Commanders Action Office

[Organization]

[Address]

[AFB], [State] [Zip Code]

Mediation Specialist GS 301-11/12

I. INTRODUCTION

The position is established within the organization identified in Block 3 above.  The functions of the Mediator include, but are not limited to, (1) establishing and maintaining employer-employee relationships that contribute to satisfactory productivity, motivation and morale in the work place; (2) creating and maintaining a positive and effective alternative dispute resolution environment; and (3) providing quick, effective and responsive mediation of employment disputes.

The purpose of this position is to mediate any employment or work place disputes as pre-cursor to other established appeal, grievance or complaint procedures.  Referrals are typically received from the Equal Employment Opportunity Office, Employee Grievance and Appeals Process, Agency Grievance Process, Labor Relations Office, the Inspector Generals Office, the Legal Office and other organizations wishing to utilize the services offered.  

II. DUTIES AND RESPONSIBILITIES

Works with managers, supervisors and employees to prevent and resolve problems and to build constructive relationships in the work environment.  Conducts analysis of, and recommends solutions to, specific individual problems or cases.  In problem situations of broader scope, analyze the underlying forces and practices that cause problems and recommends corrective measures to eliminate the root cause.  With individual employees, seeks to promote a better understanding of management’s goals, policies, viewpoints and reasons for them.  In all cases interprets regulations, guides and precedents, considers factors which contribute to the effectiveness and productivity of the organization, and works closely with specialist in the various personnel functions within the organization to resolve issues.

Implements policies and procedures for conducting mediation under the ADR process.  Develops and presents ideas or processes to gain acceptance and participation by unreceptive audiences.

Applies knowledge of the procedural aspects and requirements of all related dispute resolution procedures to include civilian personnel processes, alternative dispute resolution, and other related appeal procedures.

Provides accurate information to parties in dispute to ensure they are aware of all applicable regulatory requirements of filling the various types of complaints.  Refers inquiring individual to the appropriate organization for additional information based on the information provided by that individual.  Answers questions of substantive nature on mediation.

Carries out mediation efforts in compliance with the negotiated memorandum of understanding and all agreements are coordinated through the appropriate personnel prior to finalizing.  Applies knowledge of Federal civilian personnel administration policies and practices, to respond appropriately to actions and/or other alternatives that may not be permitted by law, rule, regulation or the local bargaining agreement, or other applicable local policies or procedures.

Provide written notification to the parties and conducts timely follow-up to assure commitments resulting from mediations are met.

Conducts meetings, briefings and training sessions designated to educate base personnel on the mediation process and to encourage participation by employees and supervisors.

III. FACTORS

Factor 1.  Knowledge Required by the Position, 

· Knowledge and skill to conduct effective mediation.

· Ability to maintain a neutral and positive environment for discussion of a possible avenue of resolution while resolving disputes.

· Knowledge of the laws, rules and regulations pertaining to the Federal administration of disputes

· Working familiarity with federal personnel administration policies and practices, including appeals and grievances, labor relations, position classification, recruitment and selection is essential to development and modification of the program and to avoid barriers to success in the mediation process while not violating provisions of the sometimes conflicting objectives of these laws, rules, regulations or the local bargaining agreement.  No single specific process or procedural knowledge is permanent.

· Knowledge of procedures and processes of the various dispute resolution procedures to assure that potential complainants receive accurate advice on available procedures available to them.

· In-depth technical knowledge of the organizational and administrative structures, management policies, procedures, as well as the practices of [AFB] and all tenant organizations, all levels of both the Department of Air Force and the Department of Defense, other related federal agencies, such as the Equal Employment Opportunity Commission and the Merit Systems Protection Board, Federal Labor Relations Authority, etc.

· Ability to do factfinding, analysis and problem solving on issues that are complicated by inter-related relationships or conflicting goals or objectives.

· Skill in oral and written communication to develop and present information on the mediation program.

Factor 2.  Supervisory Controls, 

· The ADR Program Manager under the supervision of the Chief, Commanders Action Group, Commanders Action Office, provides administrative direction, making assignments on a case-by-case basis. The Chief, Commanders Action Group sets overall objectives and resources available.  This position expects the incumbent to be mature, responsible, self-starting professional.  The incumbent will formulate actions on any given project, duty, or assignment.  Incumbent must demonstrate considerable self-initiative and substantial follow-up to ensure work projects are correctly complete by the individual, contractors, or in conjunction with other government offices or agencies.  The supervisor is kept advised of potential problems, controversial situations, and program progress. The incumbent independently plans, develops and carries out mediation efforts.  Work is evaluated based on fulfillment of program objectives.

· Factor 3.  Guidance, 

· Guidelines consist of the [installation] Commander’s stated goals, objective, policies and local operating philosophy, procedures and policy guidance, Executive Orders and applicable Office of Personnel Management, Merit Systems Protection Board, FLRA, Equal Employment Opportunity Commission, United States Air Force, Headquarters Air Force Material Command, The [AFB] directives and regulations, the American Federation of Government Employees union contractions, and various precedent case rulings when applicable.  The employee exercises judgment in interpreting, adapting or extrapolating from existing guidelines to arrive at a finding or conclusion, or to decide to take a particular course of action.

Factor 4.  Complexity, 

· Incumbent performs tasks relative to employment throughout the installation and oversees factfinding and problem definition, and renders assistance in determining the best method to resolve disputes while maintaining good working relations.  Cases typically involve interrelated facts and analysis of guidance and policy, complex issues that cut across regulatory lines and require creative and persuasiveness to move parties with conflicting viewpoints word a mutually acceptable solution.

· The incumbent conducts trend analysis of mediations involving various unrelated issues to identify trends in organizations and to identify their underlying common causes and reports any apparent trends to the supervisor.

Factor 5.  Scope and Effect, 

· The work involves settling disputes for a wide variety of offices on [AFB] for both military and civilian employees through neutral but directed mediation.  The work results in the resolution of individual cases and effects equal opportunity for employees in an operating level organization.  Successful mediation impacts the formal complaints/appeals procedures that exist by reducing the number of disputes that go into some formal processes.

Factor 6.  Personal Contacts, 

· Personal contacts are with supervisors, managers, employees, union representatives, EEO program specialist, personnel management specialist and staff office chiefs on [AFB] and at higher organizational levels.  Contact with senior level personnel in a wide variety of civilian and military offices and agencies within and the Air Force is constant.  Contact with other government agencies, private contractors, and private industry will be frequent. The ability to work with a multitude of people is necessary for the overall accomplishment of the duties assigned to this position and the program.  Contacts vary in content and purpose.

Factor 7.  Purpose of Contacts, 

· The purpose of contacts is typically to influence commanders, managers and other officials to accept the mediation process as a viable management tool to resolve workplace conflicts and to accept and implement recommendations made based on the results of trend analysis and work place interventions.

Factor 8.  Physical Demands, 

· Regular recurring work generally involves sitting at a desk, conferences, meetings, etc., and occasional visits to activity work sites.  Occasional use of automobile and public conveyance may be required.  No special physical exertion is required.

Factor 9.  Work Environment, 

· Regular and recurring work is performed in a work environment that involves normal everyday low risks or discomforts typical of offices or commercial vehicles.  Work areas are adequately lighted, heated and ventilated.






Total Points: 

Additional Considerations:

· Travel by military or commercial conveyances is required in conjunction with training, TDY and official duties. Travel, in accordance with the Joint Travel Regulation (JTR), will be required as necessary.

· Serves as an advanced mediator for the Air Force.  

· A bachelor’s degree is desirable.

· Computer skills for various software programs and applications are desirable.

