APPENDIX J

Job Description Cover Sheet
I. 
Position (To be completed by Manager.)

Organization:       
Title, Series, Grade of the Position:       
Standards Citation:       
Standardized Job Number (if COREDOC or PDL):       
Sensitivity:   non-sensitive  FORMCHECKBOX 
    non-critical sensitive  FORMCHECKBOX 
    critical sensitive  FORMCHECKBOX 
  special sensitive  FORMCHECKBOX 

Emergency Essential: 

YES  FORMCHECKBOX 

   NO  FORMCHECKBOX 

  Code:      
Key Position:


YES  FORMCHECKBOX 

   NO  FORMCHECKBOX 

  Code:       
Drug Test Required:  

YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 

Financial Disclosure Required:
YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 

Does this position require the 

use of firearms or explosives? 
YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 

(Documentation required by 

Lautenberg Amendment)

Bargaining Unit Status Code:       
Typed Name of DCA:                     Date:       
II.  
To be completed by SECPOC:
     

(Job Description Number) 

Supv Level Code:  
     
Comp Level Code:  
     
FLSA:  exempt  FORMCHECKBOX 
    nonexempt  FORMCHECKBOX 

Career Program Id:  
     
Functional Code:  
     
Skill Code(s): 

     
Typed Name of Classification Specialist:       
Date:       
