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U.S. Army LN Payrol | System

Finance Service Center 7 Jan 71§

MAJ Johnson/mig/3015]
s made to The 37 i fi
; ,ur . E”:h? moating In your office on The afterncon of 5 Jan 71
- E «< {c z -
Tiet _synopsis of +ha Army LN Payroi | procaedure :
ne Army procedure |
i 2 > 15 a manual operation usi A
Do Ty Broce : I using NCR accounting machi
J;;nJiléZ?s*dng gcducfxons to each Iadividual pay record ngT:é;Z'ncsT?o i
SOn receipt o Wdividu i : - l no ‘
u Serv_\ﬁa :rd:v:dual Time and Attendance Reports from caci nasor T
Y e iced. Calculators and adding machines are +h  to valanen
The nersonnc noench - - ol o used fo -
o¢ by %b“'éigf:n3{~0“ each payroll aro then listed on o payroii f?éf?cc fb?
L) { i )
o joe v s?afhﬁ@n:: A Agents.  Individual leave records are main?aineé :3 vl iy
are o olelenenis prepared and forwarded to the emnlovea ¢ i C renan
€ prepared manual ity and Issueg 6 thoir hormal payoninS2 ot

" e s K e [} TO Cmpfoyees WL‘OF}Q y .
Annual tax STaTemonts are prepared manuaily i ver their norT?] pay changes.

++ This office present ¢ 5 i
i ' Y PAYS approxiinate i ol A i
Oy choek and the balance areypaiétfn émgéeiy*él’guu: i porsommel |aiy 00 aro Pe
3 N1 Cash. The Ryukyus
ar (4) e 2 i < ORYURYUEH personnel cro pajd cve
‘ WESRS walch equal out fo I3 na iod ) ox paymonte soslrY

on The second Fric S DAl pay periods annually. Check payments « aid
Dald oy oo ka*{osy foilowing The end of the pay period anc {he cg?ym»fTS d:e ol
pald o *VS ?1,?xhonday following the cad of Tho pay period. Tho ilfp?ymcn»s o

IR? Day ri S5Cha 3 i i 5 , e | : ° :
g Thia{TfM q§nuduleb with approximately 1/2'of the acco;ATs‘;e?r "raid on

v 1Tems ot payroll compensation and deductions are |lsted be;g pald cach
' ‘ 1] o oW,
a.  PAY COMPENSATION:

(1) Base Pay

(2) Overtime

(3) lloliday Pay

(4)  Commutation Al lowanco

(5)  Typhoon Allowance

(6) Fireflghter Premium Pay

(7)) Term Bonus (April) 257 of Base Pay

{(8) Summ > ‘ AR

amer Bonus (July) 150% of Base Pay LT
(9) Year-cnd . ) ) s \ /':
£nd HBonus (Docember) 250% of 3ase Pay ' Ly
/ ';‘x 1

~

L

PSS, RO,

o ——

"SR e Ve e o

e S
- N

S T .
. m e 3 i e )
- G St it et ate e Tt e

o me  rat | eb—po me—— . 21 =

.7 Jan 7|
Acmy LN Payrotl System .

(i10) Aanual Loave Lump Sum Payrent

(11) Scparevion Pay Allowance
({2) Cash Awards

{13) Prorzta Bonus Payment

5. PAY DCCUCTICNS:
(1) Unempioyment insurance .
(2) Nedical Insurance . i , .. - | : ;(
(3) GRI income Tax
(4) WQlfare'Ponsion insurance | | |
(5) Subsjstence Charge for Cally Meals'(Hospifq} E@ploy?es Onty)
4, The dasic regulations used on wago computation, paqun? methods anq

orocadurcs are as tollovis:

REGULATIONS ON WAGE CONMPUTATION:

(1) USARYIS Reg 650-25, 6 Jul &7 - .

(2) Wage Schedules and Al lowances Lettor instructions ~.R1JCfL,
o Ti Maritime

(3) Viage Schedulos and Allowances Lefter instructions (Ma

Scheduie) - RIJC-L, | Jul 70
for Ryu! o; ses - RIJC-L
| (4) Separatlon Allowance Plan for Ryukyudn Employc§ Ri . ’
P oJdul 70 | §
i c Forw S
(5) Local GRI Regulations Concerning Pay Dw§ucfézn Formula
T Withholdings of Unomp loyment, Vel fare Pension |

CompuTing o
and GRI lncoms iaX

| ing Pay ied by OCPD
(6) Various |nstructions Concerning Pay lssu y B

G. C. COURTNEY
LTC, FC

, . , | - ‘
o Finance and Accounting Oftlcer

d Modical insurances,’

e e e i e S I T T
I —— -

ey T

gt
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U. S. Marine Corns/Navy Payroll Opcration

- bt
i [»]
[}
Y]

U,5,M.C. and Ravy Ryulyuan persounncl are paid from two payroll offices. al nalionsl employees of the Cikinawe Reriocnal Lwchance are paid
. . - - v . - Ml r, e LCianacc o3 neo

One office is located at Farine Corps Base, Camp Smedley D. Zutler and pald orice
P 1 . T N ~ . w s 2 K A ~ C Lononih in >ash Pav 1A ol en - ol s

uugao}acz at the QaVal Air ‘§c1l¢uy in Naha, Oz.th§ 2,779 employfes f & omont ¢ash.,  Pay period ends cn the 25th of ecach month and payment is
paid by theye offices approximately 1,996 are paid in cash while the . )

i, A - X \ ] nALG on thie SLn I L+ PR ey s .

remaining T63 receive a check payment. on v Oth.  (If 6th Falls on a2 weckend or holiday, payment is advanced
m s - TXq e + )4 1 o to the nreceding w N i~ )
‘The peyroll office located at Camp Butler operates on a 4 weex pay SLLLCGInG work aay.

period basis, while the Naha payroll office operates on a monthly ] - .

ey period basis. Payrolls are normally completed 8 to 10 days after : foyroll is machine-computed by ORE Data frocessing dranch, The cashier

s . . ¢ : Healllle,e &8
the end of the pay periods. ‘ e o . .

18 responsitle {or tre distribution of payroll

The basic pay regulation used in the computation of pay for Ryukyuan
personnel is the Representative of the Commander in Chief, Pacific
in the Ryukyus letter published usually every July. The letter est-
ablishes grade and step hourly rates, night, holiday, and overtime
pay rates and bonus computation methods. Joint Service and/or local
command directives cover other payroll procedures such as separation
allowance plans, maternity/mourning leave procedures, etc,

':he ey Rt et e - Ead v * 3
payroll unii consits of 4 payroll clerks perforning the following

~
b2

[PV AP K g PPN, - $- b
a. utits time sheets for completeness, Total nours oaid at

AR

A £ . o ; 3 :
Ailerentiszl rates are checked for propriety. S

£

Instructions for vax, medical, unemployment and welfare deductions
are published by the Governmenr of the Ryukyu Islands after coor-
dination with USCAR. ,

-

documents are crecked for cempletenass

13

3 ] e it A S e $ :
O. iecords rumver of matarnity, physiclogicsl and mourning
i 1 fors e300

Enclosure (1) \ .
Ley—-punched and forward

w
c*
o]
@]
&)
ct
[}
T
*3
O
(2]
[0
[
[&)]
'_"
)
1

d., Processes terminstions,

o 2 . : e b PR
¢, Jurnishes inlforuciicn on boaus elirinilizy of

L BT Ty K AV D T 0 e S S T Ly 7 S I e £ T T ST AT 8 e T AT e

Db . D 4
JGLG Trocessins STANCh,.

~

G5 leX otatement for sll employases,
" + P eYe) Y
payments znd compile

oersonne cost and budse “ 4. : — r . . . )
K inel cost and u\l(..;cx?t dala: ’)aﬁ[ oll g&’:lst 3r, Hours horked fepi step
[ 2

“udget negister, Cash B inction rreakdown Repi
rister, Cash Lenomlnction “reakdown Repister and Payroll Haster

g s’




ORE LN PAYROLL PROCEDURE

I, Source of Payment
a. Personnel Request/Action Form (ORE Form 1200-1)

1. Grade changes, step increases, transfers, name changes &
transfers.

2. Information to be key-punched is identified by Payroll Clerk.
b. GRI Exemption Form (GRI Form W-3)
c. Time Sheet - Payroll Clerk audits for completeness:

1. Checks propriety of Overtime, Holiday Pay & Night Differential
Hours.

2. Checks Maternity, Mourning Leave & Other Leave Hours
3. Checks leave balances to verify sufficient credits.
4. Recaps of total hours by category are cross-footed.
II, Computation of Payroll - Computerized (IBM #360, Model 30)
a. Key Puncher
1. Key punches changes and information from Personnel Actions.

2. Key punches Emplg ee§' Payroll Number and Hours from Time
Sheets.

b, Computer Operator
1. Prepares Employees Status & Transaction Register

2. Prepares listing, by branches, of total hours (regular, holiday,
overtime, annual & sick leave & night differential)

(Total is verified against Time Sheet total by Payroll Clerk before
actual computation is made).

3. Prepares following:

a. Payroll Register

. b. Payroll Vouchers (information to employees of gross
pay, total deductions, net pay and leave balances)

c. Cash denomination breakdown register.
d. Payroll master list
~e. Personnel budget register
III. Method of Payment -
a. ORE HQS Cashier -

i, Summarizes Cash Denomination Breakdown Register by
Areas (HQS, Depot, North, Central & Couth) 2

2. Informs AMEXCO 2 days in advance of Denomination Require-
raent.

'3. Cashier makes disbursement to the operational areas.
b. Supervisor or his representative make payment to the employee.

c. Acknowledgement of Receipt - employee signs copy of Cash
Breakdown Register next to his name.

IV. Reports to PACEX

a. Payroll Summary of each payroll, recording Gross Payroll
by Account Distribution, Deducton made and net amount paid.

b. Statistical Report showing number of overtime, sick leave
and other administrative type leave hours taken.
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HEADQUARTERS 824TH COMUAT SUPPORT GROUP (PACAF)
APO SAN FRANCISCO 986239 ’

— /8 Dea 70

e Qe 1‘$C . .
: : , ; (e) Annual Leave Fields. These fields contain beginning
i balances, leave earned, used, forfieted, and current balance. ’

(i) Sick Ieave Fields. These fields contain, beginning
bajance, earned, used, foriieted current balance and advance balance.

Okinawa Reversion Negotiation - Technical Panels

‘ .- 2.¢ There are four classifications of permanent changes in the civilian
. DR (¥r Hester) .pay system. Thase are: accessions, separations, deletions and updates.
: . The waster pay record is used as a reference document for processing
1. Toe following is furnished for your information: deletion and update actions. The pay clerk annotates the master pay sy
rccord with the chango to bo made. When a new record is received at the
end of the pay cycle it is compared with the old record to see if changes

A1l Air Force local national personnel, island wide, are paid on- c
cere procossed correctly. The annotated copy serves as a reference source :
4- 5 .

, 11 the now record is received. Master records are retained in the -
- computer until deleted at the end of the payroll year. . AN
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"%, Seven loc:l nation:l pay clerks under the supervision of two U.S.

. v
! civilians are engaged in payroll activities. ..
. ] a. Permanent change input is controlled manually. A log is used to

P c. TLocal national payrolls are maintained by(the B3500 computer. : vorify the accuracy of permanent change processing. Totals of certain
The system is a tape system with punoh card input. Computer programs _ : Tields are completed manually and entered in the computer with” permanent
wAll compute gross pay, make specified deductions, and determine net pay. ‘ ' changes being processed. The computer compares these totals with those
They will also acorue changes and determine leave balances for each type . cenerated by the computer for the same changes and reports the differences.
of leave. Thera are a number of edits divided into three general categories; _ , - Errors nust be corrected before the pay computation process. l

ralidity, comparability and abnormal conditions which insure input data is
accurate. Manual controls and records have been eliminated to the extent
possible.

. be. Tne computer edits permanent changes and provides listings for
accepted and rejected changes. ,

. Time and attendance is controlled by a single card for each employee.

W

3

(1) 1IN master civilian pay records are maintained on magnetic tape.

Tnitially the master records are input to tape by twelve punch cards containing Tne card in addition to controlling time has two variable fields which are
all essential data for civilian accessions. § used to report various entitlements and adjustments. Another special field
: , is used to report unusual leave transactions. These three fields are used
n

(2) The computer generates several master file fields for every B ? leu of processing temporary changes. T and A cards are computer generated
employee. These fields contain information used to control certain pay and r " for each pay period and sorted by timekeeper code. Two cards are prepared for
- - each empluyee nine to thirteen days in advance of the new pay period. The

report routines. They are printed on the Year to Date listing on the Master 2
Pay Record. These fields are: i T alid A cards are returned from the timekeeper and are reviewed for accuracy
. _ | sy Civilian Pay. Civilian Pay provides timekeepers adequate instructions on
(a) Gross and Net Pay Year to Date. These fields contain the ¥ how to prepare the cards and advises the timekeeper of errors. During the
accumalabtion fields of gross earnings paid during a current quarter; the . 3 T and A processing, Civilian Pay wverifies that a card is received for each

total of gross earnings paid in the three quarters prior to the current A o employee.
quarter; and the cumulative total of net pay during the current payroll '
year. | : : a. The computer edits the T and A cards and provides listings on
. ' 1 ~ accepted and rejected cards. There are validity edits and compatibility
() GRI Tax and State Tax Year to Date fields. These fields : " edits. Rejected messages appear on the reject listing.

cortain FICA wages for the current quarter; prior quarter year to date; FICA
deduction current quarter; FICA deduction prior quarter year to date; Federal
Wages current quarter; and Federal Wages prior quarters, year to date; GRI S X
Tax prior quarters year to date and employee contributions to unemployment 1

b. T and A cards are controlled in the same manner as permanent changes.
Manual totals are input into the computer and verified mechanically.

© insurance S L. The computer generates monthly earnings and leave statemsnts. These
: - statements contain current and curmlative data on earnings and leave balances.
(c) Deduction Year to Date Fields. These fields contain; : C : ' R SR B
GaT welfare pension current quarter and year to date; Health benefits N '. . : . ! L e S
erployee and government contributions year to date; Unemployment . - . & 2 2 : y _ - S T LA R
- insurance year to date. e LT : S - ' B BRI A

i e A TS
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e i 35 s ovi accounting data which
5. The payroli computation process pl?V?qesth oun Fo;ce conaral
fa{nﬁrncas at Lhe lowest level of detail in the Al o
f;C;thing systen. - Accrued civiliag pzy zmgzﬁzzragevgl g
o SR ‘ . . .

i sibility Cos Aind
~re accurulated at the Respon T i1 dan
- hi in status of funds reports.
eportaed to hipher levels in _
Moo and funding reports are also produced for budgetary

Manpawer
PUCPOSES.
:

i Jd
A Li I k,ull].r(,d I‘ep OI"bS are ¢ or@uter ge S X u e

- e

sreciai manual GRI forms. Tax reports are manually prepared.

7 1 National pay checks are computer sor?ed by check distgibg?lon
(.4 Lgiiing the printing process and are Qistr}buted to iegsgnnthe gank
couet &here are a number of check cashing sites operated by

agents. _

and ORE. |
the

S. Miss Helen Smyles, Chief Civilian Pay, 824 CSGp is designated as

service expert for the Air Force.

>

) ) .
Z(_ /',/ {0 e s J/ /j
WILiEAM T, ROBERDg Lt Col, USAF
Chief of Comptrolier
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DEPARTMENT OF THE ARMY RYUKYUAN CTVILIAN

ERSONNEL OFFICE EMPLOYESS ENGAGED IN

RECRUITMENT AND POSITION CLASSIFICATION
| AND MER, T & D

1. Xachinato ACPO:

fosition & Pay Management

4 = Position Classification Specialist, RGS=-11

Recruitment & Placement

2 = Personnel Staffing Specialists, RGS-11
N 6 - Personnel Staffing Specialists, RGS-9

- “anagement-Emplovee Relations

4 - Employee~Management Cooperation Specialists, RGS~-11 .

Training & Develormment

3 -~ Employee Development Specialists, RGS~11

2. Sukiran ACFO:

Position & Pav Management

4 - Position Classification Specialists, RGS-11

Recruitment & Placement

1 - Supervisory Personnel Staffing Specialist, RGS~11
2 - Personnel Staffing Specialists, RGS-11

7 -~ Personnel Staffing Specialists, RGS-9

ranagement-Enployee Relations

4 - Employee-Management Cooperation Specialists, RGS~11

Irazininz & Develomment

3 ~ Employee~Develoment Specialists, RGS-11

2



ANNUAL DOLLAR COST-LCCAL NATIONAL
NAF CPO EMPIOYEES

Personnel Expenses (NiF), 1970

Base Pay $19,805.76
{(Bonus) 6,285,0
$26,090.85
*Term-End Allowance $  393.12
Travel Allowance $ 126,00
(Commutation Alw Only)
Retirement Allowance $ 1,912.56

GRI Soclal Security Tax S 839,64

TOTAL $29,362.17

*4dditional bonus payable in April, .

ANNUAL DOLLAR C
ASSIGNED 10

Personnel Expenses (AF), 1970

Base Pay $186,000.00
(Bonus) 62,000.00
TOTAL ‘ $248,000.00
Allowances(Includes Retirement) 6,000.00

Travel Expenses 2,435.00 -
TOTAL $504,435.00

Includes:

YAC Trans OKT to Hawaii $ " 214.00
& Return to OKI

Trans OKI to Japan $  L40.00

& Return to OKI

Per Diem 7 days Hawaii $ 203.00

Per Diem 17 days Japan $ 358.00

Travel Allowance to & from
duty ($1.50 per mo X 90
Emp) $1,620.00

OST LOCAL NATIONAL EMPLOYEES
CPO (APPROPRIATED FUND)
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cluatos an intogratod eporating civilisn perdonnzl profraiz.
Civilinn Popnonnnl Dipoctor -

Hots Do tho Ceommuznding Cenersl dn developing activity civilinn persorve
sel wolicy, and in planalng, progrecing, cuweuling, and &?'ix}uftizsg g9
conrcelicnsive civiliun porsonndl prosian, in e.ccord-;a:z?a wiin Lopootazyd
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Doy GAvilion Pepsonnel Diroctor

Aonists the Civilian Porsommol Director inm accomplizhing his assigned
rosponslbilitias, operabing with full delogolod authority to act for
tha Sirsctor in all aspocis of the operation of the CLfice of the
Civilian Persorawl Uirector.
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advises the Civilian Pergonnsl Director, D020 Stall, USAEYIS comaend
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dndstration of omployccs. .

d. Apprisos the Civilian Parsenned Directer of laber trends,
usrest and dwpondiug strike activities.
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Fandtion and Fow Hangensapd Branah

clorme & couprehensivo inbesrated ULS, citinsn and Pydgruan enployse
C 1 poy manazémont perogran for USAKYIS and crosse-serviced

a. «aavises on volationship of position and pay managerent to
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¢. rrovides evaluatlon declnions as required on controversicl
o wnpracedented Jebs, Nworclocs pro-audit authority for positions
roconmended

i for e¢valustion to 05-1 and higher grade lovels.

epresents tho Civilian Persomnel Ulrector in nogetictions
ropresentatives of other wilitary services, and ¢ho U. S. Civil

dndstration, Syukuan Islands, concerning develemrsnt snd Aduine
lotration of local national pay syvtoms axnd in tho resclubion of
conuroversisal classificatica and pay rroblens.

©. Propares commenis and recommendzticons on proposed DA and Clvid
Lorvies Comudsnion publicatioan poriaining to positien ard v wmanseaem
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(1) Civilian rorsomnel adwinistration functicas dirccted toward

LroVIGIngG sorvices Lo supervisors and onployees within the USAHYIS
areq of recponsibility.

’)‘ Ra - . " A -
(2) Commandwiids and organdzational eivilian persanied progran

plons, Including portions of movilization plans pertalning to civilian
porsoinol, ,

. 5. Lvalustess

() The memagerent and wtils
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fores and propares cnd submits peacdis o5 vhe eivilian perconnel worke
WARYIS and to Hoadguartepe. i o “0die progran status roperts within
Az, Ve rhaRquarLers, U. S. dray, Paciiie, amd Lepartoont of bhs
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(2 m““umu{,y sad use of cmnloyee sorvices and facilitlos in

toras of erpleoyes necdo., Venswlbls With monziors and/o. concerncd staff
officers &3 10 podsible chanzus and advises as to pocsible additional

gervices or Limrovensnts in services aud facilitios re,c;uircd.

¢, Frescats poricdic brielings Lo mm&gara and supervisors deopicte
irg tho gtg.t\«. of tho comund civilian perscrmel progran end the status
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circctivas rol“tin‘, to civilian porsorxmel mamegument and admlnistmtion.
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Directs the USAPYIS "‘r..iww and Devolopuont "rcg,mm for U, 8. citizen
dywicyusa cuployess, and their mllt:.ry wanagors and suporvisors.

. worls with and throuzh 4rcining comaittcos and stbordinate
in g a»tizw a c¢lear mdarstc.minz of tho LG, (BARYIL's objective
{. >

o :=~olffer) vraining and devslopusnhs managor rcscon.;.xbilita.cs Lor
training; and ths O0PD suppord rolo in achioving abjc...ivns

b, Coovdinstos all aspects of training ..nd devolopent and appraises
new methods Lo posuible applicaticn.

(1) Directicn to and assists in minazer and cuperviscr dovolopsont
aetivivies, incluwding the conduct of mmczfic courses on 2 contralized
bazis as ruquired for U.S. citizon e.:;xloyaes (e.3., Percoancl Managomont

Lor Timeutives).

(2} Stafl guldancs on trainimg doctrine, on ths dosigm of tminim,
..m’. uovalo*,...ont activities, and in the solection and davelonmont of
trainoeces, )
(3) Specizl support to CANAZETs oa moTe complex oF wppracedented
triining ani dcfvalopmrt noeda, :

Bt b e <8 e

7 ~

(&) TVor tho conduct of wn a "’l\'z«fsl survey of training nceds at the
bogiwndng of ench fiseal yoor and cosrdinates vlans for meoting
requirenonis with rocponsible activities.

¢. Ivaluztos the marmer in which tr‘d_mr and devoleopment
aetivitics are bulng conducted by uubcrdimtc aCPO'B through surveys
LIS other woano. '

Suiimon Area Cividian Perzonnal Of1%co

o

3 ,npd

Provides contraiized ecivilian v Firsonnel servicss to cupnloysos and
ommAniLTs ang ..J..zcgo::m:t. ollicials in the goorvuphic arca
Swnlshing the Lull range of perconnsl manazenent and
abiv sor—ncua includiny tho incentives pregrem, pereonnal
aoslistanco, posilion mnd poy managemend, training and
dovolemmont and ua;,:s. tion progran scrvices. .

a. Juwrnich guldanco and assciztunco to noy ment officisls and
Suzsrvizors in the admdnistration of c:.xr...l...an perao.mal Eronrons
desioned $o obbaln, davolen, wiilize and retain a qualified and
ellteiand workforco,

b. Adudnisters established iegal, regulatery, and procedurel
c\.‘.,.u;: governing enploywent systons for the U. 5. citizcns ond
Ipnaen worklores,

Ry

c. It ct.: coordination with the Civilian Perzonnel Director and
RO AR oyvse ? 1

LUaly, snd othier arca Civilian Personnol Cfficers to incurs that nlm,
rroneans, and o bjuctrms a9 compatible with ovorall USAIYIS requirce

o oy om &
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N O In additien to tho Areca Parsonnal CF flce funclions indicated
&5ava, the Suldran ACPO (only) provides contrelized recrultment and
po 7'. 4.

acks ?.“;Lw Live gervices for all Syulorusn ar“:loyce.s of unit labor funds,
eludy, open meeoos and othor approved U, S. ATy nonappropriatod fund
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Lllcwaace (B/E)

Couwnutation
Allouance {(P/H)

Borus (4.25) (2/1)

Total
EACLIAE R

employees serviced
an Personnel Employecs

davy--ilarine Corps

2,90

I8}
[
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Z&

o O

e aevrte e e <+ woams rmrens . e T

- UUFE

| PERSONNEL ENGCAGED IN LABOR MANAGEMENT OF RYUKYUAN EMPLOYEES

Central Civilian Personnel Office
Kadena Air Base

Appropriated Funds

5 Jeb Title Number of Positions
g N Personnel Staff Specialist ’ ‘ .3 :
3 Employee Development Specialist 4
g Employee Development Clerk 1
% Position Classification Specialist : L 4
Employvee Relations Specialist 773 )
Employee Relations Clerk ' 1
. Personnel Clerk (Typing) ‘ 5
: Clerk-Typist o !
3 . ‘ 22
; Non-Appropriated Funds .
j Employee Relations & Classification Specialist 1
5 Position Classification Specialist . v 1. )
| Personnel Management Specialist : : -1 i
% Personnel Staffing Speéialist , 2 .,
; - Clerk-Typist . _ . 3 ‘
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PLACEMENT SECTION.

-

L Supervisory Personnel Staffing Specialist
GS5-212-12

1 Porsonnel Staffing Specialist .
GS=-212-11 '

2 Personncl Staffing Specialist c
RGS=~212-6

1 Staffing Assistant
GS-203-7

1 Staffing Clerk (Typing)
GS=-203-4

*1 Clerk-Typist
GS=~322-2

Paid from Non=Appropriate Funds,®

Chart #1 )
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ADMNINISTRATION SECTION

Chart #2

*1

*2

Supervisory Personncl Assistant

GS-203-6 : ’

Personnel Clerk (Typing)
GS=-203-5

Personnel Clerk (Typing)
GS=-203-4 o ‘

Personnel Clerk (Typing)

RGS-203-4 -

.Clerk-Typﬁst.
.GS-322-2

Clerk-Typist
RGS-322-3

P

P

*Pald from Non-Appropriate Funds.
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Chart #3
|
-“— MI A":EL T SL.CTION
’1 upoxvxqoxy Lmnloyho-“anagcment Coopcration i
Specialist GS~230-13
jl Eunloycc Relations Specialist ' !
l (5-230-12
| 2 Euployce Relations Specialist
GE-230-11
1 EZmployec lanagement Cooperation Specialist
GS-230-12
2 Employec Relations Specialist a
RGS-230-11 .
1 Zmployce Relations Clerk : .
RGS-230-4 .
1 Clerk-Stenographer
. 6S-312-3 '
- *1 Personnel Management Specialist
NGS-201- 9 "
™~

*Paid from Non=Appropriate Funds,

Chart #4

CLASSIFICATION & WAGL SECTION

e e e e e e e e

1 Supervisory Classification & Wage Specialist
GS=221-13

1 Position Classification Specialist

a [N DR

GS~221-12
1 Classification & Wage Specialist
GS-221-12 .
,} ’
3 Position Classification Specialist
RGS-221-11
1 Classification Clerk (Stenography)
GS-203-4 L .
*1 Position Classiricatlon Specxalxst ;
NGS- 221 7 :
*Paid from NonjAppFOPriaté Funds, * .

K




Chart #5

{

DEPARTMENTS OF THE ARMY AND AIR FORCE
OKINAWA REGIONAL EXCHANGE - PACEX
(PACIFIC EXCHANGE SYSTEM)
APO SAN FRANCISCO 96248

IN REPLY

REFER TO: OREP

B

SUBJECT: Information for DFAA Visitors
CAREER DIZIVELOPMENT SECTION

1 Supervisory Eaployee Development Specialis&

¢5-235-13 Memorandum For: Chairman, JSLC

e g e

1 Zmployce Development Specialist
GS~-235-12

1 Supervisory Employce Development Specialist
RGS-235-11 ' : ’

" v
Ly

1. Attached is an organization chart for the Personnel Branch of the
iinawa Regional Exchange. The chart shows each position title and

grade in the Personnel Branch. American employee positions can be
identified by the GS equivalent grades (i.e., Stenographer, GS-4E).
The positions of Personnel Clerk, GS-6E, and Stenographer, GS-AE, under

' the Supervisory Employee Utilization Specialist, are involved exclusively
1 Lmployce Development Clerk (Typing) in the #American and Third Country National employee personnel programs.
: RGS=-203-5 C P A1l othér positions in the Branch are involved, all or in part, in the
- ‘ ’ local national personnel program. ’ .

v Ay e

2 Employce Development Specialist
RGS=~235-11

Ry e e

t
>

~nyeeey

1 Clerk-Typist ]

RGS-322-3 s 2. Regarding administrative expenses of local national employees in the
Personnel Branch during calendar year 1970, the following figures are
offered:

P A e

{ a. The base pay for these employees was $33,804.11,

g b, The total allowances budgeted and/or paid these employees was
! $27,9L4 4., These included bonuses, social insurance, welfare, separation
] allowances and all categories of leave. ORE has no retirement allowance.

)

f

§ c. Total travel expenses paid for these employees during the
b calerdar year was $90.00.
$

3. All ORE employees are classified as non-appropriated fund employees.

- . N ,?r—r——;ﬁﬁ{";giqr
Y oipod v e~
. 1 Incl HARD T. MATTISON
as Major, USAF .
Deputy Ccmmander

o,
jj.
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— CAREER DEVELOPMENT SECTION

CENTRAL CIVILIAN PERSONNEL OFFICE
824TH COMBAT SUPPORT GROUP
APQO SAN FRANCISCO 66239

CIVILIAN PERSONNEL OFFICER

Is responsilt
i D:ggg;;zie for the management, control and directicn of the Air Force
lian g program on Okinawa The s ifi
| ‘ . specific responsibiliti i
o L < ponsibilities inc :
o ;loplng.regulatlons, standards, and procedures as necessary to iﬂwlemelzde
lgher authority di i i of !
a irectives and to insure eff i ini
. ffective administrati
JLaher au 0 1 ation of the
gmj§0$zesh1§h encompasses U. S. citizen, third country and local national
- o T 3 :
thé e%fectiveigprop¥1ated_and non-appropriated funds; evaluating and éppraisin
» 3 i
respeiestiver SS w;tb which supervisors discharge their inherent management ¢
res ”CtiVit}e1es an in fostering effective personnel management p*ocessés
a 5 i )
and aetiv i s{ apprflslng the needs of the work force and the special requir
u 4+ - K3 . . -
e COHEICEO? t1%'yorm force by missions and enviromment; servicing as a 3§:;te
i < ] i ¢ i , , '
s Conea 1;3 S}Tgllap pe;sgnnel policy matters, both internally within Lhc
. e i1th other Federal agencies i rov
: n the ; idin; iti
leadership and direction of th iviti ar?a’ fg Dooviding positive
soadership o . e activities of the Civilian Personnel Office
aoves USCrepresentatlve on Joint Services Labor Committee and in coordi;
ith AR and other DOD activities on Okinawa on labor matters :

K .

P1 i s . '
dovel ;Zsé organizes, develops and administers an employee and career
emplo Eesn' pzoglwn? advises and assists management, operating officials andg
apl . .
y in determining training needs, development of training materials
b

conduct of ini i i
group training, and special training courses. Coordinates activities

with ot i ivili
h other functions of the civilian personnel program and operating staffs

of the installation. Ev
. aluates the employee and c¢
and adapts it to meet local needs. 7 Rreer developmenc progran

SLASSIFICATION AND WAGE ADMINISTRATION SECTION

Plan i mini
ind s Zémi;§22;Zi§;ndevelops and aémlnlsters classification, job evaluation
SEficiots. ama emgiron progr;m. Advxsgs and assists management, operating
tamdardy, g eme aZess.on these funcFlons. Develops and reviews allocation
Spandardes evaluahgs ° 1nla?nua%]oc?11ty.wage surveys; analyzes and allocates
e iomss e Charzs Spea $; maintains files of position descriptions,
organization an re}ated re?oFds, and devises local procedures;
fadoctrin ;i:hsuperv1sors in classification principles and use of CSC’and AT
e a goal t?waré eventually increasing military and civilian
participation in the classification process; evaluates supervisors

progress, status and requi i
: quirements for increased partici i i
supervisors through SEED reviews or surveys g seipation of subordinace

¢

MANAGEMENT SECTION

R e an

D s o T e,

A e

s T PR

s

~=, taining
../ Applies Air Force policies and regulatory requirements to promotion, place-

‘ency; advises management and operating officials on employee group

effict
sroposals or complaints; reviews and determines, for the Commander, whether
proposed disciplinary actions comply with laws, policy, regulations and proce-

yees regarding formal grievances and appeals

durcs; advises and assists emplo
tion with

procedures. Promotes, administers and provides assistance in connec

incentive programs.

ADMINISTRATIVE SECTION

Respons
for personnel processing and record keeping;

prepares, processes and routes
forms and records required to complete personnel actions; establishes and

maintains
statistics and prepares reports. Determines eligibility of employees for

allowances and differentials. Determines eligibility for civilian travel
and prepares travel orders. Responsible for administration of local national
and third country national nonappropriated fund programs and advises and
assists on U. S. nonappropriated fund positions.

PLACEMENT SECTICN

Advises and assists management and operating officials on matters per-
to recruitment, placement, evaluation and separation of employees.

I
rment, reduction in force, performance ratings and other phases of the person-

Recruits evaluates, selects and assigns applicants from within

nel program.
Develops qualification standards for promotion

and without the installation.
and placement purpose.

Scope of the program includes U. S. citizen, local national and third
country citizens for positions in the 313th Air Division and attached tenant

‘  organizations located on Kadena Air Base and at outlying installations and of

all U. S. citizens and third country citizens for positions at Naha Air Base.
Program further includes the DOD school system positions on the island.

NAHA SECTION

Plans, develops and administers a personnel management program for Waha
Air Base.
placement, staffing, employee-management relations and employee services.
Serves as a contact point for all civilian personnel activities and acts as
advisor and consultant to the local commanders on all personnel matters.
Participates in community relations projects and contacts local government
agencies, schools, and civic organizations in discussing and coordinating
matters relative to procurement, payment, and utilization of local national
employees. Provides assistance and advice to supervisors and employees on
routine or difficult job related problems. Administers a similar program
for nonappropriated fund employees which includes the above areas as well as

~~ training and classification and wage administration.

ible for the administration program; applies prescribed procedures

required civilian personnel and manpower records and files; completes

The program for appropriatec fund positions includes administration,

S
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CPR 50

2

% DEPARTMENT OF THE ARMY {" [NSTALLATION OR NEADQUARTERS OFFiCE 2. Joa NUMBER —i
i JOZ DELCRIPTION i

{

¢

7DA CPPA L and CPR P30) i

DA G607

3. CITATION TO APPLICABLE STANDARD AND (TS DATE OF
ISSWVANCE

OSC GS-230  June 66

3

§ - . S. PAY SCHEOULE 6. OCC. CODE I 7. GRADE
CPOS 201, Part IT Aug 68 . . . s
.GS 230 | /o
<« EVALUATION APPROVAL SIGNATURE ODATE

4 mirie  Employee-Management Cooperation
Specialist

Title, pay schedule, code and grade of this job have been
fixed in accordance with Department of the Army official
poiicy and grade level standards.

S. SUPERVISOPY CONTROLS, DUTIES. AND WORKIN
ment of duties, otc., on reverse side if necessary.)

assigned objectives have been achieved.

of DA labor relations program, and assures

bargaining units,
regarding their rights and obligations.

2. Advises and/or se
Assures the collection and anals
conducts special studies
at bargaining table,
practice complaints arising o
agreements,

(continded on reverse)

G CONDITIONS (Indicates parceat of time for sach duty, where pertinent.) (Continue atate-

SUPERVISORY CONTROLS consist of written and oral in
priority of assignments with periodic discussions r
Work is subject to spot check or occasional review for compliance with legal and

regulatory requirements, quality of advisory services provided, and degree to which

MAJOR DUTIES as EMPLOYEE-MANAGEMENT COOPERATION SPECIALIST are:
1. Develops and recommends plans, policies,

and procedures to management and staff officidls,
contact on labor-management relations matters of
Provides technical advice and assistance to management

Assures that necessary labor relations
training is made available for staff and management officials.

rves as a member of the installation negotiation committee,

ysis of experience under negotiated agreements and

to develop management demands and/or respond to union demands
Participates in the resolution of grievances and unfair labor

ut of the application and/or interpretation of negotiated .

structions regarding nature and
egarding mission to be accomplished.

and procedures for local implementation

communication of DA and local policies
Provides principal point of

overall concern to established

10.

JOB CONTENT APPROVAL (Complets on organizatlon tila copy oniy.) ;

ORGANIZATION LOCATION

THIS STATEMENT ACCURATELY DESCRISES THE WORX RE-

QUIRED IN ONE POSITION OR IN EACH OF A GROUP OF PO-
SITIONS IN THE ABOVE ORGANIZATION.

The above description, as modified, and with
prescribed supplemental material ie adequate
LCL _urpoces of evaluation

SIGNATURE OF APPROVING SUPERVISOR

SIGNATURE OF ANALYST

11, REAUCIT

APPROVAL

DATE

SUPERVISOR'S
APPROVAL

ANALYST'S

o

SIGNATURE

ALK 374

PREVIOUS EDITIONS OF TH!IS FORM ARE O330LETE,

GrO . 1961 O—597874

A-557

i i he i areas;
implements actions regarding the following ;

- - ici d . s i
3. Develops draft policies an 1s, employee services, communication,

personal adverse actionms, grievances and app

ea
- . S_16
employee counseling as defined in CPR 250.5-1

.

Performs other duties as assigned. .

Evaluation Statement and Supplemental Material

Evaluation Factors *Level
Factor 1 ) (2. B .
Organizational Environment A

Factor II .
Nature, scope and impact :

: 3 A
of 1issues \f/ ¢

Factor III

Participation with (é ol g c
Management &
. Factor IV
Authority to speak for /é\ ala A
Management =
1ting Classification: P
Rest 58—230 11, 12
-

Supplemental Material, explain use of elements below. )

page 43, GS-230 standard. Circle

: ' i i See .
. *Represents typical combinations. if appropriate, and explain below.

appropriate levels or use blank column

A-398
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R-1,23 Position Classificaticn Specialist RGS~-221-9

SUPERVISORY CONTROLS

Works under the supervision of a position classifier of higher
grade who makes assignments; advises concerning objectives to be
acceaplished, and furnishes technical assistance or advice in cases of
& controversial, precedent setting, or policy implicating nature; spot
chacks ovaluation reccamendations and determinations for soundness of
conclusions, Performs day-to-day assignuento independently, following
Dopartment of the Amy, and Civil Service Caamission Regulations, pro-
cedures, position classification standarda and procedent decisions.,

HAJOR DUTIES ‘

Provides continuing classification service to a group of organiza-
tional segments (e.g., supply, fiscal, and warshousing functions).
Scope of opsrations covers a large number of positions represonting
Claosification Act end Wage Board type jobs in lower to intermediato
levels, Established job definitions and DA or CSC standards are availe
able for most joba, or, where no standards are availabls, the joba fall
logically into typical patterns, Conducts regular, scheduled surveys
in accordance with a plan established by the supsrvicor or senior
classifier, and processes individual actions., Interviews employees and
their cupervisors to obtain necessary job information. Performs analy-
6is snd evaluation of jobs in accordance with established job defini-
tions and/or classification standards, W»ites new Sob definitions when
establiched dofinitions are not applicable, Discusses controversisl
cased with the supervisor or senior clessifiers. Informally discussas
classification decisions with supervisors and employses to explain basis
for evaluation and to develop understanding and scceptance of such
docisions, Works closely with supsrvisors to keep current on organiza=~
tional and procedural changes to sscertain thelr effoct on job content,
and giveo advice to supervisors regarding the probable effect of duty
changss on classification, Participates in the recurring and special
locality wage surveys, obtaining end recording data regaxding wages,
frings benelits, and personnel managoment practices in local industries,

Performs other duties as assigned,
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R-429 Positicn Classification Specialist RGS-221-11

SUPERVISORY CONTROLS

< Y

&s8izning major organizations to be serviced, supervisor
ent responsible for planning survey priorities,"r:ork, end
or determining which of the sssential classification
Yitios should roceive spacial attention, Supervisor is

) ed of any unusual problems or difficulties encountered, par-
uxir Wieh procodent setting or controversial actions are involved,
~:ukw?an woruload\requires additional analysis or other action, Com-
ﬁ&?u@ﬂ SULVOys and adverse findings are discussed with supcervisor
Lerore ralease; howsver, supervisor's review of completed work is pri-
narily to evaluate the effectivencss of incumbent's service to assigned -
organizational segments, and adherence to program objectives,
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MAJOR DUTIES

‘ 1: Perfgrms the full range of position and pay management func-
Jiens for a;szgned organizational seguments, Scope of operation covers
3 large nunder of positions with a variely of Classification Act and
Jagg Board type jobs representing trade and craft, clerical, administ-
-ative, technical, and some Wage Board supervisory Jjobs and professional
Jobs. May direct and coordinate the work of 1 - 3 Classification

Specialistis of lower grade who assists in review of large organizational
seguents, '

2, TFollowing an established cyclic schedule, indepondently plans
§nd co§ducts position classification surveys in assigned crganizaiions
Q?Eerglning the method of survey to be used, consulting with operating,
011;01als, supervisors and other personnel speclalists to determmine the
neigs'of orzanizations and pr3pare survey schedules, Orients operating
olec;als, supsrvisors and employees in survey and classification
brococures; conducts desk audits, interviews supervisors and employces
i collects job informmation; and matches job information sritr éxiatiné
Job definitions/descriptions. Writes new job definitions/descriptions
when established job definitions are not applicable, and determines

vper Job title, series, and grade., Discusses the classification of
con?roversal Jobs with supervisor. Receives complaints regarding
position classification, and explains, the reasons for position actions
1o supervisors and eamployees, Keeps abreast of functional responsibili-
t}es ard work procedures of assigned organizations to assurc that
classification continues to meet the needs and operating requirements of
the organization. Processss individual actions, determininé the
priority of actions to be procassed,
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R-429 RGS-221-11
3. Provides advice and assistance to supervisors in solving their
p:oolc:s rclated to the positien and pay management. Interprets
~ oo P2 z L3 . N M
classification policies, regulations, standards, and procedures for

b L
cperating officiels and supervisors, and advises on appropriate grade
level and the related effoct of assizoment of dutics cmong positions in
the organization, Provides advice to supervisors on the redistribution
or modification of positions to establish logical lines of promotion
provide for maximum utilizaetion of employees and the skills of worke;s,
increase effective and economical operations, etec., Coordinates with
other persornel specialists in colving problems involving personnel
matterc other than position and pay manzgemont., Deiermaines the noaning
and implications of the probleas, and socures agsistance from the
supervisor or personnel specialists in other specialities on those pro-
blcas which heve Implications than can be dealt with indopendently.
Exercises a broad knowledge of total personnel management in performing
the above functions, "

4, Participates as data collector in conducting locality wage
surveys and wege sampling survey. Interviews company officials to
obtain information periezining to pay practices, special allowances and
fringe benefits; matches ccupany jobs to key Jobs and obtains base pay
data, Participates as an instructor in the employee development and
training program, conducting classes in the basic principles of Position
and Pay Management.

Performs other duties as assigned,
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1. NUMBER OF 1A’S 2. PGSITION NUMBER

DEPARTMENT OF THE Aln ORCE

. sOSITION DESCRIPTION
! WPC~69
U3 CRGANIZATION LOCATION 4. POSITION TITLE N
: A
, Fifth Alr Force '
. Lo Ao Al - . . . -
Kedena £B, Okin. Persoanel Staffing Specislist
t Group
entral Civilian Personnel|5 CLASSFICATION 6. CLASSIFIED BY ;7.0Aﬁ
cumenrr—Section
oo RCS-212-9 0S&U ISA t22Aug66

T S
S AND RESPONSIBILITIES (Indicate time percentages, where required) Ref:

INTRODUCTION:

CSC Stds, GS-201-0, Part II, Oct G4

Reference functional statement in organizational filie, Position serves as
P3N ol o o !
- upc(«.&dllbvt

DUTIES AND RESPONSIBILITILES:

Ao Implements recruitment, testing, promotion, in-service placement, initlal
L. : , . \ Y. -
eparetion (except adverse action) of Ryukyuan appropriated fund

i hire, devall and separ

© employees ubtilized by orgenizations assigned end attached to Xadena iB. The

% n. ar and type of jobs serviced are approximately 345 non-manual and 1844 manual

| type employces who are engaged in a wide varlety of occupations including a few

| proTessional type, represgented by approximately 150 series, and grade range is RGS-1
1" 1 KGS-11 and R¥B~-01 thru RWB-r=07.
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FR A

ceme shortage of such persons in lebor

| dotermines in-hiring rates for an
ortage of personnel, non-avallability o qualified ap

A
Ve

che program;

B. /nnounces rumber and type of vacancies existing on the base to KiB
loyeecs, other agencyt!s CPC, the Public Imployment Security Office (PESO),
) +a

hnical schools and the Unive of Ryukyus to obiain qualified applicants.

tecinic

Receives, screens, interviews and qualifies applicants seoking employment. Conducts
interviews o elicit information reletive +o applicants training, experience ksl
employment background. Screens qualifications against known or anticipated

vacancics and determines Tinal eligibility oased on prescribed standards, employment
solicies or placement criteria for the operation. Upon regquest by school authorities,

schools end explains employmeni policles, working conditicns, pay

visits the
structures, etc., to applicants in order to enlighten them with military employment;
checks courses that have been given to students to determine the content of courses
¢c. .iteble for gualification requirements. Insures proper certification and
soleciion of applicants in priority orcder and rofers to operating officials for
“inal selections. Sects in-hiring rates for applicants who possess professional

] recruit due to

“edge, educetion and qualifications which are most difficult 1o
sn market and/or the existence of a lanzuage
vlem, following established criteria. On the other hand, incumbent igdegandently
y positions that ars difficult o recruit dus two
plicants, which are not
sdministers pre—employment tesis such as IQ

Ui
red by established regulationse
ts, English tests and typing tests.

3 3 : 2 e L Al -yl
C. Administers the base merit promotion program 1or Kyukyuan emp¢oy?cs to
. - . e e co - e
o elicible employees are considered for promotion. Meaintains skills fils
€s

. P s s o
as source of information for persons considered in connection wivud

ch as experience, IQ score, English test, education, training,

a

Q
-
all emg

It

raooraition. award, end determines rarxing orcere
9. THIS IS A COMPLETE AND ACCURATE DESCRIPTION OF THE  (10. REAUDIT CERTIFICATION

DUTIES AND RESPONSIBILITIES OF THIS POSITION ; T
SIGNATURE AND TITLE GF IMMEDIATE SUPERVISOR DATE DATE |
[ SUPERVISOR f
! CLASSIFIER

5o FORM 1378 7 PREVIOUS EDITIONS OF THIS FORM Wild
AT APR 0 BE USED UNTI STOCK IS EXHAUSTED.
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Do Performs management service functions. Discusses and/or advises opcrating
officials and supervisors as to re-cngineering jobs in order to meet labor market.
situation, cancellaticn and establishment of positions in accordance with UMD,
eassigrnment of employees within organization to botain maximum use of avilable
ills and to provide promotional opportunities for the work force, detail of
plovees until employees meet established requirements, etc. Advises classifiers,
nagement specialists, and training personnel of problems.so they may take. .

o

n

1
X

g o

&Y

« Concducts RIF actions in accordance with needs and reguletions. Processes
classification survey report and SF-52 checking qualification standards to determine
eligibility for promotion; Adjusts salary rates on survey reports and SF-52 in
accordance with established regulations. Develops quelification standards for

positions occupied by Ryukyuan employees.

B

F. Conducts placement follow-up. Reviews forms of follow-up placement inter-

view and placement follow-up and trail period evaluation filled by both employees and

supervisors to insure satisfactory performance. When unsatlisfactory aspects are
revealed on forms, discusses with both employees and supervisors to eliminate such
problems or refers to the Management Assistance Branch for necessary aciion,

Conducts exit interviews with empleyees to elicit reasons for resignatlon and takes
and/or recommends appropriate actions depending upon reasons. Reportis turnever ratio’
of organization to supervisor, Maintains list of request for 'transfer.

Performs other related duties as assigned.

III. CONTROLS OVER WORK:

Daily work is not other than spot checked only uniess work projects require
application of new guides and/or results will serve as local precedents for future
. Y s - . . s
Utilizes sound judgement in selecting appropriate guldelines or making-

actlonse .
ilable guides and/or

recommendations as to process of work projects for which ava
procedents are not directly applicablee
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