
REQUEST FOR AUTHORIZATION OF 
ADDITIONAL CLASSIFICATION AND RATE 

I~ ,T~~UI\ 

I ~ SEFIVICE CONTRACT o CONSlfIUCTION CONTRACT 

OMB No.: 
Expires: 

9000·0089 
02/28/96 

Public reportinCl burden for this colactlDn ot information iii lI8Iimatld to 1__ 1Ii minutll5 oor 1\I5POf1ft, inr,!l4tilng II ... tlma tor ,el/\6wlng hetruatlonl, ..er~ axlltlng det. 
8OUrt:e8, g;,thDfinll IW1d m~int~inil1ll tho datil noodDd, Of1d (;OI'T1p!ct1nll and JWYi""';1lII thD GQ/1,Iit\on c.4 in/ormation. Send cornman .. regarding thit burdan Hdmn. Of ..,v other 
~WOClt DI If'" ,,"'leC1lol) of Infurl'nlltJol'. It''llu(J~)1I wggl&ttOl'- tor redual'l(/ thl. burden. to the FAR SeCllteriat !VRSI, Offlco of Fad".! ~\lillIIO'" PoliO\'. GSA. WuhlngUlft. 
bC 20<106; and tD thl Offtci of Management and Budget, Paperwak RtINctIon f'l'oject 1900G-0089), WMI'II,.,gron. OC 20603. 

NOT!: THE CON'rAACTOR SHAll COMPLe~ InM$ :,\ TMROUQH 18 liND SUIIMIT 'l'HE M!oUEST. IN QUADRUPliCATE, TO THE CONTRACTING OFf1CI:A 

TT 2. FROM: (ItEF'OFlTINO OFFICE)
·ADMINI5'1'AArOR. EmPlovment StMod.-de AdmlnfatratJon 

WAO! AND HOUR DIViSioN 

U.S. DEPARTMENT Of' lAB<JR 

WASHINGTON D.C. 202tO 


"il;'CONTRACTOR 4. DAT~ 01' REoueST 

09/0112014 
5. r;:ONiRACT NUMBER OPENED (SEALED 7. bATE OF AWNVJ e. bATE Ol'TION ~X"flcl&Sl) /IF 

DROIGSA·1 Q.0002 01101/2012 APPUCARI..E} (,sCA ONL'r? 

10. SUBCONTRACTOR (IF ANY) 

CCA 
11. f'ROJECT AND DESCRIPTION OF WO"K {ATTACH ADDITIONAL SHEET IF NEEDEDI 

Correctional confinement services for Federal inmates to include custody, control, accountability, medical. and BubslstetlO4t services. 

12. LOCATION (CITY. COUNTY AND STATE) 

T Pon Hutto Residential Center. Tl!lyloT, Williamson County. Texas 
is. iN bABE" TO cOMPLETE THE WORk PRoViDED FOR ONDER THE ABOVE cONTRAct, it is NteGssARY i6 Rtf amsH m@ ,draW.Nil AAI btY) PdA 'Ai 

INOlcA'I'ED cLASSIFicATIONIS) NOT INCLUDED IN THE! D~PAA"MENT OF LAI!IOA DETERMINATION 

NUMBER: 2011·0216, Revision 3 DATED; 12/07/2011 
•• ~I~ IN.~OER; .~.!'p~~p_~~!FI(~:~!J2."! -r::1:nE6~!; JOB OESCRlPTJON(S); DIIT!Il$: 

AND RATIONALE FOR PROPOSED CLASSIFlCATIONSISCA ONLY) lJ. WA(JE RATEtS} Q. FfliNaE BENEFITS PAYMENTS 

------------------------------------------------------------r-------------------~-------------------{U.. rr;o",. fIr.ttach «1dm"",Ii _t.. ;, _.'VI 

Proposed Claealflcatlon Title: Human Resource. A ••I.tant 
FOE =(38·6 a 
Description; The Human Resources Assistant performs vlTied Ind moderately 
complex clerical functions and related general office duties that require 
Independent judgment In the use of work methods and procedures in the area 
of per$OnneVpayroll administration. A complete Job description Is attached. 

Ratlon&ile: This position 1$ similar to the Personnel ASSistant II position, a GS-5, 
In the AdminlstratJve Support and Clerical Occupations category in the SCA 
Directory of Occupations. Th8 aV8rage rete for all thfl classes listed In the 
same occupational category, with th8 same FGE In th8 appllcabl8 contract 
specific wage determination, is $16.00 per hour. The proposed wage rate for 
the Human Resol,Jrces Assistant position is $15.00 per hour. 

$16.00 $3.69 

14. SIGNATURE AND TITLE OF SUilCONTRACTClR 1'It:PRES~NTAT1VE (II' ANYI '6. SIGNATUtlE AND l'l'rLE OF f'f1IME CONTRACTOR REPRESENTATIVE 

Nal88hi1 K. Metcalf 
Vice Presldenl, Partnership Development 

TO BE COMf'CETEO BY CONTRACTING OFFICER (CHECK AS APPROPRIATE - SEE FAR 22. 10HI (SeA) OR FAR 22.406-J (DBA}) 

D THf INTI!RI!5T1!D PARTlI!5 AGRI!!! AND THe CONTl'ACTING OI'I'ICI!R RECcMM~D:s ~OVAl!lY TH! WAae AND HOUA DIVISION. AVAILABl.E INFORMATION 
AND RIOCOMMIiNDATIONS ARlO ATTACIoIEO. 

O THE INTERESTED PARTIES CANNOT AGREE ON THE MOPOSEC CLASSIFICA110N AND WAGJ. RATE. A bE'I'EAMINATION OF THE QUESTION BY THE WAGE. AND 
HOUR DIVISION IS THEREFORE REQUESTED. AVAILABLE INFORMATION ANP Rl!COMMtlNDATIONS A!'IE ATTACHED. 

CATE SUfSMlTED 



Job Title 

HUMAN RESOURCES ASSISTANT 

Job Code 

5076 

Dejlartment EEO Code EEO Category . FLSA Status HourslWeek Full Time Part Time 

01 005 OC Non-Exempt 40 X N/A 

SUMMARY: 

The Human Resources Assistant perfonns varied and moderately complex clerical 
functions and related general office duties that require independent judgment in the use of 
work methods and procedures in the area of personnel/payroll administration. 

ESSENTIAL FUNCTIONS: 

The successful applicant should be able to perfonn ALL of the following functions at a 
pace and level of perfonnance consistent with the actual job perfonnance requirements. 

• 	 Examines and/or processes personnel action documents using experience in applying 
personnel/payroll procedures and policies; verifies that the personnel action and 
payroll fonns are complete and consistent to include verifYing employment dates and 
other appropriate infonnation; determines whether further discussion with employees 
is needed or whether infonnation must be checked against additional files or listings. 

• 	 Maintains personnel records, contacts appropriate sources to secure missing items and 
process~s employee changes to include but not limited to promotions, transfers, rates 
ofpay and personal data. 

• 	 Processes personnel and payroll documents through regular use of software 
applications i.e. Kronos, ATS and/or JDE. 

• 	 Assists in the implementation and administration of Human Resources policies, 
procedures and programs. 

• 	 May assist with pre-employment screening and new hire orientation process. 

• 	 Routinely reviews various logs or reports for accuracy and compliance i.e. hire/tenn 
logs, job posting logs, staffing reports. 

• 	 Inputs text accurately and produces finished documents efficiently using word 
processing and spreadsheet programs on a computerized system; copy, compile and 
distribute as necessary. . 
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Job Code Job Title 

5076HUMAN RESOURCES ASSISTANT 

• 	 Independently edits docwnents making necessary corrections or revisions to include 
spelling, grammar and sentence structure. 

• 	 Creates and maintains files in an organized manner, to include sorting, labeling, filing 
and retrieving, in accordance with corporate and facility file retention and storage 
procedures; maintain confidentiality and security of records. 

• 	 Collects, sorts and/or distributes interoffice and in-coming mail to include certified 
and registered mail and packages in accordance with all applicable rules and 
regulations; prepare; meter, if necessary, out-going mail and packages. 

• 	 Assists in conducting physical inventories; records and maintains up-to-date status 
reports. 

• 	 Using appropriate grammar and spelling, routinely composes and creates docwnents 
from handwritten or typewritten copy to include letters, memoranda, reports, 
correspondence, forms, statistical data, etc. 

• 	 Communicates effectively and coherently with staff, inmates and visitors; respond to 
verbal/written inquiries and requests or refer to appropriate staff member; answer 
telephone, route calls and/or take accurate and legible messages. 

• 	 Reads and comprehends correspondence, policies, regulations, procedures, reports, 
directions for forms completion and other simple or moderately complex docwnents. 

• 	 Endeavors to comply with the requirements of applicable regulations, laws, rules, 
procedures, policies, standards and/or contract. 

• 	 Monitors the area and make reliable visual identification of inmates/residents, 
authorized personnel and other individuals for safety and security. 

• 	 Establish and maintain effective working relations with others and handle difficult 
interpersonal contacts. 

• 	 Add, subtract, multiply and divide using whole nwnbers, common fractions and 
decimals, and compute rate, ratio and percent. 

• 	 Interprets a variety of instructions furnished in written, oral, diagram or schedule 
form. 
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Job Title Job Code 

HUMAN RESOURCES ASSISTANT 5076 

• Participates in in-service and other training programs as required. 

• Experience exposure 
contagious persons. 

to body fluids and experience encounter with deceased or 

• Remain alert at all times and react quickly, efficiently and calmly in emergency and 
other high stress situations. 
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Job Title 

HUMAN RESOURCES ASSISTANT 

Job Code 

5076 

QUALIFICATIONS: 

High school diploma, GED certification or equivalent is required. Two years of 
experience in full-time clerical, secretarial or administrative office work is required 
preferably in personnel administration. Additional qualifying education at an accredited 
college, business school or technical institute in office administration or a related field 
may be substituted for up to one year of the required experience. Proficiency in 
Microsoft Office applications is required. Knowledge · of JD Edwards and Kronos is 
strongly preferred. A valid driver's license is required. 
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, 

SUMMARY OF CURRENT 
JOB PERFORMANCE CHARACTERISTICS 

Job Title Job Code Department HourslWeek Full Time Part Time 

Human Resources Assistant 5076 01 40 X N/A 

GROUP I (Number of hours In an B·hour day) Intennlttent Constant 

Sitting >4 

<2Standing 

<2Walking 

Weight FrequentlyNIA OccasionallyGROUP II Continuously 

lifting Up 10 25 X 

Carrying up to 25 X 

25Pushing up to X 

25Pulling up to X 

GROUP III NlA OcclSlonaJly Frequently Continuously 

Squalling X 

Bending X 

Kneeling X 

Reaching X 

Twisting X 

Crawling X 

Ladder Climbing X 

Stair Climbing X 

Other Climbing - Describe: X 

GROUP IV MIA OccaslonaJly Frequently Continuously 

Walking on rough ground X 

Exposure (0 changes of temperature or X 
humidity 

Exposure (0 dust, fumes or gases X 

Being near moving machinery X 

Working from heights X 

Exposure to Infectious Diseases X 

Driving X 

Mental Alertness X 

OTHER CHARACTERISTICS: 


Use of the Following Equipment: 


Computer. calculator. telephone, copier, typewriter, 


facsimile, switchboard and various postal equipment 


(0 Include meter and scales. 


Specific vision abilities required by this lob include:: 


Close, distance, color, and peripheral vision; 


depth perception; and the ability to adjust focus. 


Addjtional Physical Demands: 


While performing the duties of this job, the employee 


is regularly required to use hands (0 finger, handle 


or feel objects or controls; reach with hands and arms, 


talk and hear. 


Revised 07/02 


