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SUBARTICLE 1.  GENERAL PROVISIONS

1‑1.  Purpose.  The purpose of this Procedural Manual is to provide managers and supervisors with factual personnel information about personnel programs, objectives, procedures and policies of the activity.  Personnel management includes the attraction, selection, motivation, leadership, understanding and utilization of people as individual employees and as members of a work group in accomplishing the missions for which the activity is responsible.

1‑2.  Coverage.  The policies and procedures of this Manual are applicable to HRO Pensacola.  Activities receiving personnel management services from the Human Resources Office Pensacola and its on‑site offices may adopt these policies.

1‑3.  Negotiated Agreements.  In the event of any conflict with the content of this Procedural Manual and any negotiated agreement, the provisions of the agreement take precedence to the extent that the applicable provisions are not inconsistent with any Federal law or any Government‑wide rule or regulation.

SUBARTICLE 2.  PERSONNEL MANAGEMENT RESPONSIBILITIES

2‑1.  Basic Responsibilities of the Activity Head.  Whether assigned directly by higher headquarters or delegated by the Office of Personnel Management, a clear and ultimate responsibility for adherence to and support of public personnel policy rests with the activity head.  In turn, as a practical matter, he/she must assign appropriate personnel management responsibilities to managers and supervisors at all levels of the activity.

2‑2.  Basic Responsibilities of the Manager.  The primary responsibility for the application of the policies and procedures contained in this Manual rests with the manager (usually the department head) who is responsible for the successful accomplishment of the activity mission.  In carrying out this responsibility, the manager must recognize the role of the Director, HRO, as the activity's Personnel Officer and fully utilize his expertise in all aspects of personnel management.

2‑3.  Basic Responsibilities of the First Line Supervisor.  The first line supervisor has probably the most important personnel management responsibility, the critically important person‑to‑ person relationships that occur at the work site.  These relationships decisively affect employee morale and productivity either positively or negatively.  Only the supervisor, by his/her skill in communications, leadership, motivation, evaluation of performance, and human relations generally, can make the top manager's decisions effective at the working level.

2‑4.  Basic Responsibilities of the Human Resources Office.  The Director, Human Resources Office, as the designated Personnel 

Officer for the activity, will provide advice and assistance to the activity head in carrying out his personnel management responsibilities.  The Director, either personally or through his staff of personnel specialists, represents the activity head in personnel matters; consults with him on personnel policy matters; develops, implements and reviews the activity's personnel programs and participates in all personnel management activities.
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