11.25.1 Lead Responsibilities (Unit 1)

This provision outlines the leadperson’s responsibilities and compares and contrasts
them to those of a supervisor. The strikeout of the supervisor's responsibilities
represents the intent to expressly exclude the negotiation of an agreement to the
assigned supervisor's duties through this provision.

Supervisor Lead
Provide-in-depth-pelicy-and-procedure Provide basic on-the-job training for
frainihg- assigned duties.

Assighwork: Assign work.
Counsel-employeesohn: May recommend to supervisor that an
Ad | bl employee would benefit from a work

’ improvement plan only as it relates to
—b—Werkrelated-problems work procedures or processes.
—c—Referemployees-toEAR
Initiate-corrective-actionsuch-as Not a lead responsibility.

I R | |
Respond-to-and resclve-grievances-at | May attempt to resolve conflicts that
the-informal-and-firstlevel- arise as a result of workflow or
procedures.
Prepareprobationrepors—annual May provide input of a factual nature
evaluations—inputto-the self-appraisal regarding employee job performance.
repors-
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Participate-in-performance-appraisal Restricted to the technical portion of
evaluations: report pertaining to technical
performance.
Approve-ordeny-SISA's-and-MSA's: Provide input on employee's job
performance to the supervisor.
No authority for an independent
decision.
Discipline-employees-eitherinformally Provide input on employee's job
orformally. performance to the supervisor. Not a
lead function. No authority for an
independent decision.
Write-up-required-responsesor Provide input on employee's job
supenvisory-input-on-the-employee performance to the supervisor.
i i . .
sell_apma sal reports-used-n-the No authority for an independent
i decision. (If lead is not a competitor in
the same exam.)
Approve-ordeny-the useof sickleave; | May receive employee requests in the
vacation—personal-holiday-ete- absence of the supervisor and shall not
approve or deny such requests.
Reguest-and-approve-supply-orders- May request and approve supply
orders.
Approve-overtime- Not a lead responsibility.
Sign-634's- Not a lead responsibility.
Review-completed-work-within-the Review completed work within the
group-forgquality- group for quality.
Prepare-recommendations-toplans; May prepare recommendations.
budgetrequests—procedural-and
el ithin 4 _
Sigh-probation-orannual-evaldations: Not a lead responsibility.
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Not a lead responsibility.

Authorize-training-course-attendance- May provide input to who would benefit
from attending a training class.

Make-a-hiring-commitment-to-hire May participate in the hiring interview

someone-tofilla-vacancy-withinthe with a supervisor and may make a

work-grodp: recommendation to hire.

Make prometional-commitments- Provide input regarding employee's
performance. No authority for an
independent decision.

Not a lead responsibility.

Not a lead responsibility.

Grantreguestis-forleave-ofabsence May provide input to supervisor.
No authority for an independent
decision.

Approve-alternate-work-schedules- May provide input to supervisor.
No authority for an independent
decision.

Move-employees-from-shiftto-shift- May provide input to supervisor.
No authority for an independent
decision.

Sign-travel-expense-claims- Not a lead responsibility.

Schedule-overtime- Not a lead responsibility.
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Ordertravel May assist supervisor with travel
agenda.

Setwork-hours- Not a lead responsibility.

Justify request-and-approve May be asked to justify purchasing

eguipmentorders. equipment. Cannot sign purchase

orders.




