parisons relating to ‘personnel ; employee ‘characteristics, work- skills; and expe-
rietice ; location-of' employees having specific desired or rare skills or qualifica-
tions; grade structure studies within ‘organizations or by: profession; ‘organiza-
tion'-to-orgsiniZat;‘l’on’ comparisons by grade; statistical and- detailed studies -of.
eniployee losses’ by grade, oec‘u"patin’;i:organizaitizon,f ‘reasonfor leaving ;and

- other studies.
6. Employment

~The .objectives of the FCC employment brogram. are: To identify, evaluate,
and refer to operating officials the best qualified:talent available, both inside and :
outsi‘dei;the:;E‘j'edéral,ZComuni:@ations Commission, to fill. manpower heeds; to. -
take official personnel actions effecting the appointment and placement of se-

lected candidates; to administer ‘
employees on the: rolls; and to maintain personnel records. The manner in ‘which

these functions are accomplished by »the»,Petsonnel, Division must be: responsive
-to management needs, represent sound -and- effective: personnel administration, )

and be consistent with legal and'fregulatory requirements;;«g{overning! personnel -
administration. Within: this ‘context, special attention is given to such categories

Of personnel as the disadvantaged, physically ‘handicapped, mentally retarded,
mentally restored, vminorit\yﬁgmups,,- women, andelder. workers. .The means by
which the ‘employment. services function is . carri

follows: . ... ~ '

viduals from registers of eligibles: mail.iltajfnedvhys the: Civil . §

ervi
college recruitment, applicants with prior Federal service; and

ce Commission,

appiying directly ito the Commission. Since almost 50 percent of the personnel
of this EG'gmmiESSiOh fall in the prnﬁessiou&l,eateguries, the FCC’s quest for quality

bersonnel ‘has given:rise to.an extensive on-campus brogram: aimed.primarily

.

a continuing program for the management of i

ed out are summarized as.

) Recruitment and:placenent.—The neipa te‘é,ﬁﬁi*qiiesiutﬂi“zedffvdr meeting
staffing needs include the internal merit: promotion ‘prgﬂinami,w(seleetion; of indi- -

at electronic engineers an‘d;~attorneya?.a::Whi:l-e?thefplannmg::,r‘espohsibﬂ,ityffgr- the

program: regides with the: Pergonnel Division, the ‘on-campus _interviews -are

_ .carried-out- primarily. by professional engineers ‘and: attorneys employed by the
: Commiessi@mdi)upi%ngsft’he, ‘past reeruiting season;: recruitment s visits ‘were:made

to 27 college campuses in the search for promising young ‘engineers, while 26
campuses: were: visited: fare‘;the?réqrmtm attorneys. ‘Also, in an attempt

our . reeruitm ent

- gram.was expanded: this pas
of the” subproféssionial
institutions. ' E 3 T e N
(D) Continuing personnel management.—Sub equén
placement of employees, the Personnel Dividion
gram of personnel management in cooperation with
officials. This ‘activity: "inclf‘ud?s' ¢ providing ‘thi

for the measurement a
it v“i\‘ .

"

ities of FOC employ
nance of effective ision ‘at all echelons,

~ employees during the prob*a»i;i'qr‘;‘arsg\periodto‘id ity weak or marginal perform- .
employee is given Aan opportunity to improve before

ance and to be sure that'eacl
- anyadverseaction is initiated. S R S :
(e) Personnel records and reports.—In addition to the above, the Personnel

required is proviyded?_t’qwthg individual employee, the supgffvfs"ér,j‘fthé payroll office,

and the  Civil Service Commission. ‘The personnel processing determinations

which precede each action must necessarily conply with alt requirements of law = -

P @

- and regulations, Thé data’ maintained

in the personnel folders are used for “all

reports required by external ~Sources, as well as those prepared for internal’

management purposes, ‘This information 1s used for such ‘purposes as ‘minority
group statistics, strength ‘reports, reducti

wotk-force composition, and nanpower planning, ‘Thfef’péisbiihel inventory in the
ed at the time each personnel transac-

computer dita bank is automatics 11y updat
tioniseffected. - T e i i R R

upervisors =
es ; Helping
; uchmeans

Division is responsible fq;_1'*’the‘jmj;i-gi‘nation‘ ‘of all official personnel actions, and -

on-in-force’ registers, retirement studies,




