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SECTION 305  ANNUAL REVIEW OF POSITION/JOB DESCRIPTIONS

Ref:  (a) SECNAVINST 12510.9

1.  Purpose.  To set forth policies and responsibilities for the annual review of position/job descriptions and to encourage its use as an effective management tool.

2.  Authority.  An annual review of graded and ungraded positions/jobs is mandatory in accordance with the requirements established by CFR 430.206 (b)(3) and subchapter 4 -5 of CPI 511.4 and 532 as well as the redelegation of classification authorities through the Navy chain of command as described in reference (a).

3.  Policy.  It is the policy of the DON that:

    a.  Commands be responsible and accountable for a timely and complete review;

    b.  All positions/job descriptions be reviewed annually for accuracy and completeness and certified by each supervisor;

    c.  Inaccurate descriptions be redescribed and appropriate classification action taken; and,

    d.  The review be performed in conjunction with the establishment of performance plans during the performance appraisal process.

4.  Discussion

    a.  The annual review is a formal review of all positions/jobs in an organization or portion of an organization to ensure that classifications and positions/job descriptions are current and accurate and that unnecessary positions are abolished.

    b.  It is emphasized that the requirement for conducting the annual review does not negate the responsibility of managers to keep position/job descriptions up to date at all times, but rather, serves as a systematic approach to making certain that gradual changes in assignment have not been overlooked.

    c.  The annual review is an effective management tool in that, by ensuring accurate position/job descriptions, management will:

        (1) Ensure that work is performed in the desired manner;

        (2) Use with confidence position/job descriptions as a basis to plan organizational changes;

        (3) Ensure that best selection for a vacancy through accurate identification of duties to be performed and knowledge, skills, and abilities required;

        (4) Ensure equal pay for equal work which is conducive to good morale and productivity;

        (5) Ensure that training given to employees is job related;

        (6) Ensure that the yearly appraisal given to the employees is based on duties and responsibilities assigned;

        (7) Minimize grievances and appeals.

5.  Responsibilities  

    a.  Commands will:

        (1) Ensure that a review of all positions for currency and accuracy is performed in conjunction with the establishment of performance plans during the performance appraisal process.

        (2) Ensure that each employee’s annual performance appraisal includes a certification signed by the supervisor confirming the position/job has been verified as current and accurate.

        (3) Ensure that a system is established to provide the results of the certifications made on the employee performance appraisal to HRSC Pacific.

        (4) Ensure that the review of all positions is completed in a timely manner within the annual review period.

        (5) Ensure that inaccurate positions are redescribed and classified and/or submitted to HRO for classification action within 60 days.

        (6) Ensure that only necessary positions, i.e., those required to accomplish the command’s mission, are established and that the duties of those positions are properly described in the position/job descriptions.

        (7) Adhere to reporting and/or procedural requirements of higher echelon commands, if any.

        (8) Notify the HRO Personnel Advisor of position descriptions to be canceled.

    b.  CNR HI HRO personnel advisor will:

        (1) Provide advice concerning the applicability of amendments, pen and ink changes, and a need for new position descriptions.

        (2) Provide advice on the preparation of new position/job descriptions and amendments.

        (3) Conduct review or audit of positions, as requested.

        (4) Classify positions within delegated authority as redescribed or amended in their appropriate grades and titles in accordance with Office of Personnel Management and Navy standards and instructions.

6.  Procedures.  The procedures outlines below will be used in submitting changes to positions/job descriptions.

    a.  Changes to minor duties will be submitted by a memorandum requesting a pen and ink change.  See Exhibit 1 for sample.

    b.  Changes to major duties will be submitted by an amendment when the position has undergone material changes, but not sufficient to warrant a complete rewrite of the description.  (Note:  See Section 304.)

    c.  Extensive changes in duties will necessitate a complete rewrite of the position.

EXHIBIT 1

SAMPLE OF 

REQUEST FOR PEN-AND-INK CHANGE










12 December 2000

MEMORANDUM

From:  Head, Contracts Department, FISC Pearl Harbor

To:
  Head, Customer Service Division, HRO CNR HI

Via:
  Position Management Officer/Board (optional)

Subj:  PEN AND INK CHANGES TO PD# 01-0050, OFFICE AUTOMATION

       CLERK, GS-0326-4 LOCATED IN ORGANIZATIONAL CODE 007

1.  It is requested that the following pen and ink changes, which are considered to be minor, be made to subject PD:

    a.  Paragraph 11A, lines 5, 8, 9.  Change “ENABLE” to “MICROSOFT WORD.”

    b.  Paragraph 11B, line 4.  Add “and purchase orders” after “contract documents.”

    c.  Paragraph IV, lines 4, 7, 10.  Change “ENABLE” to “MICROSOFT WORD.”







C. JONES

                                                                         (Signature of Authorized Classifier)
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