CHAPTER 1
SUPVERVI SI ON CF Cl VI LI AN EMPLOYEES
1-1. PURPCSE

The purpose of this publication is to provide managers and
supervisor’s a "how to" informational guide for use in
supervising civilian enployees. It reflects the nbst current

| aws; governnent -w de Departnent of Defense and Departnent of the
Arny regul ations and policies; and Headquarters FORSCOM and Fort
Bragg inplenenting directives. It nust be used in conjunction
with the collective bargai ning agreenent for bargaining unit

enpl oyees.

1-2. RESPONSI BI LI Tl ES.
a. Managers and Supervi sors.

(1) Managenent of the workforce is the responsibility of
the activity commander and is exercised through the |ine of
supervi sion. Managers are responsible to the commander for
effective | eadership and managenent of the organizati onal
segnents of the workforce under their supervision. They are
directly responsible for the devel opnent and effective
utilization of subordi nate supervisors, for effective
participation in personnel nmanagenent program planni ng and
eval uation, and for establishing a work environnment, which
encourages positive enployee notivation and hi gh perfornmance.

(2) Supervisors have inherent responsibilities for the
direction of the work of others. Included are day-to-day
rel ati onshi ps with enpl oyees, personnel nmanagenent tasks, and
trai ning and comruni cation activities, which have a significant
bearing on obtaining a favorable work environnment and hi gh
productivity. |In addition, supervisors nust be given the
authority to recomend or initially approve formal personnel
actions.

(3) Supervisors are responsible for devel opi ng expertise
and under st andi ng whil e discharging their personnel managenent
responsibilities. They should actively seek assistance fromthe
G vilian Personnel Advisory Center (CPAC) not only in terns of
i ndi vi dual actions or specific problenms but also on matters of
br oader scope such as:

(a) Devel oping inproved position structures.
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(b) Inproving the conpetence and notivation of the
wor kf orce through identifying training needs, and providing and
eval uating training and devel opmental opportunities.

(c) Developing future staffing plans taking into
consi deration changes in m ssions, nethodol ogy, and technol ogy
whi ch are forecast.

(d) Inproving comrunications.
(e) Stabilizing enploynent.
b. G vilian Personnel Advisory Center.

(1) The Commander, XVIII1 Airborne Corps and Fort Bragg
and the tenant activity commanders have designated the CPAC to
act for themin the admnistration of their civilian personnel
managenent program

(2) Specific responsibilities of the CPAC include the
fol | ow ng:

(a) Provides personnel services.

(b) Admnisters legal, regulatory, and procedural
controls established within the Federal personnel system

(c) Acts under authority fromthe conmanders to eval uate
j obs and acconplish personnel actions; exercise |eadership in the
devel opnment and adm ni stration of |local civilian personnel
policies and progranms; maintains contacts with outside agencies
and community organi zations; and provides effective direction to
enpl oyee- managenent rel ations and | abor rel ations prograns.

(d) Furnishes staff guidance and assistance directly to
line officials and in the devel opnent and adm ni stration of
civilian personnel prograns designed to recruit, conpensate,
train and develop, utilize, and retain a qualified, effective,
and efficient workforce.

(e) Provides staff assistance to nmanagers and
supervi sors in support of planned position nmanagenent,
classification, and personnel actions. On-site advice and
assi stance are al so provided to managers and supervisors in such
matters as program pl anni ng and eval uati on, supervisor-enpl oyee
rel ati ons and conmuni cations, notivation and recognition,
trai ning and devel opnent, and enpl oyee servi ces.
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(3) The Cvilian Personnel Advisory Center is organized
into two divisions. These divisions and a summary of their
functions are |isted bel ow

(a) Human Resource Managenent provides classification
and staffing support to garrison and tenant activities |ocated on
the Fort Bragg installation and at renote sites.

(b) Labor Managenent assists managenent in its day-to-
day relations with enpl oyees and enpl oyee organi zations (i.e.,
unions) to help provide a positive work atnosphere |leading to
opti mum productivity and enpl oyee satisfaction. Adm nisters
per f ormance managenent, incentive awards, FECA, and manages the
aut omat ed personnel nmanagenent system
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