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CHAPTER 3

POSITION CLASSIFICATION AND JOB GRADING

SECTION 301  AUTHORITY AND RESPONSIBILITY

1.  Purpose.  To provide implementing regulations and procedures for the execution of the DON position classification and job grading programs; and the authority and responsibilities assigned to Human Resources Office, COMNAVREG Hawaii (HRO CNR HI) for administration and operation of the program.

2.  Policy.  Position/job descriptions (PD/JD) and their classifications shall be kept current to ensure a sound basis for personnel actions under the merit system, to provide for an orderly system of pay administration, and to maintain the principle of equal pay for substantially equal work.  All classification/job-grading decisions shall be based on current position requirements, and be consistent with OPM and DON standards and guidelines.  Application of standards and guides issued by OPM and DON in the classification of positions is mandatory.  An official set of these standards and guides is maintained by the Human Resources Office and may also be accessed via www.opm.gov.

3.  Discussion.  This section applies to all appropriated fund white collar and blue collar positions in the activities serviced by HRO CNR HI.  More specifically:

    a.  White Collar.  General Schedule (i.e., GS, remaining GM) positions subject to the Classification Act of 1949, as amended, which is codified as Chapter 51 of Title 5 of the United States Code.

    b.  Blue Collar.  Prevailing rate (i.e., WG, WL, WS, WD, WN) positions subject to PL-92-392, which is codified as Chapter 53 of Title 5 of the United States Code.

4.  Responsibilities
    a.  Heads of Activities.  In conjunction with the HRO CNR HI Director and the Principal Classifier, administer the programs in compliance with existing laws, guides, and regulations.

    b.  Operating Officials/Supervisors
        (1) Assure that each description under their immediate control is kept current and accurate on a day-to-day basis.  Significant changes that are “regular and recurring” (vice a one time project) should be reflected in the current position description and the PD should be rewritten/amended as necessary.  Continued assignment of an employee to an inaccurate description (except for minor discrepancies), and/or assignment of work other than reflected by the official description without an official Detail constitutes a misassignment that is prohibited by law and civil service regulations.

        (2) Assign duties and responsibilities, and control work assignments of subordinates to maintain the most effective and economical utilization of manpower as possible.

        (3) Consult with the CNR HRO Personnel Advisor as soon as practicable for advice on major changes to positions caused by changes in assignments or reorganizations.

        (4) Promote understanding and acceptance by their subordinates of the policies and procedures pertaining to these programs.

    c.  Employees.  Each employee, supervisory and/or non-supervisory, should be fully aware of the duties and responsibilities described in his/her official description.  The employee should bring to the attention of his/her immediate supervisor all significant changes.

    d.  HRO Personnel Advisor

        (1) Provides heads of activities with classification/job-grading actions and advice that are technically and administratively sound, and in compliance with controlling guides and instructions.

        (2) Provides assistance and guidance to supervisors and employees in the preparation of descriptions and all other matters regarding the programs, including classification/job grading appeal rights.

        (3) Provides training and indoctrination for supervisors and employees on position classification, wage administration, and other related matters, as appropriate.

        (4) Provides liaison with the Office of Personnel Management, the Department of the Assistant Secretary of the Navy Classification Program Manager, and other outside organizations concerning classification and wage matters.

        (5) Provides reports, as required, to heads of activities on the overall state of the position classification and job grading programs.

        (6) Provides advice and assistance on classification matters to top officials during formal position management meetings.

5.  Procedures/Action.  Classification actions are placed into effect on or after the date the action was certified.  The resulting personnel action should be effected for graded positions not later than the beginning of the fourth pay period following that date, except as provided for in CFRFPM/CPI 511.  For ungraded (blue collar) jobs, it should be effected not later than the beginning of the second pay period following job-grading action, except as provided for in CFR/CPI 532.
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