COST CENTER:


LOCALLY ENGAGED STAFF SERVICES (6451)

DISTRIBUTION FACTOR:
Number of Locally Engaged Staff served – modifiable.

	SERVICES OFFERED
	SAMPLE PERFORMANCE STANDARDS
	POSSIBLE ASSESSMENT FACTORS

	Position Description – perform position classification for all participating agencies and provide guidance to supervisors in writing position descriptions.   Classification action begins upon receipt of documentation justifying position (NSDD-38 authority, as applicable), evidence of ability to fund position, current and signed position description, organization chart showing where position fits into the organization.    

Recruitment and Separation – request hiring authority, determine funding availability, and advertise vacancies; recruit well qualified candidates for FSN/PSC vacancies; provide proper orientation to new employees regarding salaries, benefits and employee responsibilities; update staffing pattern for personnel changes and prepare all paperwork to add employees to the payroll. Coordinate the advertisement, recruitment and hiring of eligible family member’s PIT/PSC/FMA positions. Process resignations, retirements, and terminations in accordance with proper notice periods; provide guidance to employees on their separation entitlements; work closely with supervisors on all termination cases to ensure compliance with host country labor laws
	Classification completed within X weeks of receipt of complete package. 

Processing of all necessary paperwork to add new employees to the payroll  will be accomplished within X workdays from the time when the employee reports for duty with an accuracy rate of XX%.  

Paperwork related to resignations and retirements will  be processed within X weeks.
	Review of files to determine timing of position description classifications

Was paperwork completed within X business days?

Was the paperwork accurate?

Was the paperwork completed within X weeks?














