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Governmentwide Relocation Advisory Board  
Administration & Management Subcommittee

(May 25, 2005)

STAFFING THE RELOCATION PROGRAM
Background:  Most agencies in the executive branch of the Federal Government currently operate under the General Schedule (GS) classification system, but there is no prescribed approach to assigning work to administer the relocation allowance program.  Under the Governmentwide classification and position management system, agencies have authority and flexibility to assign work to positions at appropriate grade levels and occupational series to administer the relocation allowance program, including advising and assisting employees to relocate.  Larger agencies may have full-time relocation specialists and counselors, while smaller agencies may have a mixture of full-time and part-time positions or rely on administrative generalists who perform other work.  Depending on an agency’s program needs and budget, the ongoing workload may not be consistent throughout the year.  The number of new relocations may change from season to season or year to year, and the change in workload may be significant and difficult to manage.

Problem:  Larger agencies may have full-time relocation specialists and counselors, while smaller agencies may have a mixture of full-time and part-time positions or rely on administrative generalists who often perform other work.  There are also periodic or seasonal changes in relocation program work requirements and the change in workload may be significant and difficult to manage.  Employees working in relocation functions see differences in classification and grading of positions among agencies, and some employees may feel “generalists” are not qualified to offer the best assistance.

Research:
· The Subcommittee met with the Standards, Competencies and Assessment Development Group, Center for Talent and Capacity Policy, Division for Strategic Human Resources Policy, Office of Personnel Management (OPM) and reviewed Federal classification policies and standards, which are on OPM’s Web site at http://www.opm.gov/fedclass/.  Also see Attachment 1 for a brief overview of the Federal classification system.   

· The Central Personnel Data File (which OPM maintains for executive branch agencies) cannot identify employees who perform relocation work at agencies.  Relocation specialists are assigned to a number of different occupational series, depending on the additional work they perform and the associated qualifications for that work.
· OPM has not established an occupational series for relocation specialists, as agencies have not identified a need for such a series.  This is not unusual; indeed, the reverse would not be expected.  Individuals who perform relocation program work are classified in a number of occupational series, depending on the work they perform and associated qualifications for that work.

· Most qualification standards permit applicants for a particular position or occupation to qualify on the basis of years of education and training, experience, or a combination of the two.  OPM has not established educational requirements for relocation specialists and does not require any particular certification.  
· OPM is currently exploring a competency-based approach that will enable individuals to qualify for a position by demonstrating that they possess the competencies required to perform the duties of the job.  In a number of studies, OPM has identified the required competencies and critical duties for a wide range of occupations.  While these studies did not identify either the general or technical competencies required for relocation specialists, many of the general competencies (e.g., Problem Solving, Oral Communication) are important across multiple administrative occupations and would be useful for agencies in any relocation workforce analysis.
· OPM has a system (HR Manager) that links competencies to occupations/grades based on survey data and which could be used to look at the competencies required for a particular occupational series.  OPM also has a comprehensive listing of competencies for various occupations, including professional and administrative, clerical and technical, effective leadership, information technology, trade and labor, and science and engineering.  (See Attachment 2.)
Best Practices:  Many private firms have specialized (trained) personnel or use the expertise of 3rd party companies.  A non-Federal certification—“Certified Relocation Professional”—is available from the Employee Relocation Council.
Subcommittee Recommendations for Discussion with the Board:
· The Government is moving towards a more flexible job classification and pay system, which includes banding one or more levels of work in pay bands, and it does not appear feasible to develop a separate occupational series for relocation specialists.
· OPM defers to agencies on the best ways to staff their relocation programs by judicious use of the flexibility found in existing OPM regulations and guidance.  Agencies are responsible for decisions on the appropriate grade levels, occupational series, designation of full-time and part-time positions, seasonal requirements, Full-Time Equivalency (FTE) restrictions, etc.

· Agencies should re-examine how they staff the relocation function and assure that in-house staff have the training and tools they need to assist and advise employees.
· Individual agencies or a consortium of agencies under the leadership of the General Service Administration (GSA) could consider conducting a study on the best practices of staffing relocation specialist positions or the potential for developing a competency-based approach that will enable individuals to qualify for a position by demonstrating that they possess the competencies required to perform the duties of the job.  GSA, in consultation with the agencies, could also consider working with a third party, such as the Governmentwide Chief Human Capital Officer (CHCO) Council. 
