record in the gaining 
database and the ex-employee record in the losing database. 
 
If the losing agency is in DCPDS, the ex-employee record in DCPDS will not migrate to 
DCHRMS.  The current record in DCHRMS becomes the SER for that employee once 
DCPDS shuts down. 
 
If the losing agency is in DCHRMS, the ex-employee record in DCHRMS will merge with the 
current employee record coming from DCPDS when the gaining agency migrates to 
DCHRMS.  The combine record beomes the SER. 
 
If an ex-employee returns to work for a DoD agency in DCHRMS, their ex-employee record 
is used in the (re)hiring action to maintain a SER. 
 
For more information, go to the DCPAS DCHRMS website at: 
https://www.dcpas.osd.mil/OD/DCHRMS. 
 
 
 

F S H  C P A C  O P E R A T I N G  H O U R S  

Due to the COVID-19 pandemic, our staff is working virtually.  Our doors are 

currently closed to walk-in customers until further notice.  However, you may 

contact your servicing specialist directly via email or MS Teams.  For additional 

information, questions, or inquiries please call (210) 221-1425.  

We appreciate your patience and support during this time.  


