
Management Analyst (Human Resources) 

DSO administers the federally appointed counsel program consisting of federal public defender and 
community defender organizations and private panel attorneys. The Defender Services Program 
operates pursuant to the Criminal Justice Act, 18 U.S.C. 3006A. The Management Analyst (Human 
Resources) plays an essential role in our ability to fulfill our mission. 
 
The incumbent will support the overall goals and objectives of the DSO recruitment strategy by 
addressing specific human resource and programmatic needs. The ideal candidate will have experience 
working collaboratively with managers, senior-level staff, and colleagues in a complex and multi-faceted 
environment. The incumbent must communicate with diplomacy and possess excellent judgment, 
strong interpersonal, organizational, and analytical skills. This position requires the ability to work 
independently with minimal supervision and work well with a highly engaged team. The best qualified 
applicant will have a proven track record for producing detailed, accurate work and an impeccable 
professional reputation. 
 
Duties may include, but are not limited to, the following: 

1. Facilitating hiring actions by drafting position announcements in consultation with DSO 
managers and agency HR experts. Tracking all requests, changes and reporting to management. 

2. Researching regulations, policies, and standards to develop and perform in-depth analyses. 
Conducting research and gathering data and requirements related to DSO's human resource 
needs, opining on the impact and presenting recommendations to DSO management. 

3. Accumulating and analyzing statistics concerning staffing functions like turnover rates, 
promotions, internal hiring action lag times and progress on diversity, equity and inclusion hiring 
and training efforts. 

4. Preparing directives, memoranda, written guidelines and developing recommendations related 
to HR initiatives. Designing and re-designing written documentation, charts, and reports to meet 
internal DSO program needs. 

5. Serving as the action officer for new HR-related projects, such as the DSO onboarding and 
offboarding enhancement project. 

6. Establishing a system to schedule, review, control, and report on hiring initiatives and human 
resource project statuses. Adjusting work plans for project accomplishment. 

7. Designing, composing and regularly updating DSO orientation materials, including DSO 
organizational charts. 

8. Facilitating exit interviews with exiting staff and DSO Chief or designee. 

9. Providing Temporary Duty (TDY) program support and serve as the TDY liaison back up. 

10. Working with management to develop the annual staff training strategy and request plan. 
Facilitating staff external training requests. Ensuring that adequate funding is in place or is 
reprogrammed to cover the cost. 

11. Tracking and monitoring staff training to ensure that requirements are met for contracting 
officer representatives and staff in positions that are subject to DSO internal controls manual 
training requirements. Providing reports and information to DSO managers in advance of the 



performance review cycle. Developing a tickler system to prompt staff to take the necessary 
training when required. Consulting with the agency Human Resources Office (AOHR) and the 
Procurement Management staff as needed for training matters. 

12. Coordinating with administrative and IT staff to schedule virtual and when able, in-person,
interviews. Upon request, assisting with the creation of hiring panels.

13. Updating and maintaining position descriptions.

14. Developing and maintaining standard operating procedures for the work outlined above.
Maintaining procedures and other non-confidential information on SharePoint.

15. Maintaining confidential information and discretion related to sensitive projects and topics.

Travel Required 

Not required 

Supervisory status 

No 

To apply, please visit: https://www.usajobs.gov/GetJob/ViewDetails/601286900 

 Closing date: 08/09/2021  

This job will close when we have received 150 applications which may be sooner than the closing date. 
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