GLOSSARY OF CLASSIFICATION TERMS

Amendment(s)
Written statement of changes in major duties of a position already classified, where the changes are important but not sufficient to warrant completely rewriting the existing position description, and reclassifying it.

Analysis
Phase of classification which requires critical examination of facts about a position and interpretation of the facts in light of the classification criteria.

Benchmarks
Point rated position descriptions, each representing a class of positions.

Blue Collar Position
A trade, craft, or laborer-type position, covered by PL 92-392, the Henderson Act, now codified into CH.53 of Title 5. Wage grade position of Federal Wage System (FWS) position are preferred terms.

Career Ladder
Refers to a position with established grade progression to a target journeyman grade.

Civilian Personnel DON
Instructions (CPI) which supplement the Federal Personnel Manual

Policy Instructions

Classification
A method of sorting and grouping positions by type and level of work to place a position in a class according to pay plan, series, class title, and grade level.

Classification Standards
Controlling guides used by classification Standards
authorities to place position in classes.  They consist of Office of Personnel Management standards, and, in the Navy, standards and guides issued or approved by the Special Assistant for Civilian Personnel Policy/Equal Employment Opportunity.

Evaluation
Phase of classification which involves making a classification judgment regarding a position.

Fact-Finding
Phase of classification which involves gathering all necessary information pertaining to a position.  

Factor Evaluation System
A classification (evaluation) system for System non-supervisory General Schedule positions under which positions are evaluated in terms of the same nine aspects or “factors”, using a specific numerical point-rating system.

Factors
A specific element which, by the extent of its presence or absence, causes one position to be more or less difficult and responsible than another.

Federal Personnel Manual
Official Office of Personnel Management (OPM) publication which contains federal regulations and guidance.

Federal Wage System 
The pay system applicable to Appropriated (FWS) Fund and Non-appropriated Fund (NAF) employees in recognized trades or crafts, or other skilled mechanical crafts, or in unskilled, semiskilled, or skilled 
manual-labor occupations, and other employees including leaders, foremen, and general foremen in positions having 
trade, craft, or laboring experience and knowledge as the paramount requirement.  Such positions are exempt from coverage by Chapter 51 of 5 U.S. Code. Public Law 92-392 (Henderson Act) covers FWS employees.

General Schedule
The pay system applicable to positions of which require knowledge and experience of an administrative, clerical, scientific, artistic, or technical nature not connected with trades and crafts. GS positions are subject to Chapter 51, Title 5 of the U.S. Code. Also applies to positions covered under the Merit Pay system and identified with the prefix “GM”.

Grade
All classes of positions which, although different in kind or subject matter are basically equivalent in (1) level of difficulty and (2) level of qualification requirements. This equivalency warrants including such position classes in one range of basic compensation rates. These rates are specified in the compensation schedules





of the Classification Act.

Identical-Additional (IA)
A position which is identical to another position already classified or proposed for classification, and located within the same activity and organizational subdivision.

Interim Position

A temporary position established identical to an existing position.

Interim positions provide for the replacement of the incumbent of an existing position who is, or will soon be, on extended leave, or who is about to vacate his or her position.

Job
A composite of all Federal Wage System positions of a specific type.

Major Duty
Any task or responsibility or group of closely related tasks or responsibilities of a position which have all of the

following characteristics:

(1)
is used to determine qualification requirements for employment in the position

(2)
occupies a significant amount of the employee’s time (10% or more)

(3)
is a regular or recurring duty

Minor Duty
Any incidental or miscellaneous duty or responsibility or group of closely related duties or responsibilities of a position which has both the following characteristics:

(1)
is not a determinant of a qualification requirement for employment in the position

(2)
it does not occupy a significant amount of the employee’s time (usually less than 10%)

Mission Statement

A statement of the objectives and purposes of an organization, as

established by higher authority 

Mixed Grade


A position having characteristics of more than one grade.

Mixed Series


A position having characteristics of more than one series.

Occupational Group
A major subdivision of the General Schedule covering an entire occupational family, e.g., GS-800, Engineering and Architecture Group.

Office of Personnel

Central coordinating and control agency for administration of Management (OPM)

classification standards.

Optional Form 8
A form developed by the Office of Personnel Management for use as a cover sheet for position descriptions or job descriptions. This form replaces NAVSO 12510/7.

Paramount Requirement
The most importance requirement for the performance of the primary duty or responsibility for which a position was created.

Pay Plan
A plan by which positions, as previously arranged under a classification plan are evaluated in terms of pay scales for each class of positions, and for which a code of rules governing the installation, amendment, and administration of the pay plan is included.

Position
A specific civilian office/station/job, 
whether occupied or vacant, consisting of all the current duties and responsibilities assigned or delegated by a competent authority and requiring the full or part-time employment of one person.

Position Description

An official written statement of the major duties, responsibilities,

qualification requirements and supervisory relationships of a   position.  The primary purpose of the position description is to serve as a basis for the classification of the position.

Random Method 
A method used to describe position duties without regard to any order of their performance.

Reclassification

A change in the classification of a position, due to a correction of a

classification error or a change in the classification standards.

Recruitment
The process of obtaining a supply of qualified eligibles for employment in the Federal Service.

Responsibility
Employee accountability for procedures, plans, policies or assigned duties, and the employee’s obligation to fulfill his

or her assigned duties according to the orders received from higher authority.

Sequence Method
A method used to describe position duties in the proper order in which the duties are performed.

Series
A group of classes of positions which are of different grade levels but are engaged in one kind of work.

Standard Position

A description of duties and responsibilities representative of a

Description
number of positions existing at the organization under one command or activity.

Standards


See “Classification Standards”

Statement of Differences
An abbreviated position description that may be prepared when a position is similar, but not identical to another existing classified position.

Title



The official title/name given a position.

Traditional Narrative
A classification system under which positions are described and evaluated in terms of eight factors traditionally recognized as significant.

Wage Grade (WG)

A pay plan under the Federal Wage System (FWS) for non-

supervisory workers.

Wage Leaders (WL)
A play plan under the Federal Wage System (FWS) for employees who lead and perform work, but do not have the degree of

responsibility as a supervisor.

Wage Supervisor (WS)
A pay plan, under Federal Wage System  (FWS), for employees with full with supervisory responsibility.

White Collar Employee
An employee performing Administrative, job Scientific, Professional, Technical or clerical work. Same as “General Schedule” employee.

