DEPARTMENT OF THE NAVY
BUREAU OF MEDICINE AND SURGERY
7700 ARLINGTON BOULEVARD
FALLS CHURCH, VA 22042

IN REPLY REFER TO

BUMEDINST 5310.10D

i)

BUMED INSTRUCTION 5310.10D

From: Chief, Bureau of Medicine and Surgery
Subj: BUREAU OF MEDICINE AND SURGERY POSITION MANAGEMENT BOARD

Ref: (a) SECNAVINST 12250.6A
(b) MILPERSMAN 1301-202

Encl: (1) Guiding Principles of Position Management
(2) Position Management Board Mandatory Review Questions
(3) Position Management Board and Non-Position Management
Board Personnel Action List
(4) Recruitment Action Flowchart
(5) Non-Recruitment Action Flowchart
(6) Bureau of Medicine and Surgery Critical Military Billets

1. Purpose. To provide policy and guidance for the management of
all staff positions at Bureau of Medicine and Surgery (BUMED)
Headquarters (HQ) via the Position Management Board (PMB). This
instruction is a complete revision and should be reviewed in its
entirety.

2. Cancellation. BUMEDINST 5310.10cC.

3. Policy

a. The management of staffing levels is the ongoing process of
structuring positions within the organization in a manner which
promotes economy, productivity, and organizational effectiveness as
driven by the Activity Manning Document (AMD). It involves the
determination of the need for a position, required skills and
knowledge, organization, grouping, and assignment of duties. 1In
applying position management principles, a balance must be
maintained between controlling escalation of grades, providing
opportunities for career development, attracting the best possible
candidates, providing employee job satisfaction, and performing
necessary functions in the most economical and efficient way
possible.

b. The PMB shall be the authority in providing position
management oversight on all HQ civil service, contractor, and
military positions.
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c. As the assignment of duties to individual positions is
inherently the responsibility of the department managers and
supervisors, per reference (a), they must take an active part in
the position management of their respective work centers.

Enclosure (1) provides guidance to the supervisor to assist them in
the efficient management of the staffing required within their work
centers.

4. The PMB

a. The overall objective of the PMB is to ensure an effective
and efficient arrangement of positions in the organization that:

(1) Achieves the proper balance among economy, efficiency,
use of skills, the attraction and retention c¢f ccmpetent personnel,
employee development, and available resources.

(2) Uses work processes, equipment, procedures, methods,
and techniques effectively.

(3) Prevents or eliminates such common organizational
faults as unnecessary fragmentation, excessive layering,
duplication of functions, improper job design, outmoded work
methods, and improper distribution of manpower.

(4) Remains consistent with financial and program planning.

b. The PMB will meet monthly or as dictated by the Chief of
Staff (E0S) .

c. The PMB will consist of the following members:
(Ly €COS; Chair,
(2) Director of Administration, Human Resources Liaison
(HRL), Manpower Representative (BUMED-MO09B11), and the HQ
Comptroller (BUMED-M85). A representative from the reguesting code
may be called upon if clarification of the position reguest is

needed.

5. Procedures for Civilian Positiocns

a. All staffing actions will start at the departmental level.
It is the responsibility of the requesting entity to provide all
necessary supporting documentation to support their request and to
amplify their responses to the mandatory questions identified in
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enclosure (2). Additionally, for classify/recruit to fill
positions a completed SF 52, Request for Personnel Action and a
BUMED 5310/1, BUMED Human Resources Action Request will be required
to accompany the package for routing. Enclosure (4) details the
process and routing for personnel actions that require PMB
approval. The BUMED HRL is available to provide guidance based
upon the type of personnel action requested. If the action is
listed as a non-PMB action on enclosure (3), the action does not
have to go through PMB approval - notification only. Enclosure (5)
details the prccess and routing for non-PMB actions.

b. The Director (level 2) or Deputy Director (level 3) will
sign-off in section 2 of the BUMED 5310/1 cover sheet showing
concurrence with the request and approval to proceed. Directorate
for Administration will sign-off in section 2 to indicate any
impact to facilities and/or Information Technology and
Communications Services (ITACS).

c. The completed package will be forwarded to the HRL, located
in Admin Services (MO9B11}.

d. Upon review and ensuring completeness, the package is then
forwarded to HQ Comptroller, located in BUMED-M85 for budget
consideration and other financial review. Two work days will be
allotted for this review. If the HQ Comptroller recommends and
comments cn the requirement, the package is forwarded to the
Manpower Analyst, located in BUMED-MOSB11.

e. BUMED-BO9B11l shall have 2 work days to complete their
review of the package, commenting on the parameters of the overall
staffing plan for BUMED. If BUMED-MOSBll recommends approval of
the requirement, the package is then forwarded back to the HRL for
final preparation pricr to going before the PMB for recommendation.

£f. The HRL, upon confirmation that the package has been
properly routed, will coordinate a meeting amongst the PMB members
for review of the package and recommendation to the COS.

g. The HRL presents the package(s) to the PMB. The PMB will
discuss the package(s) and make a recommendation to the CO0S. If
more information is needed and a proper recommendation cannot be
made, the PMB will return the package to the appropriate code for
clarification and/or rework with the PMB’s findings.
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h. Upon PMB level approval, the COS will sign the SF 52
indicating that the position has command-level approval for the
action requested. Rejected requests will be returned to the code
with the PMB's findings.

i. All completed packages will be returned to the HRL for
necessary action.

6. Procedures for Military Positions

a. All staffing actions will start at the departmental level.
It is the responsibility of the requesting entity to provide all
necessary supporting documentation to support their request and to
amplify their responses to the mandatory questions identified in

enclosure (2). Only new military positions will need to go through
the PMB for approval. Existing billets and billets preapproved
from enclosure (6) do not need PMB approval - notification only.

(1) If 2 By Name Request (BNR), per reference (b), is
submitted by the requesting code, BUMED liaisons with Navy
Personnel Command placement officers.

(2) If the billet is a vetted position, BUMED liaisons with
placement officers at the Office of Naval Personnel (PERS) for
suitable candidates. A list of qualified candidates is presented
to the code for selection.

(3) If the billet is a non-vetted position, the detailer
will be contacted for billet fulfillment.

(4) If the billet in gquestion is a new billet, the code
requesting the billet will acquire a list of empty billets. If
there are empty billets within the code, the code can request re-
programming of those billets. If there are no empty billets within
the code, the DD may request, via another DD, for the use (loaned
or transferred) of an empty billet within another code. If the
Corps designator deoes not match for billet loan or transfer (i.e.,
Medical Service Corps for Medical Service Corps or Nurse Corps for
Nurse Corps), approval needs to be obtained by the respective Corps
Chief. 1If this is a permanent change, compensation by the Corps
must be obtained via the Enterprise. If no agreement can be
reached between DDs, the request shall proceed to the COS and
respective Corps Chief for resolution. The position is then
determined to be a BNR, vetted, or non-vetted position.
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(5) Once a determination has been made as to whether the
new position is a BNR, vetted, or non-vetted, the below steps
should be followed.

(a) The coriginator’s code Director or Deputy Director
will sign off in section 2 of the BUMED 5310/1 cover sheet showing
concurrence with the request and approval to proceed.

Directorate for Administration will sign-off in section 2 to
indicate any impact to facilities and/or ITACS.

(b) Upon review and ensuring completeness, the package
is then forwarded to BUMED-MO9B11. BUMED-BUMED-MOSB11 shall have 2
working days to complete their review of the package, ensuring that
the requirement is within the parameters of the overall AMD for
BUMED.

(c) If BUMED-MO9Bll recommends approval of the
requirement, the package is then forwarded to the PMB for
discussion and recommendation. If BUMED-MO9B11l does not recommend
approval of the requirement, then the package is returned to the
code for reevaluation and further additional analysis.

(d) The HRL, upon confirmation that the package has
been properly routed, will ccordinate a meeting amongst the PMB
members for review of the package and recommendation to the COS.
All new positions will be briefed by the requesting code at the ADC
level prior to the PMB.

(e) After the DD level discussion, the HRL presents the
package(s) to the PMB. The PMB will be briefed on the package and
then forward a recommendation to COS for final approval. Only new
military positicns will require approval.

(f) Rejected requests will be returned to the code with
the PMB’'s findings.

7. Responsibilities

a. COS (BUMED-MO9B) shall:
(1) Maintain the administrative coversight of the PMB.

(2) Ensure billet updates are made to the AMD as a result
of organizational or positional changes within BUMED.

b. The Director for Administration (BUMED-MOSB1l) shall:
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{(l) Process all approved personnel actions.

(2) Ensure that the HRL prepares the agenda for the monthly
PMB and provides administrative support as required.

(3) Allocate all space, facility, and IT requirements for
incoming personnel.

& The HRL shall:

(1) Review enclosure (3) to determine if the position is on
the PMB approval list.

(2) Provide guidance and training, as needed, to the codes
in the execution of personnel actions.

d. Director, Resource Management (BUMED-M85) shall:

(1) Ensure funding is available in the civilian labor
allocation for the proposed action.

(2) Advise PMB of the actual execution of civilian work
years for the PMB to make sound management decisions on the
additional hiring of temporary employees to fully execute allocated
civilian work years. '

(3) Advise the PMB on contractor staff policies and
contract language.

e. Manpower Analyst, Directorate for Administration (BUMED-
MO9B11) shall:

(1) Advise PMB on documented civilian and military position
requirements and authorization status as determined from the Total
Force Manpower Management System.

(2) Advise the PMB on Civilian HR policies and/or program
requirements, as requested.

f. The BUMED HQ Command Master Chief shall:

(1) Advise the PMB on all enlisted personnel assignments
onboard the command.

(2) Coocrdinate all changes to the Enlisted Distribution
Verification Report and enlisted assignment issues with Bureau of
Naval Personnel and Enlisted Placement Manning Activity Command.
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8. Records. Records created as a result of this instruction,
regardless of media and format, shall be managed per SECNAV M-5210.1
of January 2012.

9. Forms

a. SF 52 (Rev. 7-91), Request for Personnel Action, 1is
available electronically at:
http://www.gsa.gov/portal/fonns/type/SF# I-1 000.

b. BUMED 53101 (10-2011), BUMED Human Resources Action

Request, is available from Naval Forms Online at:
https:1l/navalfonus.documentservices.dla.millweb/publiclhome.

A. M. DIGG

Chief of Staff

Distribution is electronic cnly via the Navy Medicine Web site at:
http://www.med.navy.milldirectiveslPages/default.aspx
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GUIDING PRINCIPLES OF POSITION MANAGEMENT

Supervisors must consider the following factors when executing
position management:

1. Knowledge of the mission of their organization and ability to
evaluate the need for all resources, including personnel, to
accomplish their mission.

2. Continuously validate their onboard manpower resources in
comparison to the workload requirement, ensuring the military and
civilian personnel are maintained at the most economical grade.

3. Cocrrect excessive layering of all positions. Organizational
fragmentation to derive higher grades and ratings is evidence of
poor personnel management and must be avoided. The proporticn of
higher level positions will be consistent with the level of tasks
performed.

4. Whenever a code can operate effectively with less than the
personnel authorized by the Activity Manning Document, efficiency
will be pursued through partial reductions of authorization for
that code to enable reallocation of manpower resources to other
areas.

5. The civilian payroll will be managed within the funds allocated
for that purpose.

6. Within space constraints, fund limitations, and work-year
allocations, civilian personnel will be used to the maximum
practical extent in positicns which do not require a military
incumbent for reasons of law, training, security, or discipline;
which do not require a military background for successful
performance of duties involved; and which do not entail unusual
hours not normally associated or compatible for civilian
employment.

7. Vacanciles will not be refilled if the recruit action exceeds
the previously established full performance level of the position
and can be replaced by a lower grade or if the worklcad of the
organization has been reduced by an amount egual to the workload of
that position.

8. There must be challenge, variety, responsibility, and well-
defined career ladders for all positions to attract and retain
competent employees.

Enclosure (1)
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9. Annually in September, review all civilian positions and update
with justification for required position not reguiring approval for
Positicn Management Board prior to hiring.

10. Annually update military billets that require vetting by
single-digits pricr to posting orders.

Enclosure (1)
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POSITION MANAGEMENT BOARD MANDATORY REVIEW QUESTIONS

Reviews will be conducted each time a position is created, changed,
or vacated. In addition include a one page Business Case Analysis
addressing any information not covered in the questions below.

1. Positional: Determine if the current billet or position is
necessary in relation to mission accomplishments.

a. Is this a New or Backfill position? (If backfill, please
proceed to question 1l-c¢). If this is a new billet/position, has
BUMED-M1 been contacted for approval to build a BIN? Has
DFA/facilities been contacted for available space? Has the
Headquarters Comptroller approved funding?

b. What drives the need for the new position? Who is doing
the work and what is the risk if the position is not created?

c. If a backfill, what dces the incumbent in the position
accomplish and could the mission be accomplished without the
position?

d. What impact will the new employee have on the code as far
as balancing workloads and efficiency of existing positions or
continuity of operations (to include military and contractor)?

2. Functional: Comparison of past worklcocad demands with future
demands

a. Are all and only the required duties being performed? If
g0, who 1s performing them now and what impact does it have on
their present position? Include an examination of creoss-training
adctivities.

b. If the position is not filled, what will be the impact on
the code and how much effect would it have on the progress of the
codes mission?

c. Can functional responsibility be assigned elsewhere with a
resultant savings in manpower resources? Explain how workload for
this position will exceed your current staffing.

d. Are there any areas in your organizatiocn that are
overstaffed and able to take on the additional functions of the
office?

Enclosure (2)
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e. If this is a new function/requirement within the code,
what requirement changed that requires justification for the new
position?

3. Organizational: Comparison of standardized operations to
similar operations performed by other organizations.

a. If applicable, compare your BUMED Code to other
organizations in Department of Defense.

Enclosure (2)
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POSITION MANAGEMENT BOARD AND NON- POSITION MANAGEMENT
BOARD PERSONNEL ACTION LIST

PMB Approval Required

PMB Approval Not Required

Classifications of Position
Descriptions (PD)

Advisory Classification of PD

All Recruitment Actions

Career Ladder Promotions

Student Loan Repayment Incentives

Temporary Active Duty/Return to
Duty

Promotion via Accretion of Duties

Separation Actions (Retirement,
Resignation, Transfers)

Details/Detail Extensions

Miscellaneous Administrative
Changes for civilian personnel
that does not have a monetary
impact

Reassignments and Realignments

Awards and One Time Payments

Non Pay/Duty Status

Superior Qualifications
Appointment (SQA)

Relocation Incentives

Recruitment Incentives

Retention Incentives

Miscellaneous Administrative
Changes for civilian personnel
that has a monetary impact

Enclosure (3)
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Is this a new
position?

PMB determines
ecommended actio

Is the PD
current?

In-Sourcing
position?

If in-sourcing
position,
Manager must
request in
sourcing
initiative with M1

LEGEND

BLUE: Start/end of process

GREY: Question/decision point
GREEN: Answer is “YES”

RED: Answer is “NO"

ORANGE: If applicable, if not please
proceed to next step

Is package
complete?

Enclosure (4)
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