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SECTION 302  POSITION/JOB DESCRIPTIONS

1.  Policy.  It is the policy of the DON that in carrying out its responsibilities, each activity must prepare a written description of duties and responsibilities of each position that is established or changed, and ensure that the position is classified in accordance with applicable laws and regulations.

2.  Discussion
    a.  A description is an official record/report of the duties and responsibilities (including percentages of time) assigned to a position by competent authority.  (Descriptions that cover white collar positions are called position descriptions, and descriptions that cover blue collar positions are called job descriptions.)  A description is considered adequate if the information provided is sufficient to justify the title, series and grade for its proper classification.  It should contain information as to the primary purpose of the position, its location in the activity, the kind and degree of supervisory-subordinate relationships, physical/environmental conditions, if applicable, qualification requirements, and other significant and pertinent information as appropriate.

    b.  All white collar positions in occupations with Factor Evaluation System (FES) standards must be described in the FES format.  Activities have the option of requiring the FES format for describing positions that will be classified by using non-FES classification standards.  The percentage of time of each major duty must be identified.  The requirement for percentages is significantly important in the classification of mixed grade positions.

    c.  Operating officials and supervisors have a continuing responsibility for ensuring that descriptions are prepared when required, that they are kept current and accurate, and that 

employees have access to their descriptions.  Cognizant line management is fully and exclusively responsible for deciding duties and responsibilities of each position.  Line management may add, remove, or change assignments at any time.  Descriptions do not control assignments; instead, they report the current assignments and the organizational design of positions.  Supervisors may direct and assign specific tasks, which are not reflected in the description.  Should such tasks 

become “major duties,” the description must be modified to incorporate these tasks.  Since management controls assignments, and the description is a report of the assignments, an employee cannot refuse to do work that is reasonably assigned because it is not in the position/job description (PD/JD).  The only requirement in making unexpected assignments is that the employee be completely capable of performing the task without being a hazard.  Work that requires a special license or skill that is not possessed by the individual should not be assigned.

    d.  There are a number of circumstances that would require the preparation of descriptions and initiation of classification actions:

        (1) When an activity wishes to establish a new position;

        (2) When the major duties of the position, filled or vacant, have changed materially since the position was last classified;

        (3) When a position, filled or vacant, is being transferred from one organization to another, either within the same activity or between activities, except when (a) it can be determined that the duties of the position will not change materially as a result of the transfer, or (b) the probable operation of the position in its new location is too uncertain to permit writing a new description which would be substantially more accurate than the existing description;

        (4) When an activity wishes to establish a temporary position for a former employee exercising reemployment rights.  If the position last held by the employee at the activity has been canceled or is not immediately available, and another position of like status and pay is not available, the activity may, for a period not exceeding 90 days, create a temporary position by reestablishing the position to which the former 

employee had last occupied or by establishing a temporary new position of like status and pay;

        (5) Any other appropriate circumstance such as rewrites of positions in a prescribed format due to publication of new classification standards.

    e.  Before an employee can be hired or assigned to a position, that position must be established, certified and classified utilizing the most recent standards/guides.

    f.  The official PD/JD file (original) is maintained by the HRO for Managing to Payroll (MTP) commands and the HRSC Pacific Region for Non-MTP commands.

3.  Responsibility
    a.  Management is responsible for the preparation of descriptions within its organizational unit.  To meet legal requirements, descriptions must be factually correct and must be kept current.  If a description meets these objectives, it is of little consequence who actually writes it.  Appendices A through D provide specific instructions for preparing descriptions.

    b.  If the work of a position is being regularly performed by one person, that person is an important source of information about the position.  Therefore, a widespread practice is to have the employee either write the description or participate in its preparation.

    c.  Regardless of who has written a description, the supervisor will review it for adequacy of information, clarity, and accuracy.  An erroneous concept that the employee may have about the scope of the work, the degree of responsibility, or the relationship of the position to other positions, must be corrected.  Every attempt should be made with the employee to reach a clear understanding of the duties and responsibilities of the position.  Ultimately, it is the supervisor or higher level of management, who determines the duties and responsibilities of the position.

    d.  If, as a result of a desk audit or other fact-finding method, the reviewer finds inconsistencies between the duties and responsibilities described in the description and those 

actually performed by the employee, they shall be brought to the attention of appropriate levels of management.  The supervisor or manager has the responsibility to correct the inconsistency.

    e.  Copies of organizational charts shall be provided to the HRO Personnel Advisor whenever they are prepared and/or whenever 

the Personnel Advisor requires them for actions such as reorganizations, realignments, and position management meetings.

    f.  The assignment of duties or the content of positions is not grievable under either negotiated or administrative grievance procedures.  In the event of a disagreement between the employee and the supervisor over whether the description accurately reflects the duties and responsibilities being assigned to the position, the employee can use the appropriate grievance procedure to resolve the issue.  Employees included in collective bargaining units, for which there are negotiated agreements, may grieve the accuracy of the description by means of the negotiated grievance procedures, unless the issue is excluded from the procedure under the terms of the agreement.   Employees who are not members of collective bargaining units may grieve through the administrative grievance procedure.

    g.  If an employee has assumed duties not specifically assigned to him/her, or if assignments have been discontinued or otherwise performed differently than directed by the supervisor, failure on the part of the supervisor to control the employee’s action must be interpreted as giving tacit consent to the change the employee has made to the position.  Changes that take place in this manner must be reflected in a new or revised description and certified by the supervisor. 

4.  Procedures
    a.  Each description submitted for classification action must be accompanied by a signed, certified, and dated cover sheet, Optional Form 8. 

    b.  Each description shall be certified in Item 20a by the person who occupies the first level of responsible supervision over the position.  That person is ordinarily the one who assigns tasks to the position, gives instructions, and reviews the finished work.  He/she may be either civilian or military.

    c.  Activities have the option of requiring certification by a higher echelon supervisor in Item 20b.

    d.  Any supervisor or employee, who certifies a description as current and accurate when he/she knows that such is not the case, is participating in the falsification of a government 

document.  Additionally, such action may lead to the misallocation of public funds and may constitute grounds for disciplinary and/or legal action.

    e.  Activity-designated classifiers; principal classifiers or designees will sign item 21 certifying the classification accuracy of the Title, Series and Grade of the classified position.



APPENDIX A

INSTRUCTIONS FOR PREPARING

POSITION DESCRIPTIONS UNDER THE FACTOR EVALUATION SYSTEM (FES)

A.  INTRODUCTION

      This instruction covers position descriptions (PD’s) for nonsupervisory General Schedule (GS) positions.  It provides guidance on:

    ( Sources of available information and facts to obtain before starting to write a PD;

    ( 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.

     A PD should contain sufficient information to permit proper classification of the position; determination of exempt or nonexempt status under the Fair Labor Standards Act; and determination of the relevant factors important to recruitment.  For classification under FES, a PD must be in the FES factor format described in this instruction.

     An outline for a PD and a sample PD is provided at the end of the instruction.

B.  GENERAL STEPS IN PREPARING PD’s

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

Step 1: Before starting to write the PD, review this instruction against the position being described to gain an understanding of:

    ( The kinds of information and factors used in describing the PD; and

    ( How the factors relate to the specific duties and responsibilities of the position being described.

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

    ( Gather information about the position from employees and other individuals knowledgeable of the work to be performed;

    ( Review existing PD’s;

    ( Observe work in progress;

    ( Review technical manuals or charts;

    ( Review organizational or program material; or

    ( Review questionnaires or lists of duties prepared by employees and other appropriate activity personnel (often helpful in working with large numbers of similar positions to

determine likeness and grouping together for coverage by single PD’s).

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

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

Step 5:  Determine/obtain agreement on the completeness and accuracy of the PD.  Resolve differences of opinion, if any, and obtain signatures.

      In signing a PD, the supervisor(s) certifies to its accuracy on Position Description, Optional Form 8, as follows:

      “I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that the position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to 

appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes or their implementing regulations.”

     Although other supervisors may not sign the PD, if they propose or approve official statements of duties and responsibilities, they are, in effect, attesting to this certification.

C.  WRITING FES DUTIES STATEMENTS

     The duties section of the PD should give an overall view of the position and is preceded by an introductory paragraph or sentence describing the general characteristics of the position and its organization relationships; for example; “performs the department’s administrative audit of vouchers” or “performs nursing care in the Outpatient Clinic.”

     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.  Include percentages of time spent on each major duty according to functions.

     Try to use active verbs, for example:

    ( Balances cash in register against the total on register tape, locating and correcting errors.

    ( Types memoranda, letters, and reports in final from handwritten notes.

    ( Designs artwork for multicolor posters to meet specified needs of requestors.

    ( Posts test scores to record cards.

    ( Establishes food standards and plans regular menus complying with nutritional and cost allocations.

    ( Develops plans, specifications, and estimates for urban expressways with separated intersections, dividing strips, weaving lanes, and ramps.

D.  DESCRIBING FES FACTORS

      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.

     Most of the nine FES evaluation factors have two or more parts (underlying concepts or subfactors) as shown in the outline for a PD on page 302-20.  The following suggestions for writing the factors are in the same sequence as the outline.

      IMPORTANT:  When a position has two or more distinctly different kinds of levels of work, each must be evaluated separately and the highest grade for classification is determined.  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 of 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 of level of work when the differences can be explained in a sentence or phrase.  Refer to Section 304, Shortcut Procedures, and Statement of Difference.

Factor 1, Knowledge Required by the Position

     What levels of knowledge 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 this knowledge and skill are used in doing the work.

Knowledge Example #1



Engineer

a.  Kind of knowledge:
A professional knowledge of the theories, principles, practices, and techniques of civil engineering.

b.  How used:
(to design flood control structures such as high retaining walls and closed box channels.)

Knowledge Example #2
Clerk

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

b.  How used:
(to record and report medical information such as x-rays and test results.)

Knowledge Example #3
Clerk-Typist

a.  Kind of Knowledge:
Knowledge of English grammar, spelling, and punctuation.

b.  How use:
(to correct obvious errors in material being typed.)

     Sometimes, it is easier to describe a requirement as a skill rather than as a knowledge.  A knowledge exists before skill can be demonstrated, for example:  proficiency through practice to show “skill in typing.”  Skills (as used for FES) usually can be observed, that is, you can see a person type and review the typed material easily to decide that the person has “knowledge of the typewriter keyboard.”  Therefore, it is common practice to describe skills associated with a certain dexterity as shown below.

Skill Example #1



Voucher Examiner

a.  Kind of Skill:



Skill in using a calculator.

b.  How used:
(to compute totals, discounts, taxes, transportation changes, etc.)

Skill Example #2



Shorthand Reporter

a.  Kind of Skill:



Skill in taking dictation.

b.  How used:
(at higher speeds to provide verbatim transcriptions.)

     If you aren’t sure whether to describe a requirement as a knowledge or skill, describe it as a level of knowledge.

Additional “Tips” in Writing Factor 1

1.  Benchmarks and factor-level descriptions in the FES classification standard may be used as references for how knowledge is 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 PD’s unless there is documentation backup to prove that these requirements specifically apply to the position being described.

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

3.  Label 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 abreast of and exercise judgement 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 positions.  

     Professional occupations are identified as such in the series definition of the occupational standard.

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 qualification standards.  The qualification standard gives the minimum requirements needed for applicants.  Non-trainee PD’s describe the kind of knowledge and skills needed to perform the work satisfactorily after the “break-in” period.

6.  Avoid listing “abilities.”  For example, “ability to examine vouchers” is too vague to be used in evaluating Factor 1.  Instead, show what the employee has to know to do the examination.  The example below shows how two positions involving “ability to examine vouchers” would require different knowledge because of differences in what the employees do with the vouchers and the mental processes, insights, and understanding needed.



WRONG





BETTER
Ability to examine vouchers.

Knowledge of domestic travel

regulations to check vouchers for compliance and accuracy

of terminology.

Ability to examine vouchers

Knowledge of professional

and transportation accounts.

accounting concepts, 

principles, and theories to

audit the total accounting

system.

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; aspects of creativity involve Factor 2, Supervisory Controls, in the independence of action; Factor 3, Guidelines, in the judgment used; and Factor 5, Complexity, in the nature of item created.)

8.  After you have completed Factor 1, double-check the listed knowledge 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

“Supervisory Controls” has three parts:

    ( How the work is assigned;

    ( The employee’s responsibility for carrying out the work; and,

    ( How the work is reviewed.

    a.  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 with detailed instructions concerning how to do work; with suggestions for procedures; or with information only about the objective to be achieved, priorities, and deadlines.

    b.  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 do the work exactly as instructed; do routine assignments independently without specific instruction, refer situations not covered by instruction to supervisor, handle all work independently according to policies, previous training, or accepted practice; or resolve conflicts which arise by determining approaches to be taken and methodology to be used.    

    c.  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; detailed review of the finished work; spot-check of finished work for accuracy; or review only for adherence to policy.

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

Supervisory Controls Example #1, File Clerk

a.  How Work is Assigned:

The file room supervisor

assigns work, advises of changes of procedures, and is

available for assistance when required.

b.  Employee Responsibility:

(Routine work is performed

independently following set

procedures.)

c.  How Work is Reviewed:

The work is reviewed for

accuracy by spot-checking, the ease with which filed items are
found, and through complaints from users.

Supervisory Controls Example #2, Clerk-Stenographer

a.  How Work is Assigned:

The administrative law judge

dictates without interruption

and provides any special instructions that differ from normal procedures.

b.  Employee Responsibility:

(The clerk-stenographer

independently transcribes and collates material into final

form, with responsibility for format, word usage, and grammar.)

Supervisory Controls Example #3, Engineer

a.  How Work is Assigned:
The supervisor assigns work in terms of project objectives and basic priorities and is available for consultation in resolving 








controversial issues.

b.  Employee Responsibility:
(The engineer independently plans and
carries out the projects, selecting the

approaches and methods to be used in solving problems.)

c.  How Work is Reviewed:

Projects are reviewed to

determine that the








objectives are met and for

compliance with agency

policies and regulations.

Factor 3, Guidelines

The factor “Guidelines” has two parts:

    ( The nature of guidelines for performing the work; and,

    ( 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, and the CFR.  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; a CFR is available in the HRO, but may not apply to a particular personnel problem.

    b.  How much judgment is needed in using the guidelines?  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.  Below are examples:

Guidelines Example #1, File Clerk

a.  Guides:
Written and oral guides provide specific instructions for filing material.

b.  Judgment:



(A substantial portion of these

instructions is easily memorized and little interpretation is

necessary.  When instructions do not apply, the problem is referred to the supervisor.)

Guidelines Example #2, Engineer

a.  Guides:



Guidelines include agency

regulations and directives, manufacturers’ catalogs and 

handbooks, precedents, and files of previous projects.

b.  Judgment:
(While these guidelines are generally applicable, the engineer makes adaptations in dealing with problems such as limited funds or the need to modify the facility for loads and stresses not anticipated in the original design.)

Factor 4, Complexity

Complexity has three parts:

    ( The nature of the assignment;

    ( The difficulty in identifying what needs to be done; and

    ( The difficulty and originality involved in performing the work.

     Be sure to study the FES classification standard, if available, before describing this factor in the PD.  The kind of information needed to describe “Complexity” differs from occupation to occupation.

    a.  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.

    b.  What facts or conditions does the employee consider in identifying what need to be done?  The employees may have little or no choice about what needs to be done.  On the other hand, certain facts may have to be developed, checked, analyzed, interpreted, or evaluated by the employee before work progresses.  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.

    c.  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.

Explain the three parts of Complexity for the position being described.  Below are examples:

Complexity Example #1, Mail Clerk

a.  Nature of Assignment:
Opens, sorts, and routes mail

by general subject matter to

approximately 150 delivery

points and by specialized subject matter to
70-80 points.

b.  Identifying What Needs 
(Examines the content of a

    to be Done:
variety of materials to identify and associate subject matter with closely related technical units.)

c.  Difficulty and 


(Determines proper routing or

    Originality:


 other action to be taken.)

Complexity Example #2, Clerk-Stenographer

a.  Nature of Assignment:
In addition to taking and

transcribing dictation with highly specialized terminology from many different dictators, performs a variety of duties such as

collecting material for inclusion in the final copy.

b.  Identifying What Needs
(Checks apparent discrepancies of

    to be Done:


statements of fact in dictated

material by referring to source material in the file.)

c.  Difficulty and 


(Makes changes in wording to

    Originality:


clarify language and to insure

compliance with Bureau correspondence rules.)

Complexity Example #3, Engineer

a.  Nature of Assignment:
Projects involve developing

designs, plans, and specifications for plumbing, heating, ventilating, and air-conditioning systems for multi-story office buildings, hospitals, and 







similar structures.

b.  Identifying What Needs 
(Considers such factors as unusual

    to be Done:

      local conditions, increased

emphasis on energy conservation, and relationship of problems and practices in related engineering fields.)

c.  Difficulty and 


(Projects often require departing

    Originality:


from past
approaches and extending

Traditional techniques or

developing new ones to meet major objectives without compromising 

design and engineering principles.)

Factor 5, Scope and Effect

“Scope and Effect” has two parts:

    ( The purpose of the work; and,

    ( The impact of the work product or service.

     a.  What is the ultimate goal to be achieved in the position?  “Purpose of work” concerns the end objective such as conclusions reached, decision or recommendations made; treatment or service provided, reports written, results of tests or research performed, and approvals or denials made.  More specific examples are “to prepare statistical charts,” “to perform cross-match blood tests,” and “to make Voice-of-America (VOA) broadcasts.” 

NOTE:  This subfactor 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.  Factor 4 deals with “how” the work is done.

    b.  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 crossmatching of blood helps the physician in giving emergency treatment to patients; and many people in foreign countries depend on VOA broadcasts for reliable reporting of the world news.

Describe the impact of work that is performed the right way.  For example, for the Construction Analyst, the impact of the work might be described as:

     “The work contributes to the marketability, attractiveness, and structural soundness of housing and to the understanding and compliance with requirements for mortgage insurance.  Homeowners and lending institutions are protected against major deficiencies in construction or rehabilitation of housing.”

While specific credit cannot be provided for “possible consequences of error,” this element is considered indirectly.  It is inferred in the example that, when the Construction Analyst does not do the work properly, insurance might be approved for housing that does not meet the agency’s standards; that structurally unsound homes might be purchased resulting in possible death, injury or financial ruin; that housing might be constructed that is not marketable, etc.

When “responsibility for accuracy” is important in a position, it may also affect the complexity involved and special knowledge required to maintain a level of accuracy.  Below are examples:

Scope and Effect Example #1, File Clerk

a.  Purpose:

The purpose of the work is to


maintain control and reference files for incoming correspondence.

b.  Impact:



(This work contributes to the

efficiency of daily operations of the Bureau.)



Scope and Effect Example #2, Engineer

a.  Purpose:
The technical expertise provided by the engineer.

b.  Impact:



(Affects the designs of mechanical

systems aboard floating plants and

equipment used in dredging activities throughout the agency 

nationwide.)

Factor 6, Personal Contacts

    “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” of the people contacted to the employee.  Different kinds of contacts might be coworkers on the same project, patients receiving treatment, applicants seeking jobs, students in a class, immigrants entering the U.S.A., manufacturers’ representatives selling products, contractors providing services, professors giving technical advice, and scientists consulting with other scientists.  If a scientist is treated in a hospital, the “work relationship” of the scientist to the nursing team is as a patient.  (Do not describe contacts with the supervisor because supervisory contacts are included under Factor 2.)

    Indicate if the people come from elsewhere or the contacts occur 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 the role or authority of the people contacted, or the use of different ground rules for different contacts.

Below are examples:

Personal Contacts Example #1, Mail Clerk

Contacts are the coworkers, personnel on the mail route in units throughout the installation, and U.S. Postal Service employees who deliver mail to the unit.

Personal Contacts Example #2, Engineer

Intra-agency personal contacts include other engineers and architects on the base, procurement personnel, officials and managers of the user services, and headquarters engineering experts who approve construction projects.  Meets with architect-engineer firms, contractors, and manufacturers involved in providing supplies/services for construction projects at the work site and their places of business.

Factor 7, Purpose of Contacts

    “Purpose of Contacts” is a one-part factor.

    Explain the purpose of the personal contacts described in Factor 6, for example:  to give or exchange information; to resolve problems; to provide service; motivate, influence, or interrogate persons; or to justify, defend, negotiate, or settle matters.  As appropriate, include other information which might affect the nature of the contacts, for example:  dealing with people who are skeptical, uncooperative, unreceptive, hostile (such as patients or inmates); and settling controversial issues or arriving at compromise solutions with people who have different viewpoints, goals, or objectives.  Below are examples:

Purpose of Contacts Example #1, Mail Clerk

The personal contacts involve exchange of information regarding the processing, delivering or dispatching mail.

Purpose of Contacts Example #2, Shorthand Reporter

Contacts are made to arrange for recording the proceedings of the grand jury, identify attorneys, and secure seating charts.

Purpose of Contacts Example #3, Engineer

Resolves difficulties and controls the work performed by engineers within the offices.  Some persuasion may be necessary to obtain agreement on technical points and methods that 

conflict with those of other engineers.  Discusses contract requirements or developments with manufacturing concerns, architect-engineers and construction firms.

Factor 8, Physical Demands                                                     

    “Physical Demands” is a one-part factor.

    Describe the nature of physical demands placed on the employee such as climbing, lifting, pushing, balancing, stooping, kneeling, crouching, crawling, or reaching.  Indicate how often and how intense the activity is (prolonged standing requires more effort than intermittent standing, lifting up to ___ pounds).  Include any physical characteristics or special physical abilities needed such as specific agility or dexterity requirements.  Below are examples:

Physical Demands Example #1, Engineer

The work is mostly sedentary; however, some walking, bending, and climbing is required to inspect buildings at various stages of construction.

Physical Demands Example #2, Mine Inspector

Regularly conducts onsite inspections of underground coalmines.  Much of the time is spent walking, crouching, standing, carrying heavy sampling and testing equipment, and climbing high ladders to examine shafts.

Factor 9, Work Environment                                                   

    “Work Environment” is a one-part factor.

    Describe the physical surroundings in which the employee works (for example, in an office where there are normal, everyday risks, in a hospital where there is potential for roof falls, explosions, and fires) and any special safety regulations or precautions which must be observed to avoid mishaps or 

discomfort (for example, use of protective clothing or gear such as masks, gowns, coats, hard-toed boots, safety goggles, gloves, or shields).  Below are samples:

NOTE:  It is not necessary to describe normal everyday precautions such as use of safe work practices in an office, observance of fire regulations and traffic signals.

Work Environment Example #1, Clerk

The work is performed in an office setting.

Work Environment Example #2, Nursing Assistant

Rotates to various hospital wards.  Wears a surgical mask, gloves and/or gown, and uses special aseptic techniques when providing personal and nursing care to patients who have contagious diseases.

E.  PRESCRIBED FES FORMAT FOR PD’S

Major Duties

Factor 1, Knowledge Required by the Position

    ( Kind or nature of knowledge and skills needed; and

    ( How the knowledge and skills are used in doing the work.

Factor 2, Supervisory Controls

    ( How the work is assigned;

    ( The employee’s responsibility for carrying out the work; and

    ( How the work is reviewed.

Factor 3, Guidelines

    ( The nature of guidelines for performing the work; and

    ( Judgement needed to apply the guidelines or develop new guides.

Factor 4, Complexity

    ( Nature of the assignment;

    ( Difficulty in identifying what needed to be done; and

    ( Difficulty and originality involved in performing the work.

Factor 5, Scope and Effect

    ( Purpose of the work; and

    ( Impact of the work product or service.

Factor 6, Personal Contacts                                                       

     People and conditions under which contacts are made (except supervisors).

Factor 7, Purpose of Contacts

     Reason for contacts in Factor 6; skill needed to accomplish work through person-to-person activities.

Factor 8, Physical Demands

     The nature, frequency, intensity of physical activity.

Factor 9, Work Environment

     The risks and discomforts imposed by physical surroundings and the safety precautions necessary to avoid accidents or discomfort.

SAMPLE

FES POSITION DESCRIPTIONS FOR MAIL CLERK

(mark to show subfactors)

Major Duties

     Performs mail duties in the central mail processing office of the agency:

     Sorts incoming mail and issuances, including packages, telegrams, and special messages.  Selects and time-stamps designated mail items.  Verifies or secures enclosures.      45%

Sorts and racks mail by file designations or subject matter categories for attachment of required background information by 

the files section.  Loads incoming mail on delivery cart and delivers it.

     Picks up outgoing mail, checks for attachments

and calls attention of sender to obvious discrepancies.

Sorts mail picked up enroute for immediate delivery to succeeding mail stops.  Checks outgoing mail for

completeness and conformance to applicable                 45%

instructions and regulations, and sorts into various

categories (e.g., chain mail, stop mail, airmail,

registered, certified, foreign, etc.).  Wraps packages

and separates different classes of mail for delivery.

     Detaches file copies from outgoing mail

and routes to appropriate sources.                         10%

                                                                                                                                            Makes special messenger trips as requested.

Factor 1, Knowledge Required by the Position

     Knowledge of the functions, locations, and organizational components of the agency (to sort and deliver mail).  

     Knowledge of mail handling procedures (to time-stamp; obtain ground information; sort by category, file designation, or subject matter; wrap for mailing, and detach file copies).

Factor 2, Supervisory Controls

     The mail supervisor makes assignments, giving specific instructions on new or revised procedures to be used.  (The incumbent performs routine work on own initiative.)  Work is reviewed for conformance to the established requirements.  Promptness and accuracy of mail distribution is spot-checked.

Factor 3, Guidelines

     Mail distribution points and delivery schedules are reestablished and are updated frequently with changes in 

organization designation.  Mail-handling instructions are specific.  (The employee uses some judgment in expediting delivery to avoid undue delays, e.g. sorting and delivering enroute.)

Factor 4, Complexity                       

     The work involves recurring mail processing tasks, i. e., sorting, seeing that background material is attached or detached, and delivering mail to approximately 45 delivery points.  (Considers the category of mail or subject matter; identifies obvious discrepancies.)  Different categories of mail receive different treatment.

Factor 5, Scope and Effect

     Accuracy and reliability in the processing and flow of mail (facilities work accomplishment in the agency).

Factor 6, Personal Contacts

     Contacts are with employees in the immediate office and people within the building who are designated to receive and send mail.

Factor 7, Purpose of Contacts

     Contacts are for the purpose of exchanging factual information, reporting problems, making special or routine deliveries, and picking up mail.

Factor 8, Physical Demands

     The work involves considerable walking with pushing or pulling of delivery carts.  Packages lifted onto the carts occasionally weigh up to 25 pounds.

Factor 9, Work Environment
     The incumbent observes normal safety precautions while working in the mailroom and delivering mail throughout the office building.

APPENDIX B

INSTRUCTIONS FOR PREPARING 

GS SUPERVISORY POSITION DESCRIPTIONS

GENERAL INFORMATION

The person preparing the description should organize his/her thoughts about the position in terms of the outline in this instruction before starting to write.  Descriptions should be written in plain, clear language using short, factual statements.  General, indefinite terms and vague expressions should not be used.  Abbreviations, form numbers, and phrases which have no meaning outside the immediate office should not be used.  Conclusions or opinions about the difficulty of the work should not be given.  Descriptions prepared in accordance with these instructions will facilitate their processing and the classification of position.  Supervisory GS positions may also be written the FES nine-factor format; however, the preferred and simpler method is listed below.

POSITION DESCRIPTION FORMAT

A.  INTRODUCTION

State briefly the functions of the organizational unit in which the position is located and describe the purpose of the position.  One of two sentences should suffice for this part of the description.

B.  MAJOR DUTIES AND RESPONSIBLITIES

List each major duty separately and describe each briefly and clearly so that what is involved in its performance can be understood.  A major duty is any duty of a position which (1) is a determinant of a qualification requirement for employment in the position or (2) occupies a significant amount of the employee’s time (about 5 to 10 percent or more).  Ordinarily the duties and responsibilities should be listed in descending order of importance or in order of work sequence.  Give approximate percentage of time devoted to each major duty.

The description should also indicate the responsibilities of the position and the extent of authority for making decisions, 

recommendations, or official commitments; devising or revising ways of doing things; or persuading others to a course of action.

Supervisory responsibilities should be described separately and in a manner which will show clearly the nature and extent of the supervision, e.g., planning, assigning, and reviewing work.  Position title and grade should identify subordinate positions.  (Position numbers may also be shown if desired.)  If, in addition to civilians, the position has military subordinate positions, the number and rank/rate should be included.  Furthermore, the nature of supervisory direction and authority over those military personnel must be described, (i.e., is it both technical and administrative?)  This or a similar statement should be included in the description of supervisory responsibilities:

“Promotes and furthers the EEO Program assuring equal treatment of all subordinates in all areas of work and personnel management, including selections, assignments, training, promotions, details, discipline, awards and recognition, nominations to boards and committees, overtime assignments, etc., ensuring that all intern policies and practices within its own organization are consistent with EEO policies; and, participating in the development of the annual Affirmation Action Plan, as required.”  

C. FACTOR LEVELS

1. PROGRAM SCOPE AND EFFECT

This factor assesses the general complexity, breadth, and impact of the program areas and work directed, including its organizational and geographic coverage.  It also assesses the impact of the work both within and outside the immediate organization.

I applying this factor, consider all program areas, projects, and work assignments which the supervisor technically and administratively directs, including those accomplished through subordinate General Schedule employees, team leaders, FWS employees, military personnel, contractors, volunteers, and others.  To assign a factor level, the criteria dealing with both scope and effect, as defined below, must be met.  

    a.  SCOPE.  This addresses the general complexity and breadth of:

· the program (or program segment) directed;

· the work directed, the products produced, or the service delivered.

The geographic and organizational coverage of the program (or program segment) within the agency structure is included under Scope.

    b.  EFFECT.  This addresses the impact of the work, the products, and/or the programs described under “Scope” on the mission and programs of the customer(s), the activity, other activities in or out of government, the agency, other agencies, the general public, or others.

2. ORGANIZATIONAL SETTING

This factor considers the organizational situation of the supervisory position in relation to higher levels of management.

For purposes of determining reporting levels under this factor:

A position reporting to a deputy or full assistant chief position is credited as reporting to the chief.  For example, a position reporting to the deputy of a SES position should be credited as if reporting directly to the SES level position.  (However, an assistant chief position that does not share fully in the authorities and responsibilities of the chief constitutes a separate intervening, reporting level under this guide.  A supervisory position reporting to such a position would be treated as if reporting to a position one level below the chief.)

The appropriate full performance level or rank of the position reported to is used when that position is occupied by officials of lower or different rank, e.g., for career development, budgetary, or similar purposes.

A single factor level definition may cover positions at more than one organizational level in an agency or activity.

If the position reports to two positions, select the factor level associated with the position that has responsibility for performance appraisal.  SES equivalents include military officers at, equivalent to or above the ranks of Rear Admiral and Brigadier General and also include commanding officers of the very largest military installations, regardless of rank.

3. SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED

This factor covers the delegated supervisory and managerial authorities that are exercised on a recurring basis.  To be credited with a level under this factor, a position must meet the authorities and responsibilities to the extent described for the specific level.  Levels under this factor apply equally to the direction of specialized program management organizations, line functions, staff functions, and operating and support activities.  Where authority is duplicated or not significantly differentiated among several organizational levels, a factor level may apply to positions at more than one organizational level.

4. PERSONAL CONTACTS

This is a two-part factor that assesses the nature and the purpose of personal contacts related to supervisory and managerial responsibilities.  The nature of the contacts, credited under Subfactor 4A, and the purpose of those contacts, credited under Subfactor 4B, must be based on the same contacts


SUBFACTOR 4A – NATURE OF CONTACT

This subfactor covers the organizational relationships, authority or influence level, setting and difficulty of preparation associated with making personal contacts involved in supervisory and managerial work.  To be credited, the level of contacts must contribute to the successful performance of the work, be a recurring requirement, has a demonstrable impact on the difficulty and responsibility of the position, and require direct contact.

     SUBFACTOR 4B – PURPOSE OF CONTACTS

This subfactor covers the purpose of the personal contacts including advisory, representational, negotiating, and commitment-making responsibilities related to supervision and management.

5. DIFFICULTY OF TYPICAL WORK DIRECTED

This factor measures the difficulty and complexity of the basic work most typical of the organization(s) directed, as well as other line, staff, or contracted work for which the supervisor has technical or oversight responsibility, either directly or through subordinate supervisors, team leaders, or others. 

6. OTHER CONDITIONS

This factor measures the extent to which various conditions contribute to the difficulty and complexity of carrying out supervisory duties, authorities, and responsibilities.  Conditions affecting work for which the supervisor is responsible (whether performed by Federal employees, assigned military, contractors, volunteers, or others) may be considered if they increase the difficulty of carrying out assigned supervisory or managerial duties and authorities.

IMPORTANT:  If the duties and responsibilities of the position are a combination of supervisory and personally performed work and there is reason to believe that the personally performed work is paramount or grade controlling, the supervisory position might have to be written in FES format (see Appendix A) so that the non-supervisory duties may be evaluated.  If in doubt, it is recommended that your servicing HRO Personnel Advisor be contacted for assistance.

APPENDIX C

INSTRUCTIONS FOR PREPARING FWS JOB DESCRIPTIONS

GENERAL INFORMATION

The person preparing the description should organize his/her thoughts about the job in terms of the outline in this instruction before starting to write.  Descriptions should be written in plain, clear language using short, factual statements.  General, indefinite terms and vague expressions should not be used.  Abbreviations, form numbers, and phrases that have no meaning outside the immediate office should not be used.  Conclusions or opinions about the difficulty of the work should not be given.  Descriptions prepared in accordance with these instructions will facilitate their processing and the classification of the job.  Follow the format listed below.

JOB DESCRIPTION FORMAT

SECTION A.  JOB SUMMARY

A brief summary statement to give an overall picture of the scope of work performed, the principal work methods used, and the purpose of the work (if not obvious).  The job summary will be usually one or two sentences long.  It should clearly “mark off” the job from any allied job.

SECTION B.  TYPICAL WORK PERFORMED

A brief description of the major tasks which are typical of the job, as found in the activity.  The work performed should build up the picture of the job, and make clear for each major task what the employees do, how they do it, and why the work is done.  Although complete, the job performed section of the job description should be concise.  It will rarely need to be longer than 300 words.  

Describe the duties in some logical order.  For most jobs the simplest is the order in which the duties commonly performed in the work.  For some jobs, the duties may be more easily presented in the order of how much time each requires, or in the order of how important each is in terms of skill, responsibility, difficulty, or the like.  In any event, be 

clear, concise, and coherent.  Describe only those duties that will be a part of the job as found in the activity.  Exclude assignments made on a temporary or emergency nature outside the normal scope of the job being described.  Use the term “occasionally” to precede any duty which is logically apart of the job, but which is performed on the average less than five percent of the time.

SECTION C.  FACTOR STATEMENTS

The “Typical Work Performed” section does not always give clear information concerning such factors as underlying knowledge and skills, responsibilities, physical demands, or working conditions.  Since determining proper pay level depends on comparisons among jobs with regard to such factors, information on these factors is of primary importance.  Consider the following representative questions when writing this section of the description:

1.  KNOWLEDGE AND SKILL.  Does Worker:  Read blueprints?  Specifications?  Sketches?  Use arithmetic?  Geometry?  Other practical mathematics?  Other background subject?  Lay out work?  Make templates?  Make jigs or fixtures?  Work on a variety of materials?  Set up machine or equipment?  Operate single machine or equipment?  Various standard machines?  Specialized machines?  Follow standard procedures?  Perform simple operations?  Unusual or difficult operations?  Choose from a variety of work methods?  Solve work problems by own methods?

Know principles and methods of major field of work, or trade? Use measuring devices?  Precision instruments?  Work to close tolerances? Apply unusual manual skills?

2.  RESPONSIBILITY.  What supervision or instruction does employee receive?  Who inspects work?  What direction or supervision does employee give?  To whom?  How many?  Are written guides available?  How likely are loss or damage to materials, tools, and equipment, or injury to fellow workers?  What is the extent of possible loss, damage, or injury?  Would work of others be interrupted or delayed?

3.  PHYSICAL DEMANDS.  What are heaviest weights handled?  What are average weights handled most of the time?  How far are average “carries?”  Are hoists, dollies, hand trucks, cranes, etc., available?  Do other workers assist?  Is work pace rapid 

for long periods of time?  Is heavy exertion required continuously?  At frequent intervals?  Infrequently?  Does work require constant sitting?  Kneeling, couching, stooping?  Climbing ladders?  Strained or awkward work positions?  Holding vibrating tools?  Other unusual physical activity?  Does work require close attention to eyes?  Color vision?  Analysis by “ear?”

4.  WORKING CONDITIONS.  What proportion of work is outdoors?  Is work in all weather conditions required?  What uncomfortable conditions exist – temperature extremes, smoke, dust, dirt, noise, vibrations, poor illumination, poor ventilation, unpleasant odors, dampness, etc.?  How often exposed to such discomforts?  For how long?  To what kinds of unusual working conditions is the worker exposed?

SECTION D.  EXPLANATORY STATEMENTS

This section covers points which help distinguish the job from other related jobs, in terms of duties and responsibilities, materials worked on, work locations and working conditions, and the like.  In addition, this section may include, where appropriate, explanations of technical terms, “uncommon” tools or equipment, and similar items.

APPENDIX D

INSTRUCTIONS FOR PREPARING FWS SUPERVISORY JOB DESCRIPTIONS

The person preparing the description should organize his/her thoughts about the job in terms of the outline in this instruction before starting to write.  Descriptions should be written in plain, clear language using short factual statements.  General, indefinite terms and vague expressions should not be used.  Abbreviations, form numbers, and phrases that have no meaning outside the immediate office should not be used.  Conclusions or opinions about the difficulty of the work should not be given.  Descriptions prepared in accordance with these instructions will facilitate their processing and the classification of the job.  Follow the format listed below.

JOB DESCRIPTION FORMAT

1.  DESCRIPTION OF DUTIES
    a.  JOB SUMMARY.  A brief summary statement to give an overall picture of the scope of work performed, the principal work methods used, and the purpose of the work.  The job summary will usually be one or two sentences in length.

    b.  DESCRIPTION OF WORK PERFORMED.  A brief description of the major tasks which are typical of the job, as found in the activity.  The work performed should build up the picture of the job, and make clear for each major task what the employees do, how they do it, and why the work is done.  Although complete, the work performed section of the job description should be concise.  Describe the duties in some logical order.  Indicate the approximate percentage of time that will be spent on each duty, on the average.  For most jobs the simplest is the order in which the duties are commonly performed in the work.  For some jobs, the duties may be more easily presented in the order of how much time each requires, or in the order of how important each is in terms of skill, responsibility, difficulty, or the like.  In any event, be clear, concise, and coherent.  Describe only those duties that will be a part of the job as found in the activity.  Exclude assignments made on a temporary or emergency nature outside the normal scope of the job being described.

2.  EVALUATION FACTORS
    a.  NATURE OF SUPERVISORY RESPONSIBILITY.  Discuss this in terms of the OPM’s standards.  Includes items on planning, work description, and administration.  Attach organization chart or refer to organization chart readily available with related positions.  Identify the next higher level position to which this position reports by title, series, and grade.

    b.  LEVEL OF WORK SUPERVISED.  Identify subordinate jobs by numbers in each series and grade.  Discuss any elements over which the job has merely administrative (not technical) supervision.  Discuss any work complexities not indicated by level of trades supervised, such as unusual work fluctuations, dispersal of work force, etc.

    c.  SCOPE OF WORK OPERATIONS SUPERVISED.  Show the size of the work force in terms of average numbers over a representative period.  Identify the period chosen as representative.  The following is a sample statement of EEO duties/responsibilities required for Navy supervisory positions.  This or a similar statement should be included in the description of supervisory responsibilities.

“Promotes and furthers the EEO Program assuring equal treatment of all subordinates in all areas of work and personnel management, including selections, assignments, training, promotions, details, discipline, awards and recognition, nominations to boards and committees, overtime assignments, etc., ensuring that all internal policies and practices within its own organization are consistent with EEO policies; and, participating in the development of the Affirmative Employment Plan, as required.”
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