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SECTI ON 3
PERSONNEL ADM NI STRATI ON

3-1. Managenent.

a. The resident engi neer establishes and enforces standard
operating procedures for the various elenents of the resident
of fice, through a know edge of nanagenent principles and
eval uation and cl assification standards.

b. The resident engi neer supervises and schedul es the
resident office workload, m nim zing work backl ogs and overti ne.
Personal attention is given to providing adequate equi prment,
facilities, and working conditions that permt enployees to work
safely and effectively. Personnel are trained and devel oped as
understudies to key jobs. The resident engineer nust be famliar
wi th, and support, the nerit pronotion plan, EEQ AA, upward
mobility, performance awards, career prograns, and the overseas
priority placenent policy.

c. The resident engineer applies the principle of equal
enpl oynent opportunity (EEOQ not only to enploynent, but to
retention, training, and separation of civilian personnel in
accordance with the district EEO plan of action. All enployees
are kept inforned of the EEO policy of the district and i1ts
support is enlisted to achieve positive results. The resident
engl neer assures that any conplaints involving i ssues of
di scrimnation on grounds of race, color, religion, sex
(i ncludi ng sexual harassnent), age, national origin, or physical
or nental handicap and reprisal are referred to appropriate EEO
of ficials and expeditiously processed.

d. The resident engineer displays an attitude of neutrality
t owar d enﬁloyee uni ons and uni on nmenbershi p. Cooperative
rel ati onshi ps with enpl oyee organi zations should be established
and mai ntained. Al negotiations wth reBresentatives of
recogni zed enpl oyee organi zati ons shoul d be handl ed conjunction
with the servicing personnel office as required under Title VI,
t he Federal Service Labor Managenent Rel ations Statute, P.L. 95-
454, Trai ning and assistance in the adm nistration of |abor
agreenents is provided by the servicing personnel office.
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3-2. Personnel Strength Forecast.

a. The resident engineer forecasts the needed personnel
strength for the resident office and requests an increase or
decrease in personnel authorization in accordance with AR 570- 3,
Manpower Utilization and Requirenments. The district is advised
at | east 180 days prior to the need for additional personnel or
when it is anticipated that any personnel will beconme surplus to
the needs of the resident office. Adequate tinme is thereby
al | oned for processing personnel actions.

b. When requesting additional personnel fromthe district,
the follow ng should be clearly stated:

(1) A brief description of duties or job nunber and speci al
qual i fication requirenents.

(2) The suggested designation and grade of the new enpl oyee.

(3) The construction on which the new enpl oyee is to be
utilized and the | ocation of the job.

(4) The length of tine the enployee will be needed.
3- 3. CERRAMS.

a. Ceneral. The Corps of Engineers Resource and Mlitary
Manpower System (CERRAMS) provides the capability to forecast
manpower and fundi ng requirenments quickly and accurately and to
all ocate the available resources to Divisions and Districts.
CERRANMS conbi nes conputer nodels, nmanagenent policy controls, and
Department of the Arny resource constraints. It enables nanagers
to forecast manpower requirenents, planning and design (P&D)
fundi ng requirenents, and supervision and adm nistration (S&A)
funding requirenents for all of USACE and its individual
Divisions and Districts. It al so enabl es nanagers to exani ne
Eftions for allocating manpower resources to the Divisions and

stricts.

b. The USACE Manpower Forecasting Mddel - The nultiple
information requirenments of USACE |l ed to the devel opnent of
CERRAMS as five interrelated nodels rather than a single | arge
nmodel . The nodel s address the two primary USACE managenent needs
- forecasting requirenents and all ocating resources.

The two forecasting nodels and the S&A and P&and; D nodel s
quantify the requirenents for manpower and funding and the

al I ocati on nodel apportions the avail abl e manpower and fundi ng
resources to USACE D vi sions.
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Consi stency anong the nbdels is maintained through the use of
comon input files which ensures that the sane assunptions and
policies that drive manpower requirenents are used to determ ne
P&and; D and S&A fundi ng requirenents.

(1) The outputs of the USACE manpower forecasting nodel are
mul tiyear forecasts of the workyears required to provide
engi neering and construction services for the ongoing and pl anned
mlitary program Wrkyear requirenents are cal culated by fund
type and sunmarized in three custoner categories: Arny
installation support, other Arny support, and non-Arny support.
This functional display of manpower requirenents facilitates the
anal ysis of the inpact of changes in specific fund types and
readi |y supports the "what if" scenarios that are an I ntegral
part of manpower managenent. The nanpower requirenents generated
by the USACE forecasting nodel serve as an input to the Total
Arnmy Anal ysis (TAA) process.

(2) The devel opnent of manpower forecasts begins with input
of data and assunptions and ends with a presentation of manpower
requi renments by fund type. Wbrkload is neasured by inflation-
adjusted PA's and is obtained froma conbi nati on of existing
USACE aut omat ed data bases and estimates by program nmanagers.
The assunptions that the nodel considers are the nunber of
avai | abl e man-hours per man-year, the estimted anount of in-
house design work that will be done, the nunber of projects that
w Il not survive the budget review process, the anmount of
engi neering not related to construction to be done in-house, the
average nunber of active contruction projects that each District
w Il experience, and the operation and mai ntenance Arny (OWVA)
positions. Once the input data and assunptions are entered, the
cal cul ati on of manpower requirenents begins.

c. Manpower Allocation - Manpower resources are allocated to
Di vi si ons based on the requirenents devel oped with the USACE
manpower forecasting nodel, the Division and District manpower
forecasti ng nodels, and the nmanpower resources made avail abl e
t hrough the TAA process. The USACE manpower forecasting nodel is
used to develop the total manpower requirenents for the
USACE m litary program
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3-4. Sel ecting Enpl oyees.

One of the major responsibilities of the resident engineer is to
sel ect enpl oyees for the organization. The district civilian
personnel office is responsible for inplenmenting personnel

pl acenent policy within the district. Wen it is necessary to
establish or fill a position, an SF 52 (Request for Personnel
Action) is submtted through the construction division to the

di strict personnel office. Attaching a proposed job description
to the SF 52 will expedite filling the position. The resident
engi neer is furnished a list of qualified applicants for

eval uation and selection by the date required to avoi d adverse
effect on resident office operations. Upon receiving the
referral list of highly qualified candi dates, the resident

engi neer should nmake a selection, and the selecting official nust
provide a witten rationale for their selection. The selection
deci si on nmust be based on nerit factors and therefore job
related. Wiile interviews of candi dates are not mandatory, they
are encouraged prior to making a selection. |If the RE requires

i nformati on concerning placenment of mnority candi dates, the RE
shoul d consult with the district EEO officer to discuss the AA
goal s and whether there is underrepresentation of mnorities or
wonmen whi ch needs attention. This discussion should occur as son
as a vacancy is projected. In addition to AA goals the selecting
of ficial should determ ne whether any special recruitnent efforts
are required to reach highly qualified candi dates to include
mnorities or wonen. The resident engineer contracts the highly
qualified individuals on the referral list to arrange interviews,
if desired, or secures additional information concerning the
candi date's experience and past supervisory appraisals.
Customarily after the individual is selected, the new assi gnnent
begins within 30 days. A shorter reporting period can be
negotiated with the incunbent's organization.

3-5. Personnel Utilization.

a. The resident engineer infornms enpl oyees of their job
descriptions and associ ated perfornmance standards which they are
expected to nmeet. Enployee duties are nornmally aligned with
t hese standards and wth job descriptions, though personnel may
be tenForarin assigned to other duties within therr
capabilities. Wen major changes are made in duty assignnents,
performance standards are revised. Perfornmance standards for
enpl oyees are usually prepared by the resident engineer with
i nput from enpl oyees. Both quality and quantity of perfornmance
are realistically nmeasured, and planned di scussions with resident
of fi ce personnel are conducted to
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strengt hen enpl o ee/enPoner relations and inprove perfornmance.
As a result of the evaluation of resident office personnel, the
resi dent engi neer establishes the necessary training through an
i ndi vi dual devel opnent plan (1 DP) and recommends pronotions,
reassi gnnents, or separations.

b. Through regular interviews, the resident engineer is
aware of the short and | ong range goals of resident office
personnel and provides themw th assistance in obtaining these
goals. The enpl oyees are assigned within the organization to
assure maximumutilization is made of the highest skills the
enpl oyee possesses.

c. Wien performance declines or conduct becones a problem
several considerations should be reviewed by the resident
engi neer. Determ ning the cause of the performance or conduct
deterioration is essential. A concerned, sincere discussion wth
the enpl oyee may surface the basis of the problenm(s). If it
becones apparent that the i nmedi ate supervisor's efforts
are not effective in resolving the problem the Managenent -
Enpl oyee Rel ations Branch, located in the G vilian Personnel
O fice, should be contacted for guidance and assistance. There
are several options available for consideration, including
referral to the Enpl oyee Assistance Program (EAP), counseling,
di sciplinary action, reassignnment or even renoval, if warranted.
The resident engi neer should strive to maintain a positive work
envi ronnent to enhance enpl oyee noral e and productivity. This
may be one of the supervisors nost chall engi ng tasks.

d. Allegations of discrimnation should be referred
imrediately to the district EEO office for proper and tinely
processi ng.

3-6. Incentives & Awards. (AR 672-20 & USACE Suppl enment #1)

a. There are various incentives available for resident
of fice enpl oyees; for exanple, quality step increases,
performance awards, special act or service awards | ength of
service awards, letters of appreciation or conmendation, on-the-
spot cash awards, and pronotions. The resident engineer
initiates action to obtain awards for deserving persons. The
resi dent engi neer encourages suggestions and can assi st resident
of fice personnel in preparing them

b. Three awards for construction field personnel are
avai l able. EP 690-1-12 dated 12 May 1987, established two of
t hese awards for construction inspectors/representatives. The
awards, are as follows:
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) Quality Performance Certificate (QPC-Qrly)
QPC s shoul d be selective

No requirenment exists that you nust award a QPC.

- A QPC recipient MIST be outstanding.

News| et
(2

t he

(3

oy

enp

constru

Noti fy HQUSACE of recipients for publication in
ter.

) Construction Insp/Construction Rep of the Year
One CI/CR of the year per division will be awarded.

The CI/CR recipient nust stand head and shoul ders above
rest.

Cl/CR award requires NO previous QPC awards.
G ve consideration to awarding QPC to Cl/CR runners-up
) USACE Hard Hat of the Year Award

Hard Hat Award awarded to the nost outstanding field
ee in each Corps Division

Nom nations nade by each Areal/ Resi dent Engi neer

Nom nee nust be permanently assigned to a field office.
(Area/ Resident/Project Ofice)

Cannot be the Area or Resident Engi neer.
Grade cannot exceed GS-12.
Must be in position at | east one year.

Principle duties nmust relate to nanagenent of
ction.

Perf ormance standards nust address quality managenent.
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c. Selection and presentation of the first two awards are
del egated to each District. The Hard Hat Award wi Il be presented
by HQUSACE, Chief, Construction Division. EP 690-1-12 outlines
considerations for you in the selection process. Criteria for
t he HARD HAT AWARD was previously distributed and is available in
each Division and District.

3-7. Training.

The resident engi neer assures that personnel have the opportunity
to attend training courses, either on regular duty tinme or during
of f-duty hours, that will develop their capabilities and neet
their needs for future jobs. Personnel are encouraged to avail

t henmsel ves of the many opportunities for self-devel opnent. Long
termtraining opportunities should be enphasized, especially for
enpl oyees in grades GS-11 and above. The district training or
enpl oyee devel opnent officer can provide information on training
and devel opnent opportunities and assi st personnel in scheduling
necessary training. The resident engineer should conduct routine
pr of essi onal devel opnent training in-house for resident office
personnel based on their needs and abilities and on the nature of
on-going future work. The RE should assist in selecting courses
for the enpl oyee's professional progress through the | DP
Proponent Sponsored Engi neering Corps Training (PROSPECT)

program courses are available fromthe Huntsville USACE Trai ning
Managenent Division. Excellent courses in contract nanagenent,
gual ity assurance, inspection, and nobilization are avail abl e.

For information about the PROSPECT program contact the personnel
training officer at the USACE Trai ni ng Managenent Division or the
districts training officer.

3-8. Tine Adninistration.

a. The resident engineer assigns, in witing, a tinekeeper
and an alternate tinekeeper.

_ b. Approval of overtine, holiday work, and conpensatory tine
i's governed by district regul ations.

c. The resident engineer schedul es annual |eave and
conpensatory tinme with consideration of enployee desires insofar
as possible. Sick leave is nonitored as necessary.
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3.9 Travel.

a. The governing regul ati on which prescribes the policy and
procedures for processing and controlling travel perforned %y al
USACE mlitary and civilian personnel is ER 55-1-2, Travel
Managenent .

b. Normally, travel orders are witten prior to commencing
official travel. In exceptional circunstances, confirmatory
orders may be issued after travel has been perforned as
prescri bed by current regulations. Travel orders are issued in
the district office unless specific authority has been del egat ed
to the resident engineer by the district commander.

c. The district transportation officer may designate the

resi dent engineer as the transportation agent for issuing SF
1169, Transportation Request (Accountable Form- CGvil Only).
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