EVERYTHI NG YOU NEED TO KNOW ABOUT
POSI TI ON DESCRI PTI ONS
AND POSI TI ON CLASSI FI CATI ON

Revi sed January 2000

Thi s panphl et has been devel oped as a gui de when there are questions about
writing Position Descriptions, grading duties, and handling various
classification-rel ated problens |ike appeals, m sassignnents, and
conpensati on issues.

You are encouraged to consult with your personnel advisor in the Gvilian
Per sonnel Advisory Center (CPAC) or your servicing Position Cassification
Specialist inthe CPOCif there are questions about this material.
Information is also avail able at various Wb Sites to include Departnent of
Arnmy's Cvilian Personnel On Line (http://cpol.arnmy.ml); Ofice of

Per sonnel Managenent's (OPM Hone Page (http://ww. opm gov); and the

Paci fi c Region's Honme Page ( http://pacific-cpoc.ak.pac.army.mil/index.html).

TABLE OF CONTENTS
I F YOU WANT TO ...
1. UNDERSTAND THE PURPCSES COF POSI TI ON DESCRI PTI ONS - Appendi x A

2. WRI TE A PCSI TI ON DESCRI PTI ON - Appendi x B
3. UNDERSTAND " PERFORMS OTHER DUTI ES AS ASSI GNED' - Appendi x C
4. EVALUATE A PCS| TI ON DESCRI PTI ON / USE A CLASSI FI CATI ON
OR JOB GRADI NG STANDARD - Appendi X D
5. UNDERSTAND HOW SECRETARI ES ARE GRADED - Appendi x E

UNDERSTAND HOW BLUE AND WHI TE COLLAR
SUPERVI SCRS ARE GRADED - Appendi x F

7. DEVELOP A JOB WTH M XED/ MULTI PLE SKILLS - Appendi x G
8. AVO D M SASSI GNI NG EMPLOYEES - Appendi x H

9. USE AND APPLY RULES ON HAZARD AND ENVI RONMENTAL
DI FFERENTI ALS - Appendi x |

10. REVI EW A FACTOR |V FACT SHEET - Appendix J

11. HAVE A POSI TI ON REVI EVEED;, PREPARE FOR A
CLASSI FI CATI ON | NTERVI EW - Appendi x K

12. INI TI ATE A CLASSI FI CATI ON APPEAL - Appendi x L



cpol.army.mil
www.opm.gov
pacific-cpoc.ak.pac.army.mil/index.html

APPENDI X A
VWHAT | S A PCSI TI ON DESCRI PTI ON?

When a position is created, the supervisor decides what duties need to be perfornmed and
these are then witten in a prescribed format and beconme a Position Description. A nunber
of things are included in a Position Description, in addition to the major duties to be
perforned. Exanples of these are the type and degree of supervision exercised over the
wor k, the kind of responsibility the incumbent has for carrying out the duties, the kinds
of know edge, skills and abilities which are needed to do the work, and the kinds of

gui del i nes which are available. As a rule, the supervisor drafts the Position Description
and then sends it through the G vilian Personnel Advisory Center (CPAC) to the Cvilian
Personnel Operations Center (CPOC) for further action

VWHY DO WE HAVE A POSI TI ON DESCRI PTI ON?
FIRST: IT IS A "PAY VOUCHER":

Because of the way we wite Position Descriptions, we are able (through a process known as
job/position classification) to deternine the pay plan (G5, W5 W5, etc.) title

occupati onal code and grade which are proper for the described set of duties. These, in
turn, set the range of the salary to be paid to the person who ultimately takes the job.

NEXT: I'T IS A RECRU TMENT TOCL:

The Position Description is used to deternine the qualifications required to do the work
since the duties provide the framework for determ ning what skills, know edge, aptitudes
and personal characteristics are required by potential candidates for the job. For this
sane reason Position Descriptions play a vital role in placenent of enployees during
reductions-in-force (RIF).

NEXT: IT IS A MEANS OF MEASURI NG JOB PERFORVANCE:

After the job is filled, the Position Description is used as the basis for determ ning
what perfornance el ements are essential to successfully performthe work. Utimtely, the
supervi sor uses the perfornmance el enents and standards to eval uate how well the duties of
the job are carried out. This process, in turn, nay ultinately inpact such inportant
processes as awards, performance-based actions and the |ike.

NEXT: IT IS A METHCD OF | DENTI FYI NG TRAI NI NG NEEDS:

In order to ensure that enpl oyees receive the requisite training they need, the Position
Description can be used as a guide to the preparing enpl oyee devel opnent plans and rel at ed
trai ni ng docunents.

FI NALLY: POSI TI ON DESCRI PTI ONS ARE A TOOL FOR COVMUNI CATI NG W TH THE EMPLOYEE

The supervi sor can use the Position Description to conmunicate to the enpl oyee the ngjor
duties and tasks of the position and to tie all associated docunments (such as the
performance plan and the traini ng/ devel opnent plan) together.

VWHY DO POSI TI ON DESCRI PTI ONS HAVE TO BE ACCURATE?

It is clear that since so many very critical personnel processes follow fromthe Position
Description, including enployee pay, it is vitally inportant that such docunents be
accurate, conplete and up-to-date. If the nmmjor duties and responsibilities outlined in
the Position Description are allowed to becone inaccurate, the pay of the enpl oyee nmay not
be correct. This is because the pay (grade) relates to the duties in the description

I naccurate Position Descriptions could also result in reflecting required skills and

know edge incorrectly which in turn, could lead to bad placenent decisions in RIF.



HOW OFTEN SHOULD DESCRI PTI ONS BE REVI EVED?

One of a supervisor's prinary responsibilities is to ensure that Position Descriptions
under hi s/ her supervision stay accurate. To this end, Departnent of Arny requires that
descriptions be reviewed at |east annually, usually in conjunction with enpl oyee
perfornmance evaluations. If nmajor changes to the Position Description are required, the
supervi sor rmust take steps in a tinely manner to redescribe the job or nust revise the
duty assignment to match the Position Description. However, supervisors need not wait
until enpl oyee performance eval uati ons take place to report changes. |If m ssion needs
change and these changes inpact on the assignment of duties to positions, supervisors are
urged to contact their CPAC personnel advisors to discuss the inpact of such changes.
These include changes that are both permanent and tenporary. Just because a Position
Description is going to be inaccurate tenporarily does not renove the responsibility for
t he supervisor to discuss changes with the personnel advisor

WHAT POSI TI ON DESCRI PTI ONS ARE NOT

Position Descriptions are not intended to be conplete, exhaustive specifications of al
tasks and duties assigned to and performed by enpl oyees. Current guidelines on witing
Position Descriptions require that Position Descriptions contain only the najor duties of
the position in the detail necessary to place the right title, series, and grade on the
wor k. Supervisors are reni nded that enployees may not refuse to carry out lawfully
assigned tasks, sinply because they are not specifically spelled out in the Position
Description. Reference is nmade to Appendi x C, which outlines DA s phil osophy on the
statenment "Perforns other duties as assigned."



APPENDI X B
HOW TO WRI TE A PCSI TI ON DESCRI PTI ON

TWO PRI MARY OPTI ONS: Departnent of Arny has two preferred ways to generate a new Position
Description. These are to use the COREDOC option associ ated with PERSACTION and/or to
access an existing job in the PD Library.

COREDOC is a part of the Modern DCPDS System which is being deployed to supervisors

desks across Arny. COREDCC offers the supervisor the opportunity to systenmatically devel op
a new Position Description by selecting duty statenents and factor |evel descriptors that
are outlined in the automated system

Unedi t ed/ unal t ered j obs devel oped by usi ng COREDOC are accepted as properly classified,
requiring limted review by the personnel conmunity. Position Descriptions devel oped using
COREDOC can be attached to Request for Personnel Action (RPA) requests and sent
electronically to the CPAC and CPOC for processing.

PD LI BRARY: PD Library contains properly classified, "real world" Position Descriptions in
many di fferent occupational famlies and at nany different grade | evels. Jobs are being
contributed fromArny installations all over the world. Eventually it is hoped that there
will be a sufficient sanpling of jobs and that the need for devel opi ng an original sheet
will be greatly reduced.

PD Library gives supervisors virtually unlinmted access to Arny Position Descriptions.
It's like having a giant CPO at your finger tips; instead of trying to wite a new
description "fromscratch", the supervisor will look for a job in the Library to see if a
usabl e one already exists. If it does, the supervisor downl oads the description, attaches
it to a RPA and after organi zational approvals are obtained, sends the action and the
Position Description to the Civilian Personnel Advisory Center for eventual transm ssion
to us here in the CPOC. In addition to saving the supervisor's time, a further inducenment
to using unedited Library jobs is that these require no further classification activity.

If the selected description isn't an exact match, it can still be used. The supervisor can
downl oad the PD Library job, edit it as necessary, and attach it to a RPA docunent. Either
course of action has the potential of saving supervisors a great deal of time and effort.

Qoviously there are sone "rules" to using jobs in PD Library; these are outlined in PD

Li brary as one of the nmenu options. There isn't anything new. The sel ected Position
Description nmust match the duties the supervisor needs to be performed and the duties to
be performed nust be carried out under the type and degree of supervision outlined in the
sel ected Position Description. Qoviously, the description nmust also fit the mission of the
supervisor's unit. It won't do for a supervisor to select a research and devel opnent
description if the unit supervised is responsi ble for Departnent of Public Wrks

engi neering design projects.

PD Li brary can be accessed via the Web at http://cpol.arnmy.nml. dick on Position
Description Library (PD Library.)

FASCLASS: FASCLASS stands for Fully Automated System of Classification. Wen fully
installed, it essentially will be a huge database of all active and nany inactive position
descri ptions throughout Departnent of Army. FASCLASS can be accessed through each Regi ona
Cvilian Personnel Operations Center's hone pages. Supervisors who are interested in
devel opi ng a new PD can revi ew FASCLASS for sinilarly classified positions whether on the
i Mmediate installation, at installations throughout the Pacific region or any organization
in DA, Once a PDis found, it can be copied and pasted into a word processi ng docurent,
edited if necessary and then submitted with a PERSACTI ON request as an attachnent. Advice
on how to use FASCLASS can be obtai ned either fromthe CPAC personnel advisor or fromthe
assigned classifier at the PACPCC

FASCLASS can be accessed through the Manager's Tool box on the Pacific CPOC Hone Page at
https://pacpoc2l. ak. arnmy. m | /fascl ass/ defaul t. asp
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OTHER ALTERNATI VES: If you are not successful in developing a Position Description from
COREDQOC or PD Library and cannot find a reasonably close match in FASCLASS, you are

advi sed to discuss your objectives and wi shes with your servicing personnel advisor, as
this is often the best way to find out if a simlar job already exists on the
installation. There's a very good chance there is sonething sinmlar to what you have in
m nd. Many tines supervisors can revise the Position Description of the current incunbent
of the job. It is rare that the entire set of duties changes, and often the existing
description can be revised with only mnor changes.

WHEN YOU HAVE TO WRI TE A NEW PCSI TI ON DESCRI PTI ON:

BE FACTUAL: Describe the actual duties and responsibilities of the position. Don't inflate
or overstate the duties.

STRI VE FOR A "BALANCED' DESCRI PTI ON: Position Descriptions should be as concise as
possi bl e but as | ong as necessary to accurately and adequately describe the duties of the
j ob.

KEEP I T SI MPLE: Use straightforward, commonly understood | anguage.

START SENTENCES W TH ACTI ON VERBS: Avoid non-specific terns |ike "coordi nates"
"adm ni sters" "arranges" and the |like. Instead, use words that actually describe the
actions taken. For instance, instead of saying "arranges" you night say "makes phone calls
to set up neetings, prepares agenda, nakes necessary reservations."

DEFI NE ACRONYMs the first time they are used.

AVO D Cl TI NG SPECI FI C REGULATI ONS, form nunbers or report names. As these often change, it
is better to use generalizations such as "in accordance with governing regul ati ons"
"prepares various narrative and statistical reports". Along the sane |ines, avoid
specifying a particular nunber; instead use ranges of nunbers (e.g., 2-5) or characterize
by such words as "various," "nunerous," "extensive".



APPENDI X C
"PERFORVS OTHER DUTI ES AS ASSI GNED'

Department of Arny requires that all Position Descriptions end with the statenent
"Perforns other duties as assigned." This statenent is put in Position Descriptions to
establish the principle that the assignnent of duties is not limted by the content of the
Position Description. Supervisors are expected to assign other duties whenever, in their

j udgrment, the circunstances warrant such action

Position Descriptions do not contain all the tasks and duties enpl oyees nay be assi gned or
whi ch m ght be perforned as the work progresses frombeginning to end. The description
shoul d accurately portray the major duties of the position and should contain those duties
that are regular and recurring. However, fromtine to tinme supervisors may find it
necessary to assign duties which are not regular and recurring and/ or which are incidenta
to the other duties performed. "Perforns other duties as assigned" is present in the
Position Description to cover such situations.

While this statenent is reflected in all DA Position Descriptions, supervisors should
avoid and/or elimnate the assignnent of UNRELATED incidental duties whenever possible. To
this end, the foll ow ng guidelines on assignment of work are provided:

REASONABLY RELATED: Duties should be reasonably related to the enpl oyee's position and
qualifications. It is perfectly justified, for exanple to assign additional clerica
duties to a stenographer but obviously unreasonable to assign |aborer tasks to the sane
enpl oyee. Sinilarly there are some situations where what m ght appear to be unrel ated
duties are justifiably assigned, e.g., skilled nechanics may, in the nornmal course of
their days' work, clean up their i mediate work area.

DI FFERENT Cl RCUVSTANCES: What nmmy be acceptable practice in one situation may be

al t oget her unacceptable in another. The assignnent of clerical tasks to a skilled
technician as an incidental duty would nornmally not be done but in a small activity or in
an isolated location, it night be the only logical thing to do.

EMERGENCI ES: In energency situations, of course, duties that might not be reasonably
related to an enployee's position nay have to be assigned.

You will notice that in this discussion, we have dealt with the issue of TEMPORARI LY
assigned, | NCH DENTAL duties. It is generally these kinds of duties that are covered by
"Perforns other duties as assigned."” It is not intended for this statenment to cover
regular and recurring work nor is it intended to cover work that nay be so frequent that
it has becone a major duty. (A ngajor duty is usually one that occupies 25% or nore of the
enpl oyee's tine.)

If it is determined that a duty is performed with such frequency and regularity that it is
not incidental and tenporary, supervisors are urged to discuss such issues with the CPAC
personnel advi sor and/or the CPOC classifier.



APPENDI X D
EVALUATI NG A POSI TI ON DESCRI PTI ON: USI NG A CLASSI FI CATI ON
OR JOB GRADI NG STANDARD

BASI C CONCEPTS: In the Federal Governnent, jobs are classified when the eval uator assigns
a pay plan, occupational series and grade to the duties in a Position Description. Wthin
DA, the evaluator is either the Iine supervisor who has been del egated position
classification authority by his/her chain of |eadership or, in the absence of such

del egation, the Position Cassification Specialist in the CPOC

Jobs are classified by conparing the duties in the approved Position Description to a job
grading or classification standard, which is normally witten by the Ofice of Personne
Managenent. We do not classify jobs by conparison to one anot her

Anot her basic concept is that the duties of the position are classified, not the incunbent
(except in rare cases such as "inpact of the person-on-the-job" positions). Neither the
vol ume of work to be done, nor quantity of work produced is to be taken into consideration
when the job is classified, and such personal characteristics as efficiency and | ength of
service are |ikewi se not classification factors. Finally, we do not use position
classification as a way to reward good performance.

PROCEDURES: The process of classifying a job follows a |ogical progression, which is
descri bed bel ow.

1. Decide whether the duties place the job in the General Schedule (white collar work) or
in the Federal Wage System (bl ue collar work.)

2. Determine whether the job is a supervisor, a non-supervisor or a |eader

3. Deternmine what occupational group, or job famly, the work belongs in. This decision
can best be nade by conparing the duties to job fanmly and series definitions outlined
either in the "Handbook of Occupational G oups and Series" for GS jobs or "Definitions of
Trades and Labor Job Families and Cccupations" for WG work.

4. Once the broad job fam |y has been deternined, find the specific occupational series by
conparing the duties to series descriptions outlined either in the references noted

i medi ately above or in the specific job grading or classification standard for that
particul ar series.

5. The duties in the job are then conpared to the grading criteria for the selected job
series and, followi ng the nethodol ogy of the classification or grading standard, a grade
| evel is assigned.

6. Finally, one titles the job by referring to titling gui dance which is outlined in the
controlling standard or by reference to guidance in OPMs "Introduction to the
Classification Standards," specifically that section dealing with "Titling Practices."

I NFORVATI ON ON CLASSI FI CATI ON OR JOB GRADI NG STANDARDS

BACKGROUND: There are different kinds of classification or job grading standards. The nopst
conmon are standards for a particular |ine of work or occupation. There are separate
standards for supervisory jobs in both blue and white collar occupations. The eval uator
shoul d becone famliar with the format and arrangenent of classification/job grading
standards in general, but nore inmportantly with the standards which cover the prinmary work
in the unit supervised

FORVAT/ ARRANGEMENT OF STANDARDS: Standards are witten in different formats and this
format al so dictates the format of the Position Description. For instance, non-supervisory
GS jobs can either be covered by a "Factor Evaluation Systeni (FES) standard or by what is
called the "narrative" format. The npbst commopn types of standards are:



FES STANDARDS: |f the job being evaluated is covered by an FES standard, the eval uator
nmust assess nine different facets of the work. These are: know edge required, supervision
recei ved, guidelines, conplexity, scope and effect, personal contacts, purpose of
contacts, physical demands, and work environnent.

NARRATI VE STANDARDS: If the duties are covered by a narrative standard, usually the
eval uator is concerned only with the type of supervision received and the nature of the
assignment or duties to be perforned.

FEDERAL WAGE SYSTEM If the job is a FW5 wage grade position, four facets of the work nust
be addressed: skill and know edge, responsibility, physical effort, and working
condi tions.

SUPERVI SORY PCSI TI ONS: Fornmat and content of GS and FW5 supervisors are also different.
Pl ease refer to Appendix F for detailed informati on on these positions.

LEADER POSI TI ONS: Leader positions are generally witten in the sane fornmat as the
representative positions led, and in addition to the non-Ileader tasks perforned, contain a
list of |eader duties. An alternative to this is to conplete a checklist of such tasks,
which is then attached to the PD



APPENDI X E
GRADI NG SECRETARI AL JOBS

BACKGROUND: Over the years, many questions have arisen concerning how Secretaries are
graded. As the classification nethodology to grade such positions is somewhat different
fromhow we classify other jobs, the followi ng informati on has been prepared.

WHAT | S A SECRETARY?

OPM's DEFI NI TION: Position established to assist one person, and sonetinmes the subordinate
staff, by performng general office work; and the position MJUST be the principal support
position in the office, operating independently of any other such position

SOVE CONCEPTS BEHI ND GRADI NG SECRETARI ES

1. GRADES DEPEND ON MORE THAN THE PERFORMANCE OF CERTAI N TASKS

Exanpl e: Most secretaries "handle the nmail" but:

a. The GS-3 Secretary gets mail and gives to addressees or gives nost/all to supervisor

b. The GS-4 Secretary gets and opens nmil, gives to addressees, gives rest to supervisor
di sposes of nmil based on supervisor's directions.

c. The GS-5 Secretary opens and screens nmail, diverts nmail to appropriate action officer
(based on know edge of subordi nates' assignments/areas of responsibility), and handl es
routine office adm nistration matters (filing, tinekeeping, ordering supplies)

i ndependent |y.

d. The GS-6/7 Secretary opens and screens mail, gives nmail to appropriate action officer
(based on know edge of assignnments AND based on know edge of supervisor's priorities,
policies and preferences), handles all adm nistrative/non-technical issues, takes

i ndependent action to respond to requests and to conmpose routine replies, gives only
selected matters to the supervisor, and informs supervisor of actions taken

2. GRADES DEPEND ON A COWBI NATI ON OF THE FOLLOW NG FACTORS:

a. Working relationship between secretary and supervi sor

b. Supervisor's ability and willingness to del egate

Cc. Secretary's ability/capacity to devel op substantive know edge

d. Experience in the job sufficient to provide organi zati onal and procedural know edge
e. Extent to which work/tasks are available to be perforned

3. THE MOST CRI Tl CAL GRADI NG ELEMENTS ARE THE SECRETARY' S KNOALEDGE (of the office's

m ssion, the supervisor's priorities, policies and conm tnents, and what tasks and steps
are necessary to nanage the office) AND HOW TH S KNOALEDGE IS APPLI ED (not only that
certain things nust be done, but why things are required and how to get even the nost
unusual tasks acconplished).

HOW THE ORGANI ZATI ONAL ENVI RONVENT | NFLUENCES THE GRADE

One of the chief differences between grading secretaries and other positions is that the
secretarial standard takes into account the conplexity of the organization served and the
adm ni strative conplexity of the supervisor's programarea. This, in turn, pernmts the
eval uator to assess the extent of office rules, procedures and priorities the secretary
nmust apply to nmaintain a proper and snooth flow of work.



In other words, to properly assess a secretarial position, one nust put the position
within the adm nistrative franework of the organization. The thought behind this is that
the size, scope, conplexity and program authority or influence of the organization in
whi ch the position functions have a direct bearing on the conplexity of the secretaria
job, and thus can influence the final grade of the position

OPM has deternined that organizational environnent can be divided into three categories;
these are called "Wrk Situations (Ws)."

1. CHARACTERI STI CS OF WORK SI TUATI ON A:
Organi zation is typically small and of linited conplexity,
or

I's Iarge enough to be subdivided into a subordi nate structure when the adm nistrative and
clerical processes, nission or programconplexity, and requirement for externa

coordi nation by the secretary are limted, as evidenced by the fact that there is little
need for the secretary to naintain contacts outside of the organization; or the program or
m ssion of the organization is relatively "self-contained", i.e., it functions with
limted and informal direction and coordi nation, thus |essening the responsibilities the
secretary coul d have.

2. CHARACTERI STI CS OF WORK SI TUATI ON B:

Staff is organized into subordinate segnents which nay in turn be further divided
direction of the staff is exercised through internedi ate supervisors; subordi nate groups
differ fromeach other in such aspects as subject matter, functions, relationships with
ot her organizations, and adm nistrative requirenments | N WAYS THAT PLACE DEMANDS UPON THE
SECRETARY THAT ARE SI GNI FI CANTLY GREATER THAN I N SMALLER, LESS COVPLEX ORGANI ZATI ONS
There is a systemof fornmal internal procedures and adninistrative controls and a fornal
progress reporting system and coordinati on anong subordinate units is sufficiently
conplex to require continuous attention

or

O fice or elenent has extensive responsibility for coordinati ng work outside of the
organi zation, requiring procedures and adnministrative controls equivalent to those
descri bed above for internal coordination

The secretary nust have responsibility for establishing and maintaining frequent and
substantive contacts outside of the organization; to coordi nate numerous substantive
adm nistrative details in support of the organization's prograns or mnission; and to be
conversant with not only the internal operation of the organization, but also of its
rel ationship and invol venent w th outside organizations.

Wth regards to such externally directed contacts, these are established for the purpose
of coordi nating substantive programrequirenents, administrative details, and staff
support responsibilities.

The adnministrative and clerical procedures and processes necessary to the functioning of
t he organi zati on MATERI ALLY ADD to the conplexity of the secretary's position

3. CHARACTERI STI CS OF WORK SI TUATI ON C:

In addition to nmeeting characteristics of Wo B above, organizations at this |evel have
their own subordinate staff offices in such areas as personnel, managenent anal ysis,

adm nistration and the Iike. W5 C organi zations are divided into three or nore subordinate
| evel s with several organizations at each level. In addition, such organi zati ons have one
or nore of the follow ng conditions present which increase the know edge required to carry
out the work:

a. The programis interlocked on a direct and continuing basis with the prograns of other
departnments or agencies, requiring constant attention to extensive formal clearances and
controls;



b. The programis directly affected by conditions outside the organizati on which vary
widely in nature and intensity, and which frequently require organi zational, procedural or
program adj ust ment s;

c. There is active and extensive public interest or participation in the program which
results in the supervisor's spending a substantial anount of tinme in personal contacts,
such as with the nedia, state and | ocal governnents and the |ike.

NOTE: Since Ws Cis the highest in the standard, as a rule, it is reserved nornally for
t he highest elenent in the organization, for instance the Commandi ng General, Conmandi ng
O ficer and/or SES-level Directors.

HOW WE ACTUALLY GRADE SECRETARI AL JOBS

BASI C GROUND RULES:

1. Grades are deternmined only by reference to the OPM Position Classification standard for
Secretaries. Job-to-job conparisons are not permtted.

2. The grading standard for secretaries is in the "Factor Evaluation" format. One arrives
at a grade by determning the proper points for the nine factors outlined, adding these
poi nts up, and converting to a grade by reference to a conversion chart published in the
st andar d.
THE GRADI NG FACTORS, WHAT THEY MEASURE AND THEI R WORTH:
FACTOR MEASURES % OF TOTAL GRADE

1. Know edge - 40%

What Sec nust know and the skills applied to do the work. Also includes the
organi zation in which this know edge and skills are perforned

2. Supervisory Controls - 15%

How work is assigned, carried out and reviewed. Al so translates these into duties
3. CGuidelines - 15%

What procedures, handbooks, gui des are avail able and how they are used
4. Complexity - 10%

How hard the work is, if it is difficult to know what to do, and what originality is
required

5. Scope and Effect - 10%
What the purpose of the work is; what inpact it has on other work
6. Personal Contacts - 3%
The kind of people the enployee deals with on a regular basis
7. Purpose of Contacts - 5%
The reason(s) for such contacts
8. Physical Demands - 1%
Any unusual physical activity
9. Work Environment - 1%

Where duties are carried out



APPENDI X F
HOW TO CLASSI FY
VH TE COLLAR (GS) AND BLUE COLLAR (W5) SUPERVI SORS

VWHI TE COLLAR SUPERVI SORS: Ceneral Schedule (GS) supervisory positions are graded by the
CGeneral Schedul e Supervisory GQuide (GSSG. G ades are deternined by eval uating the six
factors outlined below Each factor has several levels of difficulty, each with its own
point level. After all six factors are assessed, the points are added and the total is
converted to a grade using a conversion chart found at the end of the standard.

The six factors used to grade GS supervisors are:

PROGRAM SCOPE AND EFFECT: Measures the general conplexity, breadth and inmpact of the
program areas and work directed, including their organizational and geographi c coverage.
Al so assesses the inpact of the work both within and outside the i mmedi ate organi zati on
(Five levels with points ranging from175 to 900).

ORGANI ZATI ONAL SETTI NG Measures the organi zational situation of the position in relation
to higher levels of managenment, specifically by addressing the |evel of management to
whi ch the position reports. (Three levels with points ranging from100 to 350).

SUPERVI SORY AND MANAGERI AL AUTHORI TY EXERCI SED: Measures and assesses the del egat ed
supervi sory and nmanagerial authorities performed by the position (Three levels with points
rangi ng from 450 to 900).

NATURE AND PURPOSE OF CONTACTS: In this two part factor, we assess the personal work
contacts required by the position and al so the purpose of these contacts as they relate to
t he supervisory functions and responsibilities of the position (each sub-part has four

| evels, with points ranging from 25-100 and 30-125 points respectively).

DI FFI CULTY OF TYPI CAL WORK DI RECTED: Identifies the highest |evel of non-supervisory work
that conprises 25% or nore of the substantive work supervised (Eight Ievels with points
rangi ng from 75-1030).

OTHER CONDI TI ONS: Measures the extent that various conditions add to the difficulty of
carrying out supervisory duties (Six levels with points ranging from 310 to 1325).

BLUE COLLAR SUPERVI SORS: Federal Wage System (FW5) Supervisors are graded by the Job
Grading Standard for Federal \Wage System Supervisors. There are three grading factors;
these are outlined below. W first deternmi ne the scope of supervisory authority (Factor 1)
and then determ ne the highest grade |evel of non-supervisory work which is typical of the
organi zation (Factor Il). Finally, we address other factors that nmay inpact on the
position (Factor I11), which involves assessing three subfactors. Wen a total is derived
for the last factor, the final grade of the position is deternined by reference to the
appropriate conversion chart.

The three factors used to eval uate FWS5 supervi sors are:

NATURE OF SUPERVI SORY RESPONSI BI LI TI ES: Measures the scope and | evel of supervisory
authorities, such as working or full foreman. Four work situations are descri bed.

LEVEL OF WORK SUPERVI SED: Measures the highest |evel of non-supervisory work supervised
which is typical of the work force. A WG grade is identified.

SCOPE OF WORK OPERATI ONS SUPERVI SED: Measures three aspects of supervision: the extent and
nature of the job's authority, the variety of work operations supervised, and the physica
di spersion and work location of the work force supervi sed. Each of the three aspects is
assigned a point value, these are totaled and the total is then converted by reference to
a conversion chart.



APPENDI X G
HOW TO CLASSI FY "M XED' JOBS

BACKGROUND: I n the current downsizing climte, supervisors are being required to adjust

j ob assignnents to assure nission acconplishnent with what is often proving to be a
shrinking work force. This situation often results in the need to create jobs that are a
m x of occupations and/or grade |levels and even a m x of blue collar and white collar

wor K.

UNDERSTANDI NG "M XED OCCUPATI ONS" JOBS: Sonetinmes the duties of a job cross occupational
lines, requiring skills, knowl edge and abilities in nore than one field. However, we mnust
sel ect a single occupational series when the job is ultimtely classified. How do we

deci de which series is the correct one? In general, we are guided by the follow ng
principl es:

1. In nost cases, we are guided by the "dom nant series" rule, which should be applied in
the foll ow ng order.

a. As the first option, classify the job to the series that represents the highest graded
duty.

b. In cases in which there is no grade disparity between najor duties, classify the job
based on which series represents the prinmary reason the job was established, which series
drives the predomi nant qualification requirenments, which series offers the primary sources
of recruitment, and which series represents the typical |ines of pronotion.

2. Sonetimes the work can be classified to a "conbined" series, that is one in which
closely related tasks of equal grade and equal enphasis are performed. Exanples of such
series are Adnministrative Oficer, Secretary, Cerk-Typist and the |iKke.

3. Another option is to classify the work to a general series, like those ending in "01."
But be careful of this option. As a rule, we don't use the "01" series if there is nore
than one grade | evel difference between work classified in the series involved or if
information in the classification standard prohibits its use.

4. Fundanental to these principles is ensuring a percentage of tine is affixed to each
maj or duty in the Position Description. If nothing else, percentages often identify
"primary" duties and facilitate maki ng good cl assification deci sions.

UNDERSTANDI NG "M XED GRADE" JOBS: As noted, we are seeing nore and nore jobs which involve
different grade levels of work. As a general rule, one grades Federal Wage System (FW5)
jobs to the highest grade |evel of work perforned, regardless of the percentage of tine
spent on that duty. Normally, the sanme is true for white collar workers. However, the

O fice of Personnel Managenent requires that in order to grade a GS position to any grade
| evel, certain conditions must be net.

1. As a general rule, one classifies the job to the grade that occupies the mgjority of
t he enpl oyee's tine.

2. However, we are permtted to classify the job to the grade that occupies |less than the
majority of the tine when ALL of the followi ng are net:

a. The work is assigned to the position on a regular and recurring basis;

b. The duty in question occupies a significant and substantial portion of the enployee's
tinme, neaning at |east 25% of the enployee's tine; AND

c. The know edge and skill needed to performthe higher graded work would be required in
recruiting for the position if it becanme vacant. i.e., the higher |evel duties would
specifically be spelled out in a KSA on the job announcenent.

3. Work which is tenmporary, short-term carried out only in the absence of another, or
assigned solely for the purpose of training an enployee for higher |evel work cannot be
consi dered paranount for grade |evel purposes and generally is not included in the
Position Description



APPENDI X H
M SASSI GNVENTS: VWHAT TO DO

A m sassi gnnment occurs when an enpl oyee perfornms for |onger than 30 days major duties that
are not described in his/her Position Description. It also occurs when the enpl oyee does
not performthe major duties in the Position Description and/or when these major duties
are overstated or exaggerated. A nisassignnent should be avoi ded, but once di scovered,
nmust be corrected. This paper is designed to bring sone basic fundanentals to your
attention so that m sassignnents do not beconme conmon practice

Supervi sors should periodically review enpl oyees' Position Descriptions to ensure that

t hese docunents accurately reflect duties assigned and being perfornmed. As a m ni num
descriptions should be reviewed at |east annually, generally during the annual perfornance
eval uation process.

When maj or duty inaccuracies are found, the supervisor should determ ne what kind of
personnel action is appropriate to correct the problem Each case should be discussed with
your personnel advisor to determ ne whether tenporary pronotions, details, tenporary
reassi gnments or an appropriate permanent action should be initiated. Wen the affected
enpl oyees are part of a bargaining unit, you should also be aware of and comply with the
provi sions of the negotiated agreenent.

Soneti mes supervisors think that "Perfornms other duties as assigned" can be used to excuse
maj or Position Description inaccuracies. A few words on this matter should clarify the
intent of this statenent. Departnent of Army requires that "Perforns other duties as
assigned" be placed in all civilian Position Descriptions to establish the principle that
duty assignments are not limted by the content of the Position Description. In other
words, it permts supervisors to assign work which nmay be one-tine, irregular, or done on
an "as required" or energency basis. However, this statenent does not relieve the
supervi sor of his/her responsibility for accurate and current Position Descriptions. In no
case should "Performs other duties as assigned" be used in place of an accurately

descri bed set of nmjor duties and/or regular and recurring tasks. (See appendix C for
addi ti onal discussion of "Performs other duties as assigned.")



APPENDI X |

HAZARDOUS DUTY PAY (HDP) AND ENVI RONVENTAL DI FFERENTI AL PAY
( EDP)

GENERAL BACKGROUND | NFORVATION: It is generally the policy of all Commanders that hazards,
physi cal hardshi ps and working conditions of an unusually severe nature be reduced to the
| owest practical level or elimnated. Many m ssion tasks nake such a goal very difficult
to achieve. In those instances where hazards, physical hardships or severe working
conditions cannot be elimnated and when other programrequirenents are net, supervisors
have the responsibility and authority to initiate paynent of Environmental Differential
Pay (EDP) or Hazardous Duty Pay (HDP).

HAZARDOUS DUTY PAY ( HDP)

Applies only to GS enpl oyees.
Duty nust be listed in an OPM aut horized cat egory.
Duty nust be assigned and authorized by nmanagenent (not vol unteered).

Differential cannot be paid if the duty has been taken into account in the classification
of the job, except under certain |imted conditions.

Differential is not payable if the hazard has been practically elininated through the use
of safety devices, procedures or engineering controls.

Differential is normally 25% of the rate of the enployee's basic pay and it is paid for
all hours in a duty status on the day the hazardous duty was worked, regardless of the
| ength of exposure to the hazard.

(The nobst current guidance on HDP can be found in 5CFR 550.901, Subpart 1 "Pay for Duty
I nvol vi ng Physi cal Hardship or Hazard" and is anplified by information in OPMs Attachnent
to Provisional Notice 550-1 dated June 29, 1994.)

ENVI RONVENTAL DI FFERENTI AL PAY ( EDP)
Applies only to enployees in Federal Wage System (e.g. W5 W, W5 WD, WN, etc.)

Pai d when an enpl oyee is exposed to a hazard, physical hardship or working condition of an
unusual |y severe nature listed in an OPM authori zed category; does not matter if taken
i nto account when job was classified.

Sone pay is automatic when definition is net; others are payable only if protective
devices or clothing have not practically elimnated the hazard.

Rate of pay generally is 4% or 8% of W5 10, step 2. Depending on the type of hazard or
wor ki ng condition, the enployee is paid either for all hours in a duty status or a m ni num
of 1 hour and in increnents of 15 minutes beyond one hour

ADDI TI ONAL EDP/ HDP | NFORVATI ON

Supervi sors who authorize or approve paynent of differentials are urged to carefully and
diligently exercise their authorities and to be aware of and observe the requirenents and
provi si ons of governing regulations. As with many facets of the new "power down"

phil osophy in DA, the correct and | egal adm nistration of EDP and HDP rests in |arge
nmeasure on the integrity and honesty of first |line supervisors. It would be well for al
supervi sors to renenber that tax dollars are paying these differentials and, as taxpayers,
it is in our best interest to assure that differentials are paid only when warranted by

n ssion requirenents.



As an internal control nmechanism Commanders night want to include the proper

adm ni stration of EDP and HDP in the perfornmance standards of supervisors who regularly
deal with these matters. Conplete procedural and progranmmatic infornation about these
prograns can be found in the installation inplenenting regulations. The CPAC advi sor
shoul d be consulted for specific information about these processes and/or if there are
guesti ons about these prograns.



APPENDI X J

VWHEN YOU REVI EW A FACTOR |V FACT SHEET

(FOR ONLY THOSE PGCSI TI ONS WHERE THE EMPLOYEE' S QUALI FI CATI ONS AND
SCI ENTI FI C CONTRI BUTI ONS MUST BE EVALUATED BY SUCH POSI TI ON CLASSI FI CATI ON
STANDARDS AS THE RESEARCH GRADE EVALUATI ON GUI DE)

BACKGROUND: Enpl oyees who are eval uated by a classification standard which assesses their
scientific credentials and contributions (usually those engaged in research or

experi mental devel opnent tasks) use a docunent nornally referred to as the "Factor IV
fact sheet or Qualifications Brief. Such docunents can also be used to assist in grading
ot her kinds of scientific or engineering work or high graded technician positions. These
submi ssions are often reviewed and rated by a panel of subject-matter experts. The

foll owi ng can be used when revi ewi ng enpl oyees' fact sheets to ensure critical itens are
i ncl uded.

1. Does the format follow the recomrended outline in the governing regulation or
standard operating procedure?

2. Are the pages numnbered?
3. Is information in the experience section brief but accurate?

4. Does your review of the enployee's contributions reveal what you believe to be
an accurate and conplete picture of what the enpl oyee has done for the field, the
| aboratory and the Arny?

5. Are the publications presented in the correct format with percentages of tine
and dates included? Do the authors appear in an order consistent with noted percentages
and/ or requirenents of the publication?

6. Did the enployee include his/her publications under the correct headi ng? (For
i nstance, sone |aboratories specify that in order to be called "Open Literature", the
articlel/publication has been reviewed, judged or in sone other way subjected to refereed
pre-publication eval uation.)

7. Did the enployee include under the "Patents, Inventions" headi ng any novel
uni que or one-of-a-kind techni que or process?

8. Did the enployee include topic, purpose, date and audi ence of significant
presentations?

9. Did the enployee include topic, date and recipient of his/her significant
consul tations?

10. Are citations presented as outlined in governing regul ati on? (Nane, date,
| ocation and substance of citation are included. This section nornally does NOT include
awards and letters of appreciation).

11. Did the enployee include in his/her list of awards the basis for the award?
(Does not apply to obvious situations |ike SSPAs, Exceptional Performance Awards, etc.)
Are awards dated?

12. Did you review ALL naterial in the docunment to assure that NO cl assified or
other privileged information is included?



OTHER THI NGS TO REMEMBER/ LOOK QUT FOR WHEN REVI EW NG THE FACTOR 1V:

1. If a supervisor's addendum or executive sunmmary is used, it should be prepared in such
a way that the panel can determ ne how the supervisor views the enployee's value to the
organi zation. It is particularly helpful if sone exanples are provided of how a tricky or
especially conpl ex i ssue was addressed and sol ved, and/or that note is made of those

i nstances where the results are particularly significant to the technical area, of val ue
to the government or to science in general. Also, if the work results open up interesting
or inportant new avenues for others to pursue this should be stated in the fact sheet or
ot her supporting docunent such as the supervisory addendum

2. It is in the enployee's best interests to have a Factor IV that is as brief as possible
but as long as necessary to describe the work and contri buti ons made. Wen you revi ew

t hese docunents, please renmenber that the panel nornally focuses its attention mainly on
the last 3-5 years. Therefore, the work/contributions nade prior to this tinme can normally
be conpressed and nade nore brief than the work which is current. Al so when you review
your enpl oyee's Factor |V subm ssion, be aware of statenents which are exaggerated; it is
important that the witer maintain credibility.

3. There have been many conments nade by panel nenbers over the years concerning the
conversion of "outside" publications into governnent reports. Keep this in mnd as you
oversee the work of research or experinental devel opment enpl oyees and encourage themto
convert "outside" issuances into governnental |iterature whenever possible.

4. Be sure to check that all significant acconplishnents are dated!



APPENDI X K
HAVE A PGSI TI ON REVI EVNED
PREPARE FOR A CLASSI FI CATI ON | NTERVI EW

HOW TO PREPARE FOR A CLASSI FI CATI ON | NTERVI EW

BACKGROUND: Jobs are constantly changi ng; new prograns, tools, and procedures as well as
changes in organi zational arrangenent and enhancenents to enployee skills all mght affect
how duti es are assigned and how they are carried out. Many tinmes, the changes brought
about by these forces are subtle or happen so gradually that their inmpact is not readily
apparent. As a result, supervisors may need soneone trained in job analysis to exam ne a
particul ar position to determ ne whether changes in duties are significant enough to
requi re changing the content or classification of the job. Such a reviewis nornally done
by the CPOC Position Classification Specialist.

| NTERVI EW PROCESS: Under standi ng what is involved in carrying out a particular job
requires detailed infornmation on such things as how the work is carried out, what steps
one goes through to produce a product, and what kind of supervision is exercised over the
enpl oyee doing this work. Qbviously, the very best way to gather such infornationis to
talk to the person who does these duties and to that enployee's supervisor

A classification interview can be conducted over the phone or at the enpl oyee's work site.
During the interview the classifier will ask the enployee a variety of questions nornally
beginning with the duties in Position Description of record or in a draft revised Position
Description provided by the supervisor.

The following are typically the questions that are asked:

What do you do?

How do you do it?

Wiy do you do it?

What skills/abilities/know edge are required to carry this task out?

How nmuch tine does it take? How often do you do this?

Who supervi ses you? How i s that supervision exercised?

What deci sions do you nake? What error controls exist?

What is the nost conplex part of your job?

Who do you contact in the course of your work? For what purpose(s)?

HELPFUL HI NTS:

Put your best foot forward; the interviewis not a tinme to be nodest (or to be boastful.)
The classifier will want to | eave with a clear understandi ng of what you do and how you do
it. As a result, avoid using the pronoun "we" to describe what you do; instead clearly

i dentify your personal contributions and work tasks.

Oten it is helpful to focus in on the things that have changed recently in your work
assignment and to point out the newdifferent skills you now nust apply in order to get

t he work acconpli shed.

When possi bl e, have exanples of your work to show or to discuss with the interviewer.



Be prepared for the interview The best way to do this is to review your current Position
Description, go over the revised or draft Position Description your supervisor has
prepared, and nake notes of the nmmjor tasks and responsibilities you' ve acconplished
during the preceding 6-12 nonths. During the interview, you can refer to this Iist when
you and the classifier talk.

Remenber, a position inquiry is not designed to evaluate how well you are perform ng your
tasks. It is being done in order to see if the work you do is properly described in your
current Position Description and to deternine if the title, series and grade are correct.

AFTER THE | NTERVI EW The classifier will analyze the information gained fromthe
interview, as well as all other pertinent infornation, and will provide the supervisor
wi th advice and recomendati ons on whether a new Position Description is required and/or
what grade, title and occupational series are proper for the duties involved. The
supervi sor who has been del egated classification authority can either accept the
classifier's advice or he/she can elect to classify the duties hinmfherself. In either
case, duties are classified by reference to appropriate classification or job grading
standards. (See Appendix D for nore infornmation on the classification process).




APPENDI X L
EMPLOYEE CLASSI FI CATI ON COVPLAI NT AND APPEAL PROCESS

1. CGENERAL | NFORMVATI ON AND BACKGROUND:

a. Before initiating a classification appeal, either informal or fornmal, the enpl oyee
should go to his/her supervisor with any questions and/or conplaints regarding
classification matters. The supervisor should initially ensure that a clear understandi ng
exi sts regarding the duties and responsibilities assigned to the enployee and that the
position description/core docunment adequately reflects such infornation. Supervisors
should be faniliar enough with the classification standards and the basis of the
classification decisions applied to positions under their control to be able to provide
initial explanation to the enpl oyee.

b. Supervisors are responsible for attenpting to resolve enployee's dissatisfaction with
classification matters infornmally, if this is possible. For instance, when the enpl oyee
rai ses questions about the classification of his/her position, the supervisor should
consult with the CPAC Advisor in order to learn howthe job is classified and how or
whet her the enpl oyee's issues can be addressed. Appropriate assistance can be obtai ned
fromthe CPOC classifier as well.

c. The enployee may initiate a witten request to the supervisor for an infornmal review of
the classification of his/her position based on the duties and responsibilities in the
position. The classification refers to the title, pay plan, series, and/or grade assigned
to that position. This request for an infornal review may result in a personne
specialist's conducting an on-site audit of the position to ensure the position
description/core docunent is adequate and the classification is accurate. Wen al

infornal efforts have been exhausted and the enployee still disagrees with the
classification, the supervisor should advise the enpl oyee concerning fornal classification
appeal procedures.

d. Aformal classification appeal would result in a fornmal audit/review of the position by
a personnel specialist to ensure the position description/core docunent is adequate and
that the classification is accurate. During the appeal process the title, occupationa
series, grade and/or pay plan of the position would be determnmi ned. An enpl oyee cannot
appeal the follow ng:

e Assigned duties and responsibilities

e Details

e Standards or guides used to classify the position
e Proposed deci sions or actions

e Previous appeal decisions

e (Cassification of another enployee's job

e. There are different procedures which General Schedule (GS) and Federal WAge System
(FW5) enpl oyees nust foll ow when submitting an appeal. Notw t hstandi ng the gui dance
outlined below, all appeals nust foll ow the appeal process outlined in the enployees
negoti ated | abor agreenment, where applicable.

2. GS enpl oyees have the option of appealing within DOD or appealing directly to the
O fice of Personnel Managenent (OPM)

a. APPEALS WTHIN DOD: If the enployee elects to file under these procedures, he/she nust
submit a witten appeal through his/her chain of command to the installation Gvilian
Personnel Advisory Center (CPAC). Appeals will then be forward to the regional Civilian
Personnel Operations Center (CPOC) for addition of material needed to adjudicate the
appeal (copy of Position Description, evaluation statenment, organizational information,



etc.). Packages are then sent to the office at DOD where they are decided. If the DoD
decision is favorable, the classification appeal is closed. |If unfavorable, the appeal
with the DoD appellate decision, is forwarded to the Ofice of Personnel Managenent (OPM.

b. APPEALS TO OPM A classification appeal may be sent directly to OPMor it may be sent
to OPM after the DOD appeal decision has been rendered. Decisions nade by OPM are fina

and cannot be appeal ed el sewhere. |If the enpl oyee elects to appeal to OPM he/she shoul d
file a witten statenment of the facts to the regional OPMoffice that services the
installation. It is suggested that the enpl oyee contact the | ocal CPAC for the appropriate
OPM address. Appeals to OPMare final with no further appeal rights available to the

enpl oyee.

3. FWs (WG, W, W5, WD, WN, etc.) enployees nust appeal first within DOD. Appeals should
be sent to the installation or servicing CPAC as outlined in paragraph 2a above. If the
enpl oyee is dissatisfied with the DOD deci sion, he/she may appeal to OPM and should foll ow
the directions outlined in paragraph 2b above.

4. Appellants and their designated representatives nay reasonably draw upon the CPAC and
CPOC for assistance of a regulatory and procedural nature and they nay exam ne such
classification standards and records as are pertinent to their cases. The managenent team
assists in preparing the case file to defend the classification decision and would be
required to support DoD and OPM final decisions on classification appeals.



