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Y. BRODIEMe

To define funstiens, proposs e srg@iinetionel strestore and recomsnc
sdugquate stalfing,

2. FAUTR WeARIEC U WS PROBLES:

This divisden is the fommer Flscwsad ard ¥ "Witeation Civisien, with ke
sddition af the sowsselling fupction.

3. HIBOUED 1O

sluments oemcersed. Prenth sigieturs Should be catelisies b e
date & logienl distridutien ¢f the anpizrwd farwtions.

be Comrelated Ponstions and setiviiiep should, shere preotiseble, be orouped
togethar, The "ecumeelling® wg ivity, formarly csrried on in ancther
division, in an exsmple. ihis setivity se alesely related Lo the ppi-
mery funetions of this Livisios.

¢. The femetioms of this Sivisien fedl iniv twe gecernl cebegories: | L
thoss for weleh the Jffior of F-rmccawml bas respousidility wad asction
sutharity sad (2) thowe heving servier aod ewpport charscteristics.
Thaoe {nslude $he swvelvation of gplisant and spleyee qualificetioas,
sthantiostion of perscanel sefioos for cemplisnce with regulstions,
stalf sssistense to opersting eifisisls in persounsl wethers, sssisianes
in the resssigmesst process, ﬂwmtmniww“ﬁm
mmymm&.m mm mma of an enployee
ocourselling serviss, i 3 sereo ding/vecsrdl 4 Lae
the quslifieatdons urr amvi:&w M mitym

be CUBCLUBI¢58s

8. The Division shructurw and the titles of 1t sleaseste should b re-
arrenged o comfors te 2 loglos) disteibution of 1ts unetisne.

B The funotions sesigsed to the 3ivision sheuld be weitien bo clesrly
dslinesta the seaps, rasponsiBiiity sad sutherity involived.
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e, Adequate menpower shoulc be allotted to the vivision to perform the
tasks sasignedy this should be distributed to the elements in proportiosn
4o the worklosds concerned; and the positions shoulc be classified
sceording to the relative imporiance of the functions of the elemert.

5, ReCoMadiATIOE:
It is recommended thets

a. The propesed Division structure snd titles, ghown in isb &, by approveds

b. The propossd functionsl statements far the Uivision, shown in Zab L, be
approved.

¢. The proposed staffing for the iivision, detalled in Tab U, be approved,

B, Titles on: gradesy afleeted have been approved by
Position »valuation Iivision.
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I 25X1A
.hief, fanagement Dteff

ATTACHMENTS »
Tabs A = G

CORCU ey

P
£ o Gt 5%
Uirectof of Personnel lLalte

AGTIUN BY APPROVINEG su mORITY

ArFRONEDS The recommendations in paragraph
5 are Lpproved:

, Mgt/s /SM: ee (26 Apr. 1956)
DISTRIBU TION: 25X1A
Orig. & 2 - DD/S
.2 - Pers. L B¢ WHLGE

1 - Compe. Teputy Dircctor
1 - File {Support)
1 « Chrono
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FRACNE

The Chief, Pergommel hssigmment Division, under the general direction of the
Dirvector of Personnel, shalls

1.

g.

3.

be

He

&,

Perform Ageney-wide evalustion of the qualifications of spplicants for
gppointment and ewployees proposed for resssigmment or promotion, in
geeardance with spproved Agency standards; and exeroise spproval euth-
erity thereon.

Authenticate persormel sction docwments as to thelr couplisnce with per-
tirent repidations, policien awd procedures.

basist Cereer Servios Boards and Panels gud eperabing officiale in the
selection, assigmwsnt and resssigmment of personnsiy furndsh advice and
puldanes concerning spproved personnsl policies, regulstions, standards
snd provedurssy antd provide cerdadn administrative and gecretarist sup-
port to the Clandeptine Services Carosy Eervice systom a5 sgreed belween
the 1D/, BI/P end Director of Fersonmel. ‘

Provide, through the distritution of senlor personnsl techniclens, a
means wherdy the Director of Personnsl may moniter the cperation of

the Agenuy pevsonuel mansgement program.

Conduet exit and pre-exit interviews and provide such genersl couneeling
servics to mmployees and supervisory persommel a8 mRy be¢ requested, in-

oluding counseling in indebtedness, security risk and sub-marginel per-

forpence gapes end thoe preparation snd coordinationm of documentetion in

subsenuent termination sctlions.

Pexform Initisl exapination snd sanelysie of spplicant flles in terms of
Agency sxployment requivements es related o current snd potentisl va-
cancieys reject or wefer filss for placement sotion eode applicant and
esplayee work exporience to provide a comprshensive qualifisations
reglstery and seleot potentisl candidstes (applicants or emplayces) for
£411ing of vacancies through use of reglastern,,
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