[image: image4.wmf][image: image5.wmf]DEPARTMENT OF THE

 

ARMY

OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS

CIVILIAN PERSONNEL OPERATIONS CENTER, SOUTHEAST REGION

BUILDING 6, MELOY HALL

FORT BENNING, GEORGIA  31905

REPLY TO

ATTENTION OF




[image: image1.wmf]Navigator

Heading in the Right Direction

A Guide for Managers

W

W

E

E

S

S

Position Classification

Position Classification

Southeast  Civilian Personnel Operations Center

Southeast  Civilian Personnel Operations Center


SFCP-SE-P                                                                                                     29 October 1997

SFCP-SE-P  (310-2d)







31 October 1998

MEMORANDUM FOR Commanders, Managers and Supervisors - Southeast Region 

SUBJECT:  Position Classification Navigator

1.
Reference memorandum SFCP-SE-C, 29 October 1997, subject as above.

2.
Transmitted herein are change pages to the original Navigator publication and SOPs.  These changes have also been incorporated into the Navigator which may be accessed through our home page.  A summary of changes is provided below:


Table of Contents, page 3.


Chapter 3, page 3-2.


Chapter 4, page 4-2 & 4-3.


Chapter 6, page 6-1 thru 6-3.


Appendix A, page A-1 & A-3.


Appendix B,  page B-1.


Appendix J, page J-1.


Appendix M, page M-1.


Appendix N, page N-1.


Appendix O, page O-1 thru O-3.


Appendix P, page P-1.


Appendix Q, page Q-1.


SECPOC-SOP-P-97-01, Appendices A & B.


SECPOC-SOP-P-04, replaced in its entirety.


SECPOC-SOP-P-97-05, Appendix B.


SECPOC-SOP-P-97-07, Appendix A.


SECPOC-SOP-P-97-08, Add Appendix B.

3.  Any comments or suggestions regarding the content of this guide may be directed to your servicing Classification Specialist, Branch Chief, or submitted directly to me, using the Customer Response Form at Appendix P.

Encls






LARRY D. SARGENT








Chief, Classification Division

SFCP-SE-P                                                                                                     29 October 1997

MEMORANDUM FOR Commanders, Managers and Supervisors - Southeast Region 

SUBJECT:  Position Classification Navigator

1.  The Department of the Army has implemented a major change in the way we provide civilian personnel services to our customers. This sweeping change centralized/regionalized most civilian personnel services into a Civilian Personnel Operations Center (CPOC).  The Southeast Civilian Personnel Operations Center, located at Fort Benning, Georgia, provides personnel services to you.

2.  On 1 October 1997, we began to phase in centralized classification servicing of the Southeast Region.  The CPOC will be responsible for providing most of the position classification services that you have previously received from your installation CPO.  The traditional CPO Offices have become smaller and are now called Civilian Personnel Advisory Centers (CPAC).  Your local CPAC is still there to provide on-site advice and assistance in position management and basic job classification.

3.  This guide is designed to provide you information about regionalized classification services.  I trust you will find it a useful tool to assist you in performing your day-to-day classification responsibilities.  Any comments or suggestions regarding the content of this guide would be appreciated.  Please feel free to contact me or my staff if you have any questions or concerns.  With your continued support and assistance, I know we can "work together" to improve business practices that will satisfy your needs.




LYNDEN H. ROSENBERRY







Director

INTRODUCTION
1.  The primary legal authority for classification of General Schedule positions is the Classification Act of 1949.  General Schedule positions typically perform professional, technical, administrative, and clerical work.  Authority for classifying trades, crafts, and laboring positions is governed by the Federal Wage System, which was created in 1972.  Under both of these systems, the Office of Personnel Management (OPM) issues Position Classification and Job Grading Standards to guide and control the classification of positions throughout the Federal Government.  You are required to classify positions in accordance with these OPM published standards.

2.  Position classification (job evaluation) is the process of measuring a given set of duties and responsibilities by appropriate classification standards to determine the pay category (GS, WG, WL, WS), title, occupational series code, and grade. The process includes development of an accurate and adequate job description.  The primary objectives of position classification are to provide: (1) "equal pay for substantially equal work" as required by law; (2) differences in pay in proportion to substantial differences in difficulty, responsibility, and qualification requirements of the work; and (3) orderly grouping of positions to facilitate personnel management programs for recruitment, examining, placements, promotion, transfer, determining training needs, and reductions in force.

3.  As a manager, you are a key figure in the classification process.  You ensure the right jobs are in the right places, and at the right levels to get the work done.  You assign duties required for accomplishment of your mission among your authorized manpower spaces.  You develop job descriptions, and under Delegated Classification Authority (DCA), you actually classify.  You maintain accurate job descriptions for each employee by periodic review for accuracy and/or required revisions; and inform employees concerning their duties and responsibilities, content of their job description, and availability of position classification standards.  You control the details of employees to duties other than those officially assigned and inform employees of position changes and status of classification actions.

4.  The information in the Navigator will provide you tools to perform your position classification responsibilities.  You will be provided updates as operational and procedural changes occur.  

5.  As a final note, I would like to extend a special thanks to all the contributors to this guide.


LARRY D. SARGENT


CHIEF, CLASSIFICATION DIVISION

“DO IT RIGHT, DO IT FAST, DO IT FOR LESS”
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CHAPTER 1

ROLES, RESPONSIBILITIES, AND AUTHORITY

1.  Roles, Responsibilities and Authority.  One of the cornerstones in accomplishing your position classification duties in a regionalized environment is the clear identification of roles, responsibilities, and authorities for all the key players.  In the past, roles and responsibilities, were fairly easy to identify, especially where most or all civilian personnel services were performed by an on-site, full-servicing civilian personnel office.  Now with regionalization, there is split command and control, with roles and responsibilities not always clearly defined.  The following is a synopsis of the primary roles, responsibilities, and authorities:


a.  Commanders.  Commanders have been delegated authority and have full responsibility for position classification and management for their activities and have authority to render classification decisions for subordinate positions. This encompasses the determination of the pay plan, occupational series, title, and grade level. All decisions must be consistent with applicable laws, classification standards, principles, and practices. The classification authority may be further delegated through the management chain to the lowest practical supervisory level or to the Civilian Personnel Operations Center (CPOC).  Although Commanders may delegate classification authority, they are still held accountable for the overall classification program at their installation.


b.  Managers and Supervisors.   In position management and classification, supervisory responsibility involves assigning duties and responsibilities, writing job descriptions, maintaining accurate job descriptions which show how work is reviewed, explaining how duties should be carried out, and identifying what knowledge’s, skills, and abilities are needed. Under Delegated Classification Authority, designated managers and supervisors receive written delegated authority to classify subordinate positions. This requires an added responsibility to become knowledgeable of position classification standards, practices, and processes sufficient to make informed classification decisions.  Delegated Classification Authority is discussed in more detail in Chapter 2.


c.  Civilian Personnel Advisory Centers (CPACs).  CPAC personnel serve as consultants on all position management issues and provide continuing advice and assistance to commanders, managers, and supervisors regarding general procedures and requirements of classification such as Job Description (JD) format, types of classification standards, using PD Library and COREDOC, modifying JDs, reorganizations, and position management plans.  The CPAC does not have Delegated Classification Authority to classify positions external to their organization.
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d.  Civilian Personnel Operations Center (CPOC).  The CPOC is responsible for centrally producing personnel administrative products and services for all the serviced activities of the CPACs in the region.  The CPOC is also responsible for providing continuing advice and guidance to commanders, managers, and supervisors regarding execution of classification programs, and consistent application of OPM, DOD, ASA (M&RA), and appropriate MACOM/FOA requirements.  They assist managers and supervisors in the application of position classification and job grading standards and participate in training of commanders, managers and supervisors on position management and classification, as required.  

2.  Who does what?  A basic understanding of roles in a regionalized classification program will save you time and will result in faster service. The CPAC, CPOC, and manager's roles as depicted in the current DA Task List are as follows:

MANAGER
Implements

classification policies

and procedures.

Requests PM&C 

advice and assistance.
October 29, 1997
CPAC
Coordinates established/projected 

classification policies and procedures 

with local commander and serviced 

organizations; provides comments 

to the CPOC for their consideration.

Provides general PM&C advice and assistance, and information 

to managers and supervisors on 

subjects such as establishing lines 

of progression, bridge, deputy and 

mixed positions; distributing grade-

controlling work; drafting or revising 

JDs, and examining position

structure efficiency.

CPOC
Develops, implements, and 

oversees the establishment 

and subsequent review of 

classification policies and 

procedures; notifies CPACs 

of the same (distributes 

updated materials).

Provides substantive/ technical advice, assistance, and information to the CPAC, 

managers, and supervisors on 

a myriad of classification 

subjects.
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MANAGER

Responsible for

organizational

structure.

Writes and classifies 

job description

or selects position description from

automated sources.

Prepares Electronic

PAR (SF 52).

October 29, 1997
CPAC

Answers questions from managers

and supervisors regarding the position

and organizational structuring

Reviews “cancel/establish” or 

“establish” Personnel Action Request

(PAR) considering supervisory ratio, 

organizational alignment, and potential

mis-assignment.  Conducts Position 

Management Studies and provides 

management w/substantive 

recommendations on position 

structuring.  Ensures resolution of all 

Position Management issues (e.g., space authorizations, high grade allocations, 

etc.) prior to forwarding the PAR to 

the CPOC.

Assists managers in developing/revising 

job description by advising on 

appropriate position description format, 

types of classification standards, and 

use of automated tools (PD Library, 

COREDOC, etc.).

Ensures that selected standardized 

job descriptions are appropriate for

the organizational setting.

Works w/management to properly

annotate personnel action requests 

and reviews the requests and required

attachments for completeness.

CPOC

Maintains Table 30

Provides advice and 

assistance as required.

Conducts position review as required.

Provides a cursory review

and finalize the JD.  If an 

advisory is necessary, will 

provide the advisory through 

the CPAC to the manager.

Conducts technical review of 

submitted PAR and processes.
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MANAGER

Requests special

systems report from

the CPAC.

Applies new 

classification 

standards.

Requests Delegated Classification Authority/Position

Management training.

Requests non-

competitive 

promotion

Requests 

Environmental 

Differential Pay/

Hazard Pay 

Differential review

October 29, 1997

CPAC

Queries DCPDS; downloads and   

provides special reports to management

as requested.
Advises on the procedures involved 

regarding application/issuance of 

new classification standards
Conducts DCA/Position

Management training to Local 

Commanders, Position Management Officers, and managers and supervisors;

coordinates the preparation of memos

delegating classification authority/

PMO; retains official copy of the 

delegation.  
Coordinates with management 

regarding use of noncompetitive 

procedures, requirements, and documentation.

Examines requests for EDP/HPD; coordinates with management, local 

safety/occupational health office/labor 

partner to conduct required safety

review of work situations; provides continuing oversight of the program.

CPOC
Maintains integrity of the

Defense Civilian Personnel

Data System database.

Reviews existing positions

to assess impact, and 

notifies managers of the 

findings.

Assists managers in applying standards as requested.

Augments training of managers/supervisors as requested.

Reviews and processes non-

competitive promotion 

requests.  Forward to Staffing Services Division for further processing.

Processes requests for EDP/HPD; inputs into DCPDS.
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MANAGER

Requests supervisory
differential.
Determines 

mobilization

requirements based 

on TDA.

Explains classification 

rationale and appeal 

process to employees.
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CPAC

Advises management on the
requirements for approving supervisory
differential.  Assists management with
position structuring, which may 

eliminate the requirement for the 

differential.
Participates with management on

mobilization issues, structures,
positions, and JDs.

Provides management advice and 

assistance in resolving classification 

complaints.  Assists managers in 

resolving classification issues; forwards

appeals with supporting documentation

to the CPOC for further processing.

CPOC

Reviews and processes
requests for supervisory
differential; inputs into the 

automated system.
Processes PAR when
required.

Serves as a reference in 

assisting the CPAC staff in 

resolving classification 

complaints.

Reviews appeal package/

supporting documentation to

see if a change in classification 

(pay plan, title, series, grade) 

is warranted; provides classification advisory opinion; forwards appeal 

package to DOD or OPM, as 

required, and notifies management. Implements appeal decision.
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CHAPTER 2 

DELEGATED CLASSIFICATION AUTHORITY

1.  Delegated Classification Authority.  Delegated Classification Authority (DCA) applies to all military and civilian Department of the Army managers and supervisors of civilian employees.  Authority to classify civilian positions has been delegated to MACOM and Field Operating Activity Commanders/Directors Army wide.

2.  Policy and Implementing Guidance.   The Assistant Secretary of the Army for Manpower and Reserve Affairs draft letter, dated 21 August 1997, provides policy and implementing guidance on DCA.  A brief overview of DCA follows:


a.  Department of the Army Policy and Guidance:

(1) Managers are accountable for mis-assignments, proper alignment of grades, 

classification consistency, and quality of the classification program.



(2)  Delegated Classification Authority will be through the management chain to managers or to the CPOC classifiers.  No classification authority (for other than CPAC positions) will be delegated to the CPAC.


b.  Delegation Objectives:



(1)  Provide managers maximum control over their subordinate positions.



(2)  Encourage full use of modernization tools.



(3)  Provide guidance and develop a knowledge base for a more "user-friendly" program.



(4)  Identify roles and responsibilities of key players.


c.  Classification Authority:



(1)  Must be delegated through management chain.



(2)  Training is required prior to delegation.

October 29, 1997
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(3)  The delegation is to a person NOT a position.

(4)  The delegation must be in writing.



(5)  The delegation applies only to positions under the supervisory control of the manager/supervisor.



(6)  The delegation terminates if the manager or supervisor changes jobs or moves to another organization.



(7)  The authority cannot be delegated to someone on temporary assignment or detail.



(8)  The level of authority cannot exceed the level delegated to the senior commander/manager.



(9)  Supervisors may not classify the position to which they are assigned.



(10)  Classification of subordinate positions which will impact the grade of the supervisor must be approved at a level in the chain of command which is beyond the possible impact.



(11)  A key principle of delegation of position classification authority is that the Office of Personnel Management (OPM) position classification standards still govern the classification of civilian positions.


d.  Accountability:  


Managers are accountable to the senior officials in their management chain to:



(1)  Avoid mis-assignments.



(2)  Use automated tools to produce accurately classified job descriptions or use OPM standards correctly.



(3)  Document details to temporary duties exceeding 30 days.

3.  General Provisions.
October 29, 1997
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a.  The main purpose of delegation of position classification accountability is to enhance the personnel management authority of line supervisors by providing maximum control over the positions in their organizations.  Supervisors must increase their knowledge of the classification system, use the services of the Civilian Personnel Operations Center (CPOC), and obtain position management advice from the Civilian Personnel Advisory Center (CPAC) to use the delegation most effectively.


b.  Managers and supervisors should make full use of modernized tools such as the Electronic PD Library, Core Document (COREDOC), ASA(M&RA) standardized position descriptions, and guidance provided in the Personnel Management Information and Support System (PERMISS).  Commanders, managers, and supervisors must ensure that the major duties and responsibilities in the selected JD are assigned and performed.


c.  Position classification applies to the duties and responsibilities of a position, not the person assigned to the position.  Managers and supervisors must evaluate the work performed and the requirements to do the work without regard to sex, race, age, religion, or national origin.  Exercise of classification authority must be consistent with Army goals for equal employment opportunity and affirmative action.


d.  Labor-Management Relations.  Classification decisions are not negotiable; however, managers and supervisors must assure that recognized labor organizations are consulted on associated personnel actions as required by 5 U.S.C., Chapter 71.  Personnelists in the local CPAC will provide advice and assistance with labor-management relations matters.


e.  Commanders, managers, and supervisors are expected to execute authorities responsibly and within the intent of the law, regulation, or executive order.  Managers and supervisors should strive for 100 percent accuracy.  An accuracy rate of less than 90 percent should alert commanders of the need to develop a get well action plan.


f.  Commanders, directors, managers, and supervisors must design organizations that use the lowest grades feasible to accomplish the mission; provide for career progression where possible; eliminate excessive layers of supervision; and avoid the mis-assignment of employees to job descriptions that do not match the work assigned and performed.

October 29, 1997
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CHAPTER 3

AUTOMATED TOOLS
1.  Automated Tools. Now that you have reviewed your roles, responsibilities, and authorities, you are ready to move to the next area. In this chapter we will discuss the automated tools available to you for accomplishing your classification responsibilities. As previously discussed, where you have DCA, you are responsible for developing and revising job descriptions for your subordinate employees; evaluating the duties and responsibilities by comparison to the appropriate classification standards; and preparing/documenting classification rationale when required.  There are a number of automated processes which will make development and classification of job descriptions easier for you.  Use of automated tools will save you a lot of time in developing job descriptions, which will translate into faster fill of your positions.


a.  Position Description Library (PD Library).  Position Description Library is a database of job descriptions currently in use throughout Army, which were selected, reviewed, and submitted by CPACs and CPOCs, and approved by MACOMs for inclusion in the Department of the Army database.  The PD Library should be your first choice in developing a job description since the job descriptions in this library are already accurately classified documents. Therefore, no grading rationale will be required.  Caution should be exercised in order to avoid making an inaccurate selection of a job description. There may be a large number of job descriptions describing work in the occupation for which you need a JD.  Some that are classified at different grade levels may be similarly worded.  Factors such as the nature and mission of the organization in which the position functions; the size of the organization; the scope and impact of the position's responsibilities; and other important information known to those who work in the organization may have had primary impact upon the classification and you need to be alert to these differences to select a JD that is a clear match to the situation you wish to have described.  For your convenience, instructions on how to access PD Library are provided at Appendix A.


b.  COREDOC.  Use of this system is intended to alleviate the cumbersome process of position documentation by providing you an automated tool that will enable you to create, modify, and update such documentation easily, quickly, and with maximum efficiency.  An unaltered COREDOC requires no grading rationale.  However, if you choose to alter COREDOC, then you must clearly identify the specific changes you made and provide your classification rationale.  Our office will treat an altered COREDOC as an individualized job description.  Helpful instructions on accessing COREDOC can be found at Appendix B.

October 29, 1997
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c.  Automated Master File (AMF).  If the PD Library and COREDOC do not contain sufficient information, then you may use the AMF.  This file contains all job descriptions which have been scanned into our regional database.  It is set up by installation and occupational series.  You can access and adopt any PD in use at any installation.  However, unlike the PD Library, the classification accuracy of the AMF PDs has not been validated.  If you elect to use an AMF PD, it will be treated as an individualized PD and processing time for a non-routine action will apply.  Instruction for accessing the AMF and selecting PDs is contained in Appendix A.


d.  Civilian Personnel Online (CPOL).  If you are unable to use the AMF, PD Library, or unaltered COREDOC, you will need to create an individualized job description. You may use CPOL, which is available through the world-wide web.  Civilian Personnel On Line is linked to OPM and DOD directives and decisions and provides a library of regulations, CFRs, and 5 U.S.C. that you can use in developing an individualized JD.  Once you develop the individualized JD, you must classify duties and responsibilities using the appropriate classification standards and then document your classification rationale.  The latest classification standards and guides are available in CPOL.  See Chapter 5 for additional guidance on reviewing and developing job descriptions.  See Appendix A for accessing CPOL.


e.  PERSACTION.  This Personnel Process Improvement (PPI) is an interactive human resource management system that automates the process of creating, editing, approving, coordinating, and tracking personnel actions from initiation of the request to final submission to the Defense Civilian Personnel Data System (DCPDS).  It allows initiation of electronic request on a computer screen and tracks the status of the action throughout the entire process.  The functionality which allows attachment of documents to the electronic SF52 is KEY to expediting the processing of your personnel request.  Instructions for attaching documents are provided at Appendix C.

2.  Helpful Homepages.  There are a number of helpful homepages on the Internet, which may prove useful to you in accomplishing your classification responsibilities.  See Appendix D for a listing of Homepages.

Change 1, October 31, 1998
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CHAPTER 4

REVIEWING AND DEVELOPING JOB DESCRIPTIONS
1.  Purpose of a Job Description.  Job classification systems and standards are tools for assisting managers and supervisors in accomplishing the agency's mission. They are key aids in management activities such as designing organizations, recruiting for necessary expertise to perform the work, and establishing performance standards.  A written record of the basic duties and responsibilities assigned to a position must be prepared before an employee can be hired or assigned. A well-designed position has clearly-defined operations, tasks, duties, authorities, responsibilities, and provision for supervisory control and supervisory requirements. The written record should clearly state what work is to be performed, how it is to be performed, what the consequences of errors are, and what specialized qualifications are required.

2.  Developing Job Descriptions.  The following information will assist you in reviewing and developing job descriptions:

a.  Adequacy of Job Descriptions.


(1)  According to the Office of Personnel Management, a job description is adequate if it states “...the principal duties and supervisory relationships of a position clearly and definitively to provide information necessary to its proper classification when considered by one familiar with the occupational fields involved and the application of pertinent classification standards and supplemented by otherwise readily available and current information on the organization, functions, programs, and procedures concerned."



(2)  For classification purposes, job descriptions must provide information necessary to determine the kind of position (occupational series), level of difficulty, responsibility (grade), and title.

b.  Job Description Formats:


(1)  An important aspect of any job description is the format or "style" in which the job description is written. The format will vary depending on what standard is used to grade the job. Descriptions and checklists of these formats are found in Appendixes E through I.



(2)  Use of the DA Form 374, Position Description, is no longer required.

Effective immediately, new JDs will be transmitted using the cover sheet at Appendix J.  It

requires no original signatures and can be attached to the PERSACT SF52 and transmitted

electronically.
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c.  Job Description Preparation and Content:


(1)  Managers are responsible for preparing job descriptions.  CPAC and CPOC personnel are available to provide advice and guidance.  Automated tools, described in Chapter 3, will help you in this area.



(2)  In establishing job descriptions, address these three basic questions:



What work will be done?  Each separate and distinct duty actually performed and officially assigned must include the percentage of time for each duty.  In some cases a duty may be composed of only one or two tasks.  The job description is not intended to include every minor task that may be assigned.  See Appendix K for helpful hints.


How will it be done?  The manner in which each duty is performed, personal contacts involved, processes involved along with tools and equipment employed.


Under what controls?  What instruction and direction is given?  What regulations and guidelines are used; any reviews or inspections of work in progress or subject to completion?  Other information managers and supervisors may want to consider is why the work is being done; under what physical conditions the work is done; and, particular skills, knowledge’s, and abilities required to do the work.



(3)  To assist you further, Desk Audit Guidance for Managers is provided at Appendix O.


d.  Major Duties:  Every job description must identify major duties. Major duties are groupings of tasks.



(1)  A major duty under the General Schedule (GS) is any duty which occupies approximately 25 percent or more of the incumbent's time or is sufficiently different from other major duties to require additional qualifications or extensive training after assignment; and represents the primary reason for the position's existence.



(2)  A major duty under the Federal Wage System (FWS) is any duty which occupies the employee's time on a regular and recurring basis.


e.  Percentage of Time.  It is important to identify the percentage of time spent on each major duty in the job description. Many positions contain different duties associated with different grade levels. In these cases, you must ascertain the percentages when writing a new job description. Indicating percentages expedites the classification process. The percentage of time spent on each duty must be shown on all job descriptions. Total time should equal 100 percent. A Time Percentage Chart to use as a guide is attached as Appendix L.
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f.  Tips on Reviewing Job Descriptions:

· Is it current, factual and concise?  Is it specific?

· Assist in what?

· Participate in what?

· Coordinate what?

· Does it use action verbs?  Avoid repetition?

· Focus attention on major duties and responsibilities?

· Avoid using functional statements, statistics, and other superfluous program information.


g.  Changing Job Descriptions:



(1)  Reasons for revising existing job descriptions:

· increase or decrease in responsibility

· addition or deletion of major duties

· change in degree of supervision received



(2)  Factors which do not constitute significant changes are:

· quantity of work produced

· quality of work produced

· temporary change in assignments for training or to meet an emergency

         situation

· work performed in the temporary absence of another

· change in organizational level only (e.g., from section to branch)

· change in methods/procedures
NOTE:  Failure to keep Job Descriptions accurate and up-to-date can cause a mismatch in the Priority Placement Program.


h.  Establishing Developmental Job Descriptions.  You have the option for filling positions at less than the full performance level.  You are still required to provide information sufficient to classify your developmental position.  In order to assist you, we have developed a standardized description (See SECPOC-SOP-P-97-05).  You should complete all applicable information on the Developmental Job Description format and forward as an attachment to the electronic Standard Form 52.
Change 1, October 30, 1998
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CHAPTER 5

CLASSIFYING POSITIONS

1.  DETERMINING THE PROPER CLASSIFICATION.  Determining the proper classification of a job requires an understanding of assigned duties, responsibilities, and qualification requirements as well as the knowledge and ability to locate, select, understand, and apply specific classification standards, criteria, and precedents to the position being evaluated.  Care is needed to clearly identify and understand job requirements and the classification system to objectively and accurately classify positions.

2.  TYPES OF STANDARDS AND GUIDES.  While based upon similar underlying principles and objectives, classification standards reflect differences in form and content.  Many standards are written specifically for particular occupational series (i.e., Computer Specialist, GS-334; Secretary, GS-318), while others are in the form of functionally oriented grade evaluation guides which are used for positions classifiable in many different occupational series (i.e., General Schedule Supervisory Guide, Work Leader Grade Evaluation Guide, and Equipment Development Grade Evaluation Guide).  Some standards provide occupationally related information but do not contain specific grading criteria.  Where grading criteria is provided, a variety of approaches can be seen.  For example, some standards describe grade levels in narrative format while others use various factors and point systems which must be converted to grades by application of grade conversion tables.  It is important for you to know what standards are available, as well as their intended use.

3.  SELECTING STANDARDS.  Classification standards used for evaluating the job should be selected in consideration of the duties, responsibilities, and qualifications required in a position. Jobs must be evaluated consistently with applicable classification standards and criteria.  In some cases a job can be adequately evaluated using one directly applicable standard; in other cases, a number of standards may be necessary to adequately evaluate positions with varied duties. Managers must recognize that standards do not attempt to describe all possible combinations and variations of duties or characteristics that may constitute individual jobs.  Instead, they are designed to provide and focus on criteria which are significant for classification purposes.  Sound judgment is always required in selecting or using classification standards.

4. USING STANDARDS.  As a manager, you are required by law to classify positions in accordance with classification standards and guides issued by OPM.  Classification standards should be reviewed thoroughly and completely before applying them to a particular position. This will help avoid misinterpreting criteria because words and phrases are taken out of context and will help determine what kinds of specific information to look for when identifying and 
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describing the work.  One approach that may be helpful is to diagram the standard by preparing a separate matrix showing the criteria at various grade, point, or degree levels reflected in the standard.  Look over the standards.  If you don't understand them, you are encouraged to discuss selected criteria thoroughly with your servicing personnel specialist to ensure a common understanding before a classification decision is made.  Then the actual job situation should be examined and the classification determination made in relation to the criteria.

5.  CLASSIFICATION TITLES.  The official classification titles for individual positions covered by the General Schedule are in position classification standards published by OPM. 

These titles must be used to designate individual positions on job description forms, notifications of personnel actions, and other official documents.  Titles for positions not covered by published position classification standards should be simple, short, and descriptive of the duties performed and responsibilities assumed. Suggestions for the construction of titles are in the Introduction to Position Classification Standards.  OPM approval must be secured before using a series or title other than those authorized.  Until approved, use the most appropriate job series or title authorized.

6.  CLASSIFYING JOBS WHERE NO STANDARDS HAVE BEEN PUBLISHED.  All jobs must be placed in an appropriate occupational series and grade level in accordance with standards published by the Office of Personnel Management, or, if none directly apply, consistently with published standards.  Where no directly applicable standard exists, a standard(s) must be selected for comparison (commonly called cross-series comparison) that matches the position being evaluated as closely as possible.  Major considerations include: kind of work performed, function, or subject-matter; qualification requirements; level of difficulty and responsibility; and combination of classification factors having the greatest influence on the grade level.

7.  CLASSIFICATION CONCEPTS.  There are a number of common considerations when comparing duties and responsibilities of a job to selected evaluation criteria.  While the factors and formats of the standards vary significantly, consider the following:


a.  Overall Concept.  Understand the overall concepts of the particular classification standards and grading criteria being used.  Keep in mind that consideration of all the detailed grade evaluation factors, elements, and sub elements are ultimately designed to determine the appropriate grade level.


b.  Fully Meet.  When crediting a particular factor, element, or degree within a standard, ensure that the work fully meets the intent of the level being credited.  For example, standards in the Factor Evaluation System (FES) provide grading criteria which marks the lower end of ranges for an indicated factor level.  Therefore, if the position factor fails in any significant
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aspect to meet a particular level in the standard without an equally important offsetting aspect, the lower level must be assigned. It is also significant to note that criteria in standards are not all inclusive (i.e., criteria may be extended above the highest levels or fall below the lowest levels when warranted).  These situations are relatively rare occurrences and extreme care is required to ensure that there is logical and consistent extension of the published criteria.


c.  Sound Judgment and Use of Illustrations.  Classification standards frequently use illustrations of work, equipment, techniques, etc., in describing factor and grade levels.  They are not meant to be all inclusive and may become outdated over time.  Managers must exercise careful judgment to recognize what these illustrations are intended to represent and what may be considered as equivalent illustrations in view of current technology, equipment, etc.


d.  Precedents.  In difficult and controversial cases, it may prove useful to review precedent decisions or supplemental guidance by OPM, Army, or other competent authority to gain insight into the meaning and intent of published classification criteria.  One very helpful reference available is the Digest of Significant Classification Decisions and Opinions issued periodically by the Office of Personnel Management.


e.  Assigned and Performed Work.  Evaluation should be based upon what work is both assigned and performed, bearing in mind that how well it is performed is recognized through the performance management and recognition system (i.e., performance appraisal and award process).  Classification determinations typically assume that the work is performed correctly.


f.  Majority of time.  Generally, the grade of a position will be based on the highest grade work that is performed for a majority of the time (e.g., at least 51 percent of the time).


g.  Mixed-Grade Positions.  The grade of some positions may be controlled by work which occupies less than the majority of time.  Guidance for dealing with mixed-grade situations differs between General Schedule and Wage Grade positions.  To properly classify a GS position to the highest level, such duties and responsibilities must: (1) be paramount in influence or weight; (2) occupy a substantial portion of the employee's working time (e.g., at least 25 percent; (3) be regularly assigned on a reasonably frequent basis; and (4) be so different from other duties and responsibilities in the position that they require a materially higher level of qualifications which is used as a basis for staffing the position.  


To properly classify a wage grade position to the higher grade level, duties must: (1) involve the highest skill and qualification requirements of the job and (2) be a regular and recurring part of the job.  Duties performed only in the absence of another employee, to meet emergency workload, or for training purposes are not regarded as "regular and recurring" duties when grading mixed WG jobs.
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h. Variety as a Classification Factor.  Positions involving more than one kind of work 

(i.e., different occupational series) are typically classified on the basis of the paramount requirements and the highest level of work performed.  The presence of two or more kinds of work at the same grade level will not, in most cases, support classification to a higher (bonus) grade. Guidance on variety contained in specific standards should be used whenever available.  When a wage grade job involves duties at the same level in two or more occupations, the job is graded to the same level.  General Schedule jobs, on the other hand, may warrant a higher grade, but only where the knowledge’s and skills required are so varied that their mastery is made significantly more complex by the variety, such as when a situation would involve extensive training in each significantly different area of work. This is illustrated by a widely varying academic background such as represented by two unrelated college degrees. 


i.  Organizational Parallelism.  Do not assume that all jobs of the same rank (directors, division chief, journeymen, etc.) have equal classification value.  The duties and responsibilities of each position must be evaluated on its own merits in reference to published classification standards.  Jobs of equal rank may perform work which varies significantly in terms of nature, scope, difficulty, complexity, or level of responsibility and result in classification to different series and/or grade.


j.  Deputies and Assistants.  The supervisory duties performed by a civilian deputy or assistant are evaluated to a lower grade than the supervisory duties of the chief. Grades of civilian jobs are not to be influenced by the military rank of the person who occupies the position of chief of the organization.  When evaluating a civilian deputy, the military chief's position should first be evaluated as if it were a civilian job. A full deputy would normally be classified one grade level below that of the chief, while a job with less than the full range of deputy duties and responsibilities would be evaluated to at least two grades levels below the chief's grade. When assigned, non-supervisory duties should be separately evaluated and considered in the overall evaluation.  Guidance for consideration of mixed-grade situations should be followed if applicable.
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CHAPTER 6

PROCESSES AND PROCEDURES
1.  Processing Electronic Standard Forms 52 (SF52):  Once you have completed your classification process, you are ready to electronically forward your work through the appropriate channels to your designated CPAC representative as an attachment to the electronic PERSACTION SF 52 and flow the information simultaneously.


a.  Standardized JDs.  When using a standardized job description (PD Library or unaltered COREDOC) or an existing job description, you need to annotate the job description number in the remarks section of the electronic SF 52.  You must also complete the Job Description Cover Sheet and forward as an attachment to your SF 52.


b.  Individualized JDs.  If you are unable to use an existing JD or any of the standardized JDs and must write an individualized job description, the following documentation must be electronically provided with your PERSACTION SF 52:



(1)  Job description



(2)  Classification rationale (See Appendix M for sample)



(3)  Job description cover sheet (See Appendix J)



(4)  Any other documentation related to the position, i.e., Hazardous Environmental Duty Pay approval, MACOM approvals, etc.


c.  Standard times for CPOC classification processing:



(1)   Standardized Job Description:  Our standard for processing these type actions (AMF, existing PD, COREDOC (unaltered), or PD Library) is not to exceed four workdays.



(2)  Individualized Job Description:  Our standard for processing this type action is not to exceed 27 workdays.


d.  Standard Operating Procedures (SOPs).  A list of Standard Operating Procedures for a number of classification processes are attached as Appendix O.  Actual SOPs will be sent to you as they are completed.  You should file them in Appendix O of this Guide.
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2.
Other Classification Processes and Procedures:


a.  CPAC Advisors.  The CPAC will serve as your advisor by providing general classification information.  Although the CPAC personnelist will not provide technical classification guidance, they will advise on what classification standards apply to a given set of duties.  The CPAC will also provide you position management advice and assistance.  The CPAC should ensure that your action is complete (proper format, etc.) prior to forwarding the action to the CPOC for further processing.


b.  Cursory Review.  Where you have used standardized job descriptions (JD), only a cursory review will be done by CPOC personnel.  The cursory review includes such things as ensuring your environment matches the standardized JD, verifying that all required documents are attached, etc.  Where our assessment supports your request, we will expedite processing through the automated system.  Where our assessment differs from your determination, we will provide you (through your CPAC) a brief assessment of those differences.  Subsequent action will be based on your local installation policy (whether you resubmit with no change or select another position description).  In any case, when you resubmit your action, we will process with no further review or justification.  (NOTE:  Contact your CPAC to see what local procedures (position management officer, committee, etc.) have been instituted at your installation for resolving issues resulting from CPOC review.)

c.  Assessments.  Where you have developed an individualized JD and our assessment differs significantly from that assigned by you, we will provide you a written notice highlighting those portions or areas of the JD which we feel need to be addressed, added, etc., in order to support your classification.  The format most commonly used is a checklist (see sample at Appendix N).  Again, subsequent action will be based on your local installation policy, and when you resubmit your action, we will process with no further review or justification.


d.  Classification Appeals.  



(1)  The policy of the Department of the Army is to resolve employee dissatisfaction with the classification of the position occupied, whenever possible, in an amicable and informal manner.  Dissatisfaction which cannot be resolved informally will be processed promptly in compliance with the Office of Personnel Management (OPM), Department of Defense (DOD), and Department of the Army (DA) directives.  Supervisors are required to participate in appeal actions and will be asked to comment on the merit of the appeal, stating the reason for their decision.



(2)  An employee contemplating an  appeal should present his/her case orally to his/ her supervisor first.  You must discuss the matter with the employee and point out the basis on which the title, series, and grade have been established.
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(3)  If the employee is not satisfied with your explanation, he/she may appeal the pay plan, series, title or grade level assigned to the position.  An appeal may not be based upon disagreement with the accuracy or completeness of the JD.  A position classification appeal may result in the continuation of the position at its current grade, evaluation to a higher grade, or reduction to a lower grade.



(4)  The classification system is not perfect and as long as human beings are involved in the classification process, there will be the chance for human error.  If such an error has been made, the appeal procedure, as a safety valve, provides a means of bringing the error forward for correction.  If you have any doubts about the classification or rating of a subordinate position, talk it over with your servicing specialist in the CPAC and attempt to resolve it informally.  See SECPOC-SOP-P-97-08 for procedures on how to process classification appeals.


e.  Position Management.  Position management is primarily a function performed by you, the manager, since you are accountable for the success or failure of your organization. The basic objectives of position management are to (1) establish a position structure that achieves a proper balance among efficiency, economy, skills utilization, attracting and retaining competent personnel, and employee motivation and development; (2) use most effective work processes, equipment, procedures, methods, and techniques; (3) assure efficient distribution of personnel resources and aids in identifying, eliminating and preventing unnecessary organizational fragmentation, excessive layering and use of deputy and assistant positions, improper design of jobs, outdated work methods, and inappropriate span of control; and (4) correlate with financial and program planning. Your CPAC or CPOC personnel specialists are available to provide technical advice.


f.  Consistency Reviews and Standards Application.  The CPOC classifier will assist you with management reviews and studies such as classification consistency reviews, application of new classification standards, regional alignment of grades, etc.


g.  Desk Audits.  DCA managers of supervisors will normally conduct the desk audits for all their subordinate positions, as required.  The CPOC classifiers may conduct desk audits (as required) where there is third party litigation, EEO, or other broad based issues.  The CPOC classifiers are always available to provide advice and assistance to managers and supervisors regarding auditing procedures and processes.  See Appendix O, Desk Audit Guidance for Managers.
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DEFINITION OF TERMS

CLASSIFY (a position):  To evaluate the duties and responsibilities of a position and assign a title, occupational series, and grade.

CORE DOCUMENT:  A computer generated job description, work plan and provides a central source of position related data that can be used to create vacancy announcements, crediting plans, ranking tools, and occupational development plans.

CPAC:  The Civilian Personnel Advisory Center.

CPCN:  Civilian Personnel Control Number.  The CPCN as a combination of CPO ID, JD number, and position number which totals ten characters and is used to identify individual position record in the automated data system.  CPCNs appear on personnel documents such as job descriptions, core documents, and notices of personnel actions. 

CPOC:  The Civilian Personnel Operations Center.



DETAIL:  A set of duties and responsibilities which describe a TEMPORARY assignment which differs from an employee's permanent description of duties and responsibilities.  A manager can avoid the mis-assignment of employees by detailing them through an official personnel action if they will be required to perform duties other than those described in their JD for an extended period of time ( i. e., 30 days or more).

DELEGATED CLASSIFICATION AUTHORITY:  Written delegated authority from commanders to managers and supervisors to classify subordinate positions in their organization.

FAIR LABOR STANDARDS ACT (FLSA): 

The Fair Labor Standard Act requires a determination as to which employees are “exempt” and which are “non-exempt” from the minimum pay and overtime provision of the Act.  All positions which are not automatically predetermined to be nonexempt must be individually reviewed as part of the classification process.  The CPOC Position Classification Specialist will make the FLSA determination on positions you classify as part of the final processing of the action.

FEDERAL WAGE SYSTEM:  The job-grading and pay system that applies to most trade, craft, and laboring positions.

FULL TIME WORK SCHEDULE:  A full time work schedule requires most employees to work 40 hours during the work week.
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GENERAL SCHEDULE:  The GS graded pay system established under the Classification Act of 1949.  Applies to white-collar positions.

GRADE CONTROLLING DUTIES:  Duties that occupy only a small portion of the employee's time may be the highest grade duties assigned to the position.  These duties may be grade controlling if they are a regular and recurring part of the job and performed at least 25 percent of the time, and involve a higher level of knowledge and skill that would be a factor in recruiting for the position.  These duties are frequently the primary reason to establish such a position due to their importance.  Please note that for Federal Wage System (FWS) positions there is no requirement that a duty must be performed 25 percent of the time in order for it to be grade controlling.  For FWS positions, the highest level of regular and recurring work governs the grade of the position regardless of the time performed.

JOB DESCRIPTION (JD):  A statement of duties and responsibilities comprising the work assigned to a civilian employee.
MAJOR DUTIES:  Those duties which represent the primary reason for the position's existence and which govern the qualification requirements.  They generally occupy  at least 25 percent  of an employee's time.  A major duty may also be one which occupies less than 25 percent of the time but is sufficiently different from the other major duties to require additional or special qualifications. Managers possess the authority to change the assignment of major duties and also the responsibility to ensure they are accurately recorded at all times in the JD.

MASS TRANSFER:  The movement of an employee with his/her position to a different agency when (1) a transfer of function or an organization change takes place and (2) there is no change in the employee’s position, grade, or pay.

MIS-ASSIGNMENT:  Occurs when duties performed by an employee do not match the official job description.  These duties may be higher grade, lower grade, same grade with a different title or series.  Avoid mis-assignments by either detailing employee to a temporary set of duties, or revising the job description to reflect duties actually performed.

OPM:  Office of Personnel Management.

PERSONNEL ACTION REQUEST (Standard Form 52):  The document authorized by management necessary to appoint, separate, or make other personnel changes. 

POSITION MANAGEMENT:  The process whereby supervisors design positions to form an organization with the proper balance of skills and levels to effectively and economically accomplish the mission.
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APPENDIX A

Instructions for Accessing Automated Tools Through Civilian Personnel Online

Open your web browser (Netscape or MS Explorer)

Civilian Personnel Online (CPOL) web address:
http://cpol.army.mil

At the CPOL home page click on...

Army Civilian Personnel Management Library.

The following are some of the links that can be found in this section:
       Legal/Regulatory Information

          
Title 5 USC 

          
Code of Federal Regulations 


OPM Directives 

          
DoD Instructions 

          
DoD Directives 

          
Army Regulations, Policy & Guidance 

         
Comptroller General Decisions 

       Position Classification Standards

       Qualification Standards

       Wage Schedules

       And many more...

Just click on one to be linked to that area of information.

Click on the HOME button at the top of the page to go back to the CPOL home page.

PERMISS

Under Available Subject Areas click on Position Management and Classification Program.

This page lists links to pages on several subject areas pertaining to Position Management and Classification.  Just click on an item in the list to be linked to that area.

Click on the HOME button at the top of the page to go back to the CPOL home page.

Note:  To access OPM standards and guidance on-line, you must have the Adobe Acrobat Readers installed on your computer.  The software may be installed from the Internet using instructions provided in the CPOL Library Under Classification/Qualification Standards.
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Position Description (PD) Library

Listed is a description of the buttons you will find on the first page:

Restricted Access:  

This area may only be entered by HQDA, MACOM, and CPOC personnel who have received authorization and enter the proper password.

Search:  

This opens a search page that allows you to specify information you are looking for in a position description (PD).  

What’s New:  

To find information on any issues pertaining to PD Library click here.

Mgr Info:  

Click on this to get information tips and tools to help you effectively use PD Library.

Help:  

At every screen you will find this button to describe the use of the screen and how to use the functions.

To do a general search for a position description click on the Search button.

Enter criteria for a position description.  To clear data entered click on Clear.  Once you have entered the criteria click on Search.

Sometimes a Security Information window will appear when sending information over the Internet.  Click on Continue.

A page will appear with a number total and a list of all the PDs that fit your criteria.  If your number total is greater than ten, scroll down and click on Next to view the rest of the list.  

Click on the Job Number to view a PD.  This screen allows you to read the position description. You may download it by clicking on download or return to the list by clicking on Previous Screen.
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AUTOMATED MASTER FILE (AMF)

Once you're on-line with CPOL, follow instructions below to access the AMF:

Click on Regional Homepages.

Select "Southeast Region." 

When you get the message "You are now leaving Civilian Personnel OnLine," select 'OK.'  (This will take you to the Southeast Regional Homepage.)

At the directory on the left side of the screen, select "Southeast Region Master File."

Scroll to the bottom half of the screen to find and select desired locations (installations) in the AMF.

If the last column of the next screen, you will find the list of occupational series (0018 through 8862).  When you select the desired series, available PDs will be displayed.  The PD files are named so that the first two digits indicate the grade of the position and the next five digits indicate the PD number.  

Point and click to view the PD.
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APPENDIX B

INSTRUCTIONS ON ACCESSING COREDOC 

About COREDOC

COREDOC is a part of the Integrated Personnel Process Improvement (PPI) Suite.  The program purpose is to automate five separate position related processes into an integrated single core document.  A core document contains four elements:  a Classified Position Description; Performance Management Plan; Knowledge, Skills and Abilities (KSAs) for  recruitment; and Basic Training Competencies.

ENTERING COREDOC

From the windows PROGRAM MANAGER menu, click on the Shared PPI (or PERSACT) Program group.

Click on the PPI icon.    [image: image2.png]


            

Enter your USER ID and PASSWORD, then click on CONNECT.

At the PPI Applications menu, click on COREDOC.

SYSTEM DEFAULT MENU

When users first use the software, they will be prompted to complete the “System Default Screen”.  This screen allows users to designate certain system defaults and establish a standard goal and organization name for each core document generated.  You may also change your system defaults by clicking on Utility and selecting System Defaults.

Agency Code:  The agency code for Army is AA.  It is important that this code is entered for Army unique requirements.

Output Format:  The Standard System Default format is a CORE DOCUMENT.  It is recommended that users retain this as their default.

On/Off Settings:

· Critical/Non-critical - The software automatically designates all selected duties as critical when setting is activated.

· Percentage for FWS Positions - Army requires percentages on all positions; therefore, this option should be activated.

· Show KSA Linkage to Specific Duties - This setting should be activated.

· Automatic Staffing KSA Selections - This setting can be activated to select all the appropriate KSAs from the system.  Users can edit as necessary.
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Organization Name And Goals:  Although, in some cases, editing may be required later, it is recommended that this information be provided whenever possible to facilitate the creation of core documents.  Click on save.

CREATING A CORE DOCUMENT

At the first screen select File. The drop down menu will give a list of choices.  If you are creating a new core document select New.

The next screen is the list of series in which to choose duties.  Select a series, then click OK.

The system will then ask to confirm the work situation.  For additional information, click on Information.  If this work situation is appropriate, click on Continue, if not, click on Exit to return to the list of Series.  

CD Type - This prompt screen asks you to select Regular CD or Standard CD.  Select Regular CD, then click OK.

Enter CD Name - You can assign your own or use the system default.   Then click OK.

Duty List for... - You can select any, all or none. 

As you select duties, “Duty Classification Levels for...” window will appear.  To view descriptions of the different levels, use the up and down arrows.  For more information on each level, click on statement.  To select a level, click on the block to the left of the appropriate level number and the system will automatically return to the Duty List screen. When finished with duty selections, click on Continue.

This screen gives you the opportunity to add other duties [New Series], [Save & Quit], quit and not save [Abandon] or go back [Previous].  To go to the next step, click on Continue.

Supplementary List -  Click on each item in the Occupational Series Menu List to get the different Supplementary Lists.  Select the applicable item(s) in the Supplementary List.  As each item is selected, an information screen will appear, with an additional selection list.  Click on the box to select/deselect each item.  When all appropriate selections have been made, click Continue.

This screen gives you the opportunity to [Save & Quit], quit and not save [Abandon] or go back [Previous].  To go to the next step, click on Continue.

Percentages - Assign a percentage to each duty.  (Note:  Total Percentage must be equal to 100%.)   Click on Continue.
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Staffing KSAs - To view a description of each competency, use the up and down arrow keys.  To select a competency, click on the box to the left of the competency.  Be sure to use the scroll bar to the left to view all KSAs.  When you have completed your selections, click on Continue.

Title, Pay Plan, Series, Grade - This is what the system has determined appropriate for the duties selected.  The user can change the title, pay plan or series by clicking Edit. Any edits may change the classification.  When finished click on Continue.

Goals and Purpose - The user can choose to use Edit & Save, Standard goals, or Exit.

Performance Management Plan- The user can manually input (click on Edit) or load duty text (click on Duties).   To clear the text click on Delete (if Delete is gray click on Edit then Delete).  To go to the next screen click on Continue.

At this point, your document is ready, unless editing is needed.

At the top of the screen, click on View and click OK to look at your core document.  To look at the different pages, click on the Next, Prev, First and Last buttons located at the top of the preview screen.  

You may print this core document from this preview screen by clicking on the Print button and click OK.  Click on the Close button to close the preview screen. At the top of the screen, click on Edit and select Exit to close this core document.

EDITING COREDOC

Click on File and select Open.  A Core Document Selection window appears.  Select My CDs.  The application will display the Available Core Document screen.  This screen contains a listing of all the core documents generated by an individual user.  

Select the core document you want to edit.  After a core document is selected, the screen for the Core Document Main Edit screen is displayed.  

Click the Edit option at the top of the screen to activate a drop down menu that contains fifteen individual options.  

The Edit Menu has the following options:

Goals and Purpose.  Change the Organizational Goals, Name and Purpose of Position.

Major Duties.  Modify duties and tasks.
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Percentages.   Change the percentages of time assigned for each duty.

Knowledge Factors.  Edit the classification factors.

Other Facts.  Edit the other classification factors.

KSAs (Competencies).  Add, delete or modify the basic knowledge, skills and abilities.

Select staffing KSAs.  Select or deselect previously selected staffing (requirement) knowledge, skills and abilities.

Other Work Requirements.  Modify, add or delete supplementary duties and responsibilities.

Performance Management.  Add, delete or modify performance elements and standards for an existing core document.  Additional, a agency specific Performance Management Plan screen will be displayed when the core document has been assigned a Civilian Position Control Number.

Title/Pay Plan/Series.  Change the title, series and/or pay plan for an existing core document.

Cover Sheet.  This option allows supervisory and managers during the creation process to complete and sign a core document cover sheet.  The Cover Sheet option will be activated under both the “Edit” and “Reports” menus when the CD has been assigned a Civilian Position Control Number.

Classification Remarks.  Add Remarks to supplement the summary information.

More Occupations.  Add duties from a different occupational series.

Classification Summary.  View the classification summary.

Exit.  Quit out of “edit” mode and return to the Core Document Main Menu screen.

PRINTING

Click on File and select Print.

Available Core Document - This lists the core documents you have created.  Select a CD to print and click OK.

Report Destination - Select a report destination.  Select Printer to print to your default printer without previewing.  Select Preview if you would like to preview the CD before you print.   

October 29, 1997
B-4

At the preview screen, use the Next, Previous, First and Last buttons at the top of the preview screen to look at your core document then Print by clicking on the Print button then click on OK.  

Click on the Close button to close the preview screen.
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APPENDIX C

INSTRUCTIONS FOR ATTACHING A DOCUMENT TO SF 52 IN PERSACTION

From the windows Program Manager menu, click on the Shared PPI (or PERSACT) Program Group.

Click on the PPI icon.

Enter you USER ID and PASSWORD, then click on CONNECT.

At the PPI Applications menu, click on PERSACTION.

The first screen that comes up is your Inbox. 

Highlight the SF-52 in your inbox to which you want to attach a document.

Click on the Attach Doc button.

Press the “Add” button.

Move the mouse pointer over the large white rectangle.

Hold down the right mouse button to display the OLE popup menu.

Select “Insert Object...”

To attach an existing document with a file:

Select “Create from File:”

Click on the “Browse” button, then find and select the document.

Select “OK”.

To attach a new document without a file:

Select “Create New:”

Select “Object Type” (Word, Power Point, etc.).

Select “OK”

Create the document, then exit the document’s application.

Instructions on how to attach a Core Document are described in the PPI Users Manual.
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HELPFUL HOME PAGES
1.  Office of  Personnel Management (OPM) Home Page                     http://www.opm.gov
The OPM Home Page portrays a combination of news  that will be of interest to managers and supervisors.  For example, a summary of OPM News Press Release for the month, job opportunities and items of interest to veterans.

2. Regionalization and Systems Modernization Division Home Page 

http://www.cpms.osd.mil    

This page is a link for sharing ideas and inventiveness from actual users of the Integrated PPI Suite (PERSACTION, COREDOC, TRAIN, and Regional Application) who have found ways to make the PPIs easier or faster to use.

3.  SECPOC Home Page                                                                 http://www.cpol.army.mil 

The Southeast Civilian Personnel Operations Center home page offers Points of Contact within the region, SECPOC News letter, Job Announcements and Human Resource Development Courses.  We are accessible through the CPOL internet address.  Once you are connected to CPOL, click on "Regional home pages" then click on "Southeast Region."

4. DFAS Lane Home Page
http://www.dfas.mil The Defense Finance and Accounting Service’s (DFAS) home page offers information and links to money matters, travel, pay, government credit card programs, reference libraries, and a Customer Service Page.

5. Salary Tables Home Page
http://www.opm.gov/pay/index.htm This OPM home page offers a variety of “downloadable” files for World Wide Locality Tables on Word Perfect 5.1.

6. Internet Addresses:  The following are some Internet Addresses which offer a variety of information that may be useful to your organization.

Organization
Internet Address

Army Acquisition Corps
http://dacm.sarda/army.mil

Code of Federal Regulations
http://law.house.gov/cfr.htm

Corps of Engineers
http://www.hq.usace.army.mil/cepa/cepa.htm

Department of the Army Home Page
http://www.army.mil

Defense Civilian Personnel Management 

    Service
http://www.cpms.osd.mil
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APPENDIX E

HOW TO WRITE JOB DESCRIPTIONS UNDER THE NARRATIVE FORMAT
There is no hard and fast rule, but a good outline to follow, which will assure that you get in the necessary facts, is shown below. This format is only for positions which are classified under the traditional narrative position classification standards.

I.  Supervisory Controls.

II.  Major Duties and Responsibilities with corresponding percentages.

III.  A one-line entry, "Performs other duties as assigned."

START ‘WRITE’ HERE

Many times the most difficult thing in writing a position description is putting down the first word. Remember, Supervisory Controls relate to how the "supervisor" over this position delegates work to this position and how independently this position works and how the work is reviewed.

But now we come to the most difficult part: MAJOR DUTIES AND RESPONSIBILITIES:  To begin with, you can usually look at the position's title or mission. Certain types of positions generally always do the same type of things. The following list describes various types of positions and the usual associated mission.

Position 
Mission

Engineers 

Design

Clerks

Maintain records

Typists

Type

Clerk-Typists
Maintain records and type

Managers

Plan, coordinate, control, direct,

Supervisors 

Lead, supervise

Administrators 
Administer

Analysts 

Analyze

Accountants

Devise, design accounting systems

Statisticians

Maintain, compile, compute, calculate

Draftsmen 

Prepare engineering drawings

Technicians

Provide technical services to professionals

Bookkeepers

Maintain books
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Operators

Operate computer, mimeograph, systems

Secretaries

Provide secretarial services to relieve supervisors of details

Stenographer

Provide stenographic services

There are many others, of course, but the list provides you with a good starting point for listing 

DUTIES for such positions.

TWO METHODS OF LISTING ORDER OF DUTIES

Basically, there are two methods, either of which you may follow in writing the DUTIES portion of a job description. They are called Sequence Method and Random Method.

1.  As the name implies, the sequence method describes the major factors of the position in the sequence in which the duties are performed.  If a position has logical flow of work duties, it is usually both easier to describe and to understand if the sequence method is used.

2.  The random method describes the factors just one at a time without regard to the order. Neither is necessarily best; either may be easier or better depending on the type of position. Many positions, such as supervisory and many clerical positions with a great deal of variety make using the random method necessary.

ACTION VERBS AND ACCURACY

1.  ACTION VERBS:


a.  It is a good idea to begin each sentence in the DUTIES portion with an ACTION verb. This cuts excess words and gives the reader an immediate and accurate understanding of what is being done and at what general level of responsibility. To give an example, one may describe a duty as follows:

"It is the responsibility of the incumbent in this position to see that all engineering drawings are filed."


b. Since the description covers this position, we know that the DUTIES of this position are all responsibilities of "this position” so we can skip those comments. We can delete reference to "the incumbent" since we are writing about the position and not the person, and since it is understood that an incumbent will perform the duties of a job description, it is easier and simpler to say:

"Files engineering drawings."
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2.
ACCURACY:


a.  This discussion is not to mean that you should play down or over-summarize your job description. For example, a manager usually manages work, but this also involves planning, organizing, directing, controlling, and coordinating work, and you should say so.  This is a key point in preparing position descriptions. BE ACCURATE IN YOUR STATEMENT!  Following is a list of action verbs which may be helpful to you in accurately beginning the DUTIES statement:  manages, supervises, administers, oversees, leads, instructs, coordinates, organizes, directs, ensures, maintains, plans, studies, attends, meets, prepares, repairs, aligns, bends, grinds, splices, drills, fuses, grooves, miters, sorts, welds, files, operates, transmits, transports, drives, removes, inserts, synchronizes, manipulates, controls.


b.  Another reason for beginning a statement with an action verb is that this verb alone alerts the reader to the responsibility level involved in the position. As we said, a supervisor supervises. This carries with it a connotation of working person to person. But a manager would direct work. The word "direct" usually carries with it the connotation of more non-personal contact with the worker and normally the direction is performed through an intermediate supervisor. Managing deals more with the overall program. So the verb "manages" usually carries a more responsible meaning than "supervises."  Classification will be more accurate when the job description uses the correct terminology.


c.  A common inaccuracy in terminology is in the  use of " shop talk."  It is easy to let shop talk creep into descriptions. For example, one who maintains or services oil transformers refers to "pulling an oil sample." Pulling, according to the dictionary, means to drag. The worker "obtains" a sample of oil, actually. This play on words gets into what could be called the nit-picking category, but since you're writing a job description that must be understood by someone else, try to say it accurately.

WHAT, HOW, AND WHY

In the grammatical construction of each of the DUTIES, one can usually analyze most sentences and find a WHAT, HOW, and WHY in each. See the example below. (Note the action verb.)

"Operates an engine lathe (what) by making set ups and manipulating controls (how) to cut and shape external and internal surfaces of valve castings (why)."

October 29, 1997
E-3

APPENDIX F

HOW TO WRITE JOB DESCRIPTIONS UNDER THE 

FACTOR EVALUATION SYSTEM
1.  INTRODUCTION:


a.  This guide will help you to write job descriptions (JDs) for  non-supervisory General Schedule jobs that are covered by classification standards under the Factor Evaluation System (FES). It explains the sources of available information and facts to obtain before starting to write a JD; how to write FES duties statements; and how to analyze a position and describe the nine FES evaluation factors in terms of the work performed.


b.  A JD should have enough information for carrying out personnel activities such as classifying the position; deciding whether or not it is exempt or nonexempt from the Fair Labor Standards Act; and determining the factors important for recruitment. For classification under FES, a JD must be in the FES factor format described in this guide.

2.  GENERAL STEPS IN PREPARING JDs:


a.  In writing a JD, you should know the kinds of information to look for (Step 1 ), develop facts about the position (Step 2), write the JD in FES factor format (Steps 3 & 4), and obtain agreement on its accuracy (Step 5).



(1)  Step 1: Before starting to write the JD, review this guide and the complete FES classification standard(s) for the position being described to gain an understanding of the kinds of information and factors used in classifying the JD and how the factors are described in terms of the occupation or the kinds of work in the position.



(2)  Step 2: Develop facts about the official duties and responsibilities of the position using one or more of the following techniques:

· Interview employees, supervisors, or management officials (see kinds of   

         information needed in Sections C and D);

· Review existing JDs; Observe work in progress;

· Review technical manuals or charts;
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Review questionnaires or lists of duties prepared by employees, supervisors, or management officials (often helpful in working with large numbers of similar positions to determine likeness and grouping together for coverage by single JDs).



(3)  Step 3: List the duties of the position as described in Section C.



(4)  Step 4: Use the JD outline and Section D in describing the nine FES factors in terms of the work performed.



(5)  Step 5:  Determine/obtain agreement on the completeness and accuracy of the JD. Resolve differences of opinion, if any:  although the DA For 374 is no longer used, the typed signature on the cover sheet for individualized job descriptions attests to the completeness or accuracy of the job description.

3.  WRITING FES DUTIES STATEMENTS


a.  The duties section of the JD should give an overall view of the position. If desired, it may be preceded by an introductory paragraph or sentence describing the general characteristics of the position and its organizational relationships; for example: "performs the department's administrative audit of vouchers" or "performs nursing care in the Outpatient Clinic."


b.  The order in which duties are described may vary. One way to start listing major duties is to consider the function(s) of the position and the work performed in carrying out each function. They may be listed in order of their importance or in the sequence in which they occur day by day, over a longer period of time, or during an entire cycle. You may wish to group related duties according to function.


c.  Include percentages of time spent on major duties involving distinctly different kinds or levels of work (for example, clerical duties and inspection of duties might be different kinds of work assigned to one employee).


d.  If incidental duties are described, explain how often they occur. For example: once a month .... in the absence of..., as requested..., in emergencies...


e.  Use ACTIVE verbs.
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4.  DESCRIBING FES FACTORS


a.  The description of the major duties and the evaluation factors should complement each other.  Because the evaluation factors are used in point rating, information under major duties is often repeated and expanded upon in describing the factors. Statements made in the factor descriptions must be related to (supported by) the major duties.


b.  Most of the nine FES evaluation factors have two or more parts (underlying concepts or sub-factors). The following suggestions for writing the factors are in the same sequence as the outline. To emphasize the parts of the factor or sub-factors, the first part is underlined, the second is in parentheses, and the third is bracketed.


c.  When a position has two or more distinctly different kinds or levels of work, the classifier must evaluate each separately and determine the highest grade for classification. Therefore, in describing the factors for these mixed-grade or mixed-occupation positions, it is essential that significant differences in the factors relating to different kinds or levels of work be made clear. For example, if developmental work is more closely reviewed than other work, the description of Factor 2, Supervisory Controls, should state this fact.  It is not necessary to describe the nine factors separately for each kind or level of work when the differences can be explained in a sentence or a phrase.

Factor 1, Knowledge Required by the Position

What levels of knowledge’s and skills are required and used in doing acceptable work in the position.  This includes:

· The nature or kind of knowledge and skills needed, and

· How these knowledge’s and skills are used in doing the work.

Under the FES, knowledge’s are information or facts such as procedures, work practices, rules and regulations, policies, theories and concepts, principles, and processes which the employee must know to be able to do the work. When you list a particular knowledge, it is understood that skill is used in applying that knowledge. Sometimes it is easier to describe a requirement as a skill rather than as a knowledge. Therefore, it is common practice to describe skills associated with a certain dexterity. Examples of "knowledge" and "skill" is shown below:
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Knowledge Example, Medical Clerk:

Kind of Knowledge:  Knowledge of the terminology used with a variety of diagnostic and treatment procedures provided to general medical patients.

How Used:  (to record and report medical information such as X-ray and test results)

Skill Example, Voucher Examiner

Kind of Skill:  Skill in using a calculator.

How Used:  (to compute totals discounts, taxes, transportation charges, etc.)

Additional "Tips" in Writing Factor 1:

1.  Benchmarks and factor-level descriptions in the FES classification standards may be used as references for how knowledges are treated in the occupation. EXCEPTION:  FES classification standards sometimes describe a level of education, training, or experience. Such criteria are developed by occupational specialists after a comprehensive study of the occupation to provide guidance in the point-rating process. Educational requirements or arbitrary degrees of proficiency SHOULD NOT be described in JDs unless there is documentation backup to prove that these requirements specifically apply to the position being described.

2.  Show only the knowledges and skills that are essential for full performance of the work. Generally Factor 1 can be adequately described with four or five  knowledges or skills. If you have a list of 20, some of them can probably be combined into a broader description.

3.  Professional occupations are identified as such in the series definition of the occupational standard.  Identify a knowledge as "professional" only when the nature of the work meets the definition of a professional occupation:


"Professional occupations or series are those that require knowledge in a field of science or learning customarily and characteristically acquired through education and training that meets the requirements for a bachelor's or higher degree with major study in or pertinent to the specialized field, as distinguished from general education. The work of professional positions is creative, analytical, evaluative, or interpretive; and is characterized by personal responsibility to keep 
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abreast of and exercise judgment and broad perspective in the application of an organized body of knowledge that is constantly studied to make new discoveries and interpretations or to improve the data, materials and methods. Also included are positions filled by trainees who meet the basic knowledge requirements and who perform work in preparation for fully professional."

4.  As appropriate, include any "special" knowledge or skill that would be required as a selective factor in recruitment, such as: "Skill in using conversational Spanish to interview witnesses."

5. Do not copy knowledge/skill requirements from qualifications standards. The qualification standard gives the minimum requirements needed for applicants. Non-trainee JDs describe the kind of knowledge and skills needed to perform the work satisfactorily after the break-in"  period.

6.  Avoid listing "abilities." Example:

Wrong: Ability to examine vouchers

Better: Knowledge of domestic travel regulations to check vouchers for compliance and accuracy of terminology.

7.  Don't describe personal characteristics such as patience, adaptability, integrity, or creativity under Factor 1. When important, job-related aspects of personal characteristics are credited in other ways (e.g., the need for patience is inherent in considering Factor 7. Purpose of Contacts).

8. After you have completed Factor 1, double-check the listed knowledge’s and skills to assure they agree with the duties described. For example, if you list "Skill in operating an electric typewriter," the duties statement should show what the employee types.

Factor 2, Supervisory Controls


a.  Supervisory Controls has three parts:



(1)  How is the work assigned?  Supervisors have direct or indirect controls over the work in the way assignments are made, instructions are given, priorities and deadlines are set, and objectives and boundaries are defined. For example, a supervisor might make assignments:



(a)  with detailed instructions concerning how to do the work;
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(b)  with instructions only for new, difficult, or unusual aspects of the work; with suggestions for procedures; or with information only about the objective to be achieved, priorities, and deadlines.



(2)  What is the employee' s responsibility for carrying out the work?  To what extent is the employee expected to develop the sequence and timing of various aspects of the work, to modify or recommend modification of instructions, and to participate in establishing priorities and defining objectives?  For example, an employee might:



(a)  do the work exactly as instructed; 



(b)  do routine assignments independently without specific instruction;

(c) refer situations not covered by instruction to supervisor; handle all situations

not covered by instruction to supervisor; handles all work independently according to policies, previous training, or accepted practice; or 



(d)  resolve conflicts which arise by determining approaches to be taken and methodology to be used.



(3)  How is the work reviewed.  What is the nature and extent of the review of work?  For example, there may be close and detailed review of each phase of the assignment:



(a)  detailed review of the finished work; 



(b)  spot-check of finished work for accuracy; or



(c)  review only for adherence to policy.

TIP:  Supervisory controls in the employee's JD should "dovetail" with "supervision exercised" in the supervisor's JD. For example, if the employee's JD states that the work is accepted as being technically accurate without review, but the supervisor' s JD states that detailed review is given the employee's work, one of the JDs is wrong. The facts must be rechecked and appropriate changes made.
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Factor 3, Guidelines

This factor has two parts: (1) The nature of guidelines for performing the work, and (2) The judgment needed to apply the guidelines or develop new guides.


a.  What guidelines are used in doing the work.  Guides may be operating procedures and policies, traditional practices, or references such as desk manuals, dictionaries, style manuals, engineering handbooks, the pharmacopoeia, etc.. Individual jobs vary in the degree to which the guidelines are specific, applicable, and available for doing the work. For example: dictionaries and style manuals are available, applicable, and specific on matters involving punctuation and spelling; three or four standardized tests exist for a diagnostic procedure, the operating policy may state the conditions under which one or the other of these tests may be used.


b.  How much judgment is needed in using the guideline?  The existence of specific instructions, procedures, and policies may limit the opportunity of the employee to interpret or adapt the guidelines. On the other hand, the absence of a method for a phase of work may require the employee to use considerable judgment in researching related methods to develop a new one. Explain the nature of guidelines and the extent to which the employee follows them explicitly or uses judgment in deciding between alternatives, in interpreting, in adapting, or in developing guidelines.  

Factor 4, Complexity

1.  Complexity has three parts:
· the nature of the assignment.

· the difficulty in identifying what needs to be done.

· the difficulty and originality involved in performing the work.

2. What is the nature of the assignment?  Briefly describe the general nature and variety of the tasks, methods, functions, projects or programs carried out in the position being described.
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3.  What facts or conditions does the employee consider in identifying what needs to be done? The level of difficulty in carrying out the work varies depending on whether the facts or conditions are clear-cut and directly apply to the problem or issue; vary according to the nature of the subject matter, phase, or problem being handled; or involve unusual circumstances and incomplete or conflicting data.

4.  After considering the facts, what actions or responses does the employee make?  In some situations the work is easily mastered; the employee takes the obvious course of action. The level of difficulty and originality increases as the employee is required to consider differences in courses of action and refine methods or develop new techniques, concepts, theories, or programs in solving problems.

Factor 5, Scope and Effect

1.  Scope and Effect has two parts:

· the purpose of the work.

· the impact of the work product or service.

2.  What is the ultimate goal to be achieved in the position?  "Purpose of Work" concerns the end objective such as conclusions reached, treatment or service provided, and approvals or denials made. More specific examples are: "to prepare statistical charts, .... to perform cross-match blood tests." (This sub-factor is different from the nature of the assignment under Factor 4 Complexity. Nature of the assignment concerns the kind and variety of tasks, functions or projects required to fulfill the purpose or objective of the work or "how" the work is done.)

3.  What is the impact of the work product or service?  Who or what benefits from the employee's work?  For example, statistical charts help supply management officials in identifying areas needing improvement; the cross-matching of blood helps the physician giving emergency treatment to patients.  Describe the impact of work that is performed the right way. While specific credit cannot be provided for "possible consequences of error," this element is considered indirectly. When "responsibility for accuracy" is important in a position, it may also affect the complexity involved and special knowledge’s required to maintain a level of accuracy.
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Factor 6, Personal Contacts

1.  "Personal Contacts" is considered to be a one-part factor covering the people and conditions under which contacts are made. Describe the face-to-face, radio, or telephone contacts which the employee has in terms of the "work relationship" between contacts and the employee. Different kinds of contacts might include workers on the same project, patients receiving treatment, applicants seeking jobs, etc.. (Do not describe contacts with the supervisor because supervisory contacts are included under Factor 2.)

2.  Indicate if the people come from elsewhere or the contact occurs outside the agency. Describe any unusual circumstances or conditions such as problems in making appointments (e.g., inaccessibility of people in high-level positions), problems in identifying role or authority of the people contacted, or the use of different ground rules for different contacts.

Factor 7, Purpose of Contacts

This is a one-part factor. Explain the purpose of the personal contacts (e.g., to give or exchange information, to resolve problems, to provide service, etc.). As appropriate, include other information which might affect the nature of the contacts (e.g., dealing with people who are skeptical, uncooperative, hostile (such as patients or inmates, etc.).

Factor 8, Physical Demands

This is a one-part factor. Describe the nature of the physical demands (e.g., climbing, lifting, pushing, balancing, stooping, etc.). Indicate how often and how intense the activity is.  Include any physical characteristics or special physical abilities needed such as specific agility or dexterity requirements.

Factor 9, Work Environment
This is a one-part factor. Describe the physical surroundings in which the employee works (e.g., office where there are normal, everyday risks; hospital where there is possible exposure to contagious disease, etc.).
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APPENDIX G

FEDERAL WAGE SYSTEM SUPERVISORY JOB DESCRIPTION FORMAT
Job descriptions for supervisory wage grade positions must follow the format and content of the Job Grading Standard For Federal Wage System Supervisors issued by the Office of Personnel Management. This format is as follows:

SUPERVISORY CONTROLS:  Describes how work is assigned, kind of supervision received, judgment required, etc.

MAJOR DUTIES:  This is an introductory paragraph which identifies the organization supervised, summarizes the work, and identifies the occupation and grade level that best reflects the nature of the overall work operations.

1.  Factor I.  Nature of Supervisory Responsibility:  Four situations define covering work planning, work direction, and administration.

2.  Factor II.  Level of Work Supervised:  Identifies level and complexity of work supervised. This factor determines highest grade of non-supervisory work technically supervised.

3.  Factor III.  Scope of Work Operations Supervised:  This factor identifies the scope of work operations supervised (e.g., variety of jobs supervised, organizational authority, physical dispersion and work coordination).

PERFORMS OTHER DUTIES AS ASSIGNED:  This is an unnumbered statement at the end of every job description.
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APPENDIX H

FEDERAL WAGE SYSTEM NONSUPERVISORY JOB DESCRIPTION FORMAT
Job descriptions for non-supervisory wage grade positions must conform to the format and content of the Job Grading Standards issued by the Office of Personnel Management. This format is as follows:

MAJOR DUTIES:  A description of major duties should reflect the nature and extent of each type of work performed.  Duties of a different grade or skill level should be described in separate major duty paragraphs which reflect the percentage of time spent on each major duty.

"Performs other duties as assigned."  (This statement is always an unnumbered paragraph at the end of the major duties.)
SKILLS AND KNOWLEDGES:  A description of the skills and  knowledge’s required to perform the duties of the job.  Particular attention should be given to jobs involving a variety of requirements significant for recruitment purposes (e.g., licenses to operate a motor vehicle, forklift, crane, etc.).

RESPONSIBILITY:  A description of the scope and complexity of the work assigned; the frequency and difficulty of judgments and decisions; the nature of personal supervision received; and the nature of regulations, standard operating procedures, and technical guides.

PHYSICAL EFFORT:  A description of the nature, degree, frequency, and duration of physical exertion required to perform the work.

WORKING CONDITIONS:  A description of the hazards, physical hardships, and working conditions to which the incumbent is exposed; the frequency and duration of such exposure; the adequacy of protective clothing and safety devices; and the possible effects on employees.
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APPENDIX I

GENERAL SCHEDULE SUPERVISOR JOB DESCRIPTION FORMAT

1.  Major Duties:  Does each major duty describe:


___The work to be performed?


___The procedures/processes involved in performing the work?


___The proportion of time spent on each major duty (each one at least 25 percent of the time)?

2.  Performs other duties as assigned:

___Is this statement at the end of the Major Duties?


___Is it unnumbered?

3.  Are the six GSSG evaluation factors thoroughly addressed?


a.
Factor 1, Program Scope and Effect:

___The program (or program segment) directed.


___The work directed, the products produced, or the services delivered.


___The impact of the work, products and/or programs described under scope on the mission and programs of the customer, the activity, other activities in or out of government, other agencies, the general public, and others.


b.
Factor 2, Organizational Setting:

___Identify the supervisory position in relation to higher level of management.
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___Identify any unusual situations where direction and performance appraisal may be received from different individuals.


___Describe how the work is assigned and the performance is evaluated.


c.  Factor 3, Supervisory and Managerial Authority Exercised:

___Describe delegated supervisory and managerial authorities exercised on a recurring basis.


___Address such issues as how supervisory work planning, assigning, scheduling, coordinating, and reviewing is done.


___Address how discharging assigned personnel management responsibilities and/or exercising managerial authority is accomplished.


d.  Factor 4, Personal Contacts:  This is a two-part factor which addresses: Nature and Purpose of Contacts:



(1)  Factor 4A-Nature of Contacts identifies the contacts and describes the nature and settings of recurring contacts associated with the supervisory work.



(2)  Factor 4B-Purpose of Contacts describes the essential purpose of contacts, consistent with contacts described in Factor 4A. Includes advisory, representational, and commitment-making responsibilities related to supervision and management.


e.  Factor 5, Difficulty of Typical Work Directed:



(1)  This factor measures the complexity and difficulty of the basic work (non-supervisory and mission) most typical in the organization supervised where the supervisor has technical or oversight responsibility.



(2)  Identify the highest level of basic work (non-supervisory and mission oriented) within the unit supervised, which represents at least 25 percent or more of the workload of the organization.
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(3)  In identifying the 25 percent or more workload, care should be taken to consider more than the number of positions. Also look at duty hours, staffing studies, manpower documents, or other indicators of workload quantity/performance. Include the workload of General Schedule, Federal Wage System, assigned military, contractors, volunteers, trainee employees, etc.


f.  Factor 6, Conditions:  Describe conditions under which supervisory duties, authorities and responsibilities are accomplished (e.g., type of work supervised, subordinate supervisors, subdivisions within the unit supervised, physical dispersion, shift operations, changing technologies, special hazard, and safety conditions, etc.).
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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 

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:       
Change 1, October 30, 1998
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APPENDIX K

HELPFUL HINTS

Famous Last Words:  “That’s not in my job description.”  Occasionally, as a supervisor you will encounter an employee who is reluctant, even refuses to perform assignments.  Such reluctance or refusal is based on an erroneous idea that an employee is not required to perform any duty “that’s not in my position description”.  In fact, an employee is generally required to perform an assigned duty, even if it is not specifically listed in the JD.

It is neither necessary nor desirable for a JD to list every duty an employee is expected to perform.  A JD is only meant to set down the major duties, responsibilities, and supervisory relationships so that the job can be classified.  Minor duties performed only occasionally or for a short time (i.e., less than 10 percent) need not and should not be included in the JD.

You, as the supervisor, have full authority to assign duties to employees as you see fit within the scope of your operation.  All such assignments to an employee constitute work the employee is expected to perform.  The employee is responsible for carrying out the assigned duties to the best of his/her ability regardless of whether such duties are specified in the job description.  An employee who refuses to carry out an order given by a responsible supervisor is, in fact, committing insubordination.

Assignments, of course, must be reasonably related to the employee’s position and qualifications.  For example, a stenographer could not be expected to solve a problem requiring knowledge of engineering nor to perform tasks requiring strenuous labor.  Neither would a chemist be expected to transcribe dictation or under normal circumstances to perform janitorial duties.  However, when an employee is on vacation, or out sick the supervisor may choose to detail either a lower or higher graded employee to fill in for the absent employee.  Obviously, you may not assign an employee to any duty or task which is illegal, immoral, or violates safety regulations.  

The job description does not restrict the assignment of duties to an employee by the supervisor.  Any employee’s refusal to perform a reasonable task properly assigned by the supervisor is insubordination and may result in disciplinary action.   A popular practice has been to add the statement “performs other duties as assigned” to cover situations where an employee is given a task not specifically mentioned in the JD.  

October 29, 1997
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No one performs a job with all tasks typical of only one grade level - everyone does a few minor or occasional duties that are generally associated with higher or lower grade levels.   While you may assign higher or lower level tasks, you must revise the JD if the tasks become a major part of the employee’s job for a prolonged period of time and are expected to continue.  Addition of substantial higher level duties could result in reclassification of the position at a higher grade.  If the new tasks performed are at a lower grade and the grade controlling duties have been removed from the basic JD, they could be reclassified to the lower level.

Disagreement between employees and supervisors regarding what should or should not be included in JDs should be resolved through the appropriate grievance procedure (negotiated or administrative) depending on the employee’s status in a bargaining unit.  As the supervisor, you have the flexibility in assigning tasks to employees to get the work done, however, you also have the responsibility to treat employees fairly, not asking them to do a job continually at a higher grade level for which they are not getting paid.  The two most important things for both you and your employee to understand are (1) that the JD does not restrict the assignment of duties;  (2) if the employee refuses to perform a task, properly assigned, he/she may be subject to disciplinary action.

October 29, 1997
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APPENDIX L

TIME PERCENTAGE CHART 

This time percentage table is a guide to use for estimating and recording time percentages for each separate and/or different duty on position descriptions.  Percentages of time are necessary in terms of preponderance, combination, and relationships of each of the component parts before a true evaluation of a position can be accomplished.
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APPENDIX M
DOCUMENTATION OF CLASSIFICATION RATIONALE

1.  Organizational Location:  Command, Directorate, Division, Branch, Section.

2. References:  List all references and grading standards used to determine the title, series, and grade of the position.

3.  Grade Determination:  Briefly describe how you applied the grading criteria to determine the grade of the position.  It is especially important for you to address how you evaluated mixed grade, mixed series, and positions where no directly applicable standards are available.

4. Final Classification:  Final determination of the appropriate Title, Pay Plan, Series, and Grade of the Position.

Change 1, October 31, 1998
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APPENDIX N

CLASSIFICATION ASSESSMENT

Thru:  Civilian Personnel Advisory Center,      
To:  DCA Manager     
Re:  Persact #      
1. The new or revised job description classified and submitted has been reviewed and is being returned, along with the SF-52, for the reason(s) indicated below:

 FORMCHECKBOX 
  The PD is not in final form.  The following information has been omitted:      
 FORMCHECKBOX 
  The job description is not in the same format as the grade-controlling standard.

 FORMCHECKBOX 
  The grade-controlling standard has not been identified.

 FORMCHECKBOX 
  The factor level points assigned do not total the assigned grade.

 FORMCHECKBOX 
  This position would be better suited in the       series due to the following:     
 FORMCHECKBOX 
This position should be graded at the following level:      
 FORMCHECKBOX 
  The position does not fully meet the intent of the factor(s) credited. The factor(s) are more appropriately assigned at factor level      .

 FORMCHECKBOX 
  This position does not fully meet the intent of the GSSG or Leader Guide.  The following information is provided/required:      
 FORMCHECKBOX 
  Other:      
2. As a DCA Manager, you have the responsibility for determining final classification of this position and resubmitting through the CPAC to CPOC for processing.

3. Should you have any questions or desire further assistance, please call      , your servicing Classification Specialist, at (706) 545-     or DSN 835-     . The e-mail address is      .

Change 1, October 31, 1998
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APPENDIX O

DESK AUDIT GUIDANCE FOR MANAGERS
Desk audits are part of the classification fact finding process. Audits may involve a visit to the place where the work is performed to see how the work is done, to examine or to obtain essential facts concerning samples of work and to discuss important features of the work with the persons who perform or supervise it.  

Keep the audit conversational.  Start with general questions that lead to more specific ones.  Phrase questions that will result in information pertinent to the classification of the position.  It may be helpful to begin by asking the employee to state as briefly as possible the basic purpose of the job.  Avoid using leading questions that might confuse the employee or create a defensive atmosphere.  

Avoid asking questions that can be answered by “yes” or “no”.  Ask questions that begin with “who”, “what”, “when”, “where” and “how” to obtain information relating to the duties.  Examples:  What do you do?  When do you do it?  Why is it required?  How is it performed?  How does your work impact the work of others and/or the organization?

Take notes and document the audit by recording important facts about the position being audited. 

Below are some sample questions to ask during audits.

· Have there been any major changes in the organization and/or your function since the establishment of your current position description?  If so, describe the major changes.

· Explain the primary purpose of your position.  Please provide detailed information and examples of your major duties (any repetitive tasks which encompass 10% more of your work year.

· What kind of knowledges and skills are needed to do your job and how are they used?

· Who assigns, reviews, and evaluates your completed work?  

· Describe the supervision you receive, e.g., technical, administrative, close, independent.

Change 1, October 31, 1998
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· Explain how your work is reviewed, e.g., detailed review of finished product, spot check of finished product, review only for adherence to policy, etc.

· If there are tasks you perform without immediate supervision for which you have final approval authority, please describe these tasks.

· What guidelines do you use in the form of manuals, policies, procedures, rules, regulations, publications or precedent setting cases? 

· How difficult are your guidelines to apply?  Do they provide clear guidance for the duties you perform or do you have to conduct an extensive search for appropriate guidance to apply to the situation at hand?

· What happens when you encounter complex and unusual problems that are not covered by established guidelines, directives, or instructions.

· How much creativity, originality, innovation and initiative does your job require?   Provide illustrations.

· What kind of recommendations and decisions do you make and to whom?  What affect do these decisions/recommendations have on your work, organization, outside your organization, etc.?

· What contacts do you have with persons outside the immediate organization (internal/external to the organization)?  For what purpose and how often are these contacts made?

· Do you supervise other employees?  If so, please provide the information below:

· What positions do you supervise and how many people are assigned to each position?  Please list by title, series and grade.

· Describe the scope and effect of the work performed by you and those you supervise:

· Work is procedural, routine and typically provides services to small, local organizations or specific persons

· Work is administrative, technical, complex clerical or comparable in nature; significantly affects a population comparable to a medium military installation

· Work is complex administrative or technical or professional services which encompass an area comparable to a major metropolitan area, a State, or small region of severl States, of large or complex multi-mission military installation

· Work involves development of major aspects of key agency programs
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· If your work has substantially greater affect than described above, please provide detailed information.

· -Are there officers or SES positions in your organization?  If so, where does your position fit into the chain of command?

· Reports and is accountable to SES, flag or general officer, or deputy

· Reports and is accountable to position one reporting level below the first SES, flag or general officer, or deputy

· Reports and is accountable to position two or more reporting levels below the first SES, flag or general officer, or deputy

· Describe the supervisory authority you have over your subordinate staff.  Also describe your managerial responsibilities, e.g., do you participate in long range planning, what is your authority to commit resources, etc.?

· Describe any special situations which, in your opinion, significantly increases the difficulty of your supervisory role.  For example:

· Different kinds of work

· Shift work

· Constantly fluctuating workforce or deadlines

· Large numbers of trainee positions

· Changing technology

· Special hazard and/or safety conditions, etc.
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APPENDIX P

SECPOC CLASSIFICATION SERVICES 

CUSTOMER RESPONSE FORM
Tell us what you think about our services.  We welcome all of your comments and suggestions.

What type service did you request?

 FORMCHECKBOX 
New Position Review
 FORMCHECKBOX 
Realignment/Reorganization
 FORMCHECKBOX 
Training
 FORMCHECKBOX 
Other

What is the nature of the comment?

 FORMCHECKBOX 
Compliment

 FORMCHECKBOX 
Suggestion

 FORMCHECKBOX 
Problem

 FORMCHECKBOX 
Complaint

SF52 PERSACT # (if commenting on specific action):       
Was this action completed in an acceptable timeframe?

YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

Did you receive the information needed to make informed choices?

YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

Was the outcome accurate and representative of good staff work?

YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

Overall, how would you rate the product you received?

 FORMCHECKBOX 
Excellent

 FORMCHECKBOX 
Above Average
 FORMCHECKBOX 
Average

 FORMCHECKBOX 
Below Average

Do you have any suggestions for ways we can improve service to you?  We are particularly interested in feedback for any questions to which you answered 'NO.'       
Tell us who you are:

 FORMCHECKBOX 
Employee

 FORMCHECKBOX 
Supervisor

 FORMCHECKBOX 
Commander or Manager
Tell us how to get in touch with you (optional):
Name:

     
E-Mail:
     
Telephone:
     
Fax:

     
Organization:
     
Change 1, October 31, 1998
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APPENDIX Q
LIST OF STANDARD OPERATING PROCEDURES

SECPOC-SOP-P-97-01 - Processing of Standard Forms 52 Requiring Classification Review
SECPOC-SOP-P-97-02 - Processing Supervisory Pay Differential 
SECPOC-SOP-P-97-03 - Identifying & Documenting Emergency Essential & Key Positions
SECPOC-SOP-P-97-04 - Non-Competitive Promotions Based on Accretion of Duties (Revised)
SECPOC-SOP-P-97-05 - Establishing Developmental Positions
SECPOC-SOP-P-97-06 - Reorganization/Realignment

SECPOC-SOP-P-97-07 – Pen and Ink Changes
SECPOC-SOP-P-97-08 – Classification Appeals Processing
SECPOC-SOP-P-97-09 – Position Reviews
Change 1, October 31, 1998
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COMMENTS AND SUGGESTIONS

In our continuing efforts to support management, it is our goal to provide you with the information you need to carry out your delegated classification responsibilities.  Please provide your comments for improvement of services we are providing to your organization and any corrective measures you would like implemented.  We hope the information included in this handbook is beneficial and meaningful to you; however, if the material covered is insufficient for your needs or if there are some subjects that you would like covered in this handbook, please provide your comments and/or suggestions in the spaces below and return to this office.  For your convenience, please use the fold lines to create an envelope and return to this office.

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Optional:  If you would like a personal response to your comments/suggestions, please provide us with your name, telephone number, and e-mail and/or postal address.

“Do it Right, Do it Fast, Do it for Less”

________________________________________fold here___________________________________________

Southeast Civilian Personnel Operations Center

Building 6, Room 131, Meloy Hall

Fort Benning, GA 31905
________________________________________fold here__________________________________________
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