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SECTION 312  GLOSSARY/DEFINITIONS

Activity
Any military establishment constituting a separate organizational entity with its own Unit Identification Code (UIC); e.g., a headquarters, bureau, office, or field installation.

Advisory
Tentative assignment of a position to a class, based on the analysis of a position’s duties, responsibilities, and qualification requirements, by a duly authorized official.

Agency
An executive department of an independent establishment in the executive branch (e.g., Department of the Navy (DON), Department of Defense (DOD)).

Alignment
Proper relationship among the grades of positions so that the differences in grade reflect differences in the level of difficulty and responsibility of the work performed.

Amendment
An official written statement of changes in major duties of a position already classified, where the changes are important but not sufficient to warrant a completely rewriting of the existing position description, and reclassifying it.  Amendments must not exceed one page in length, and a position may not be amended more than twice.  An amendment may not be used if a change in grade would result.

Analysis
Phase of classification which requires critical examination of 

facts about a position and interpretation of the facts in light of the classification criteria.

Appeal
An official request for reclassification of a position.  Appeals may be either formal or informal.  Electronic Appeals are not acceptable.

Appellant
An employee who has submitted an appeal.

Appellate Level
The authority to adjudicate appeals (e.g., Office of Personnel Management (OPM) or DOD).  Appeals involving General Schedule (GS) positions, may go directly to Department of Defense (DOD) – Civilian Personnel Management Service, Field Advisory Services, Classification Branch. (See www.cpms.osd.mil)  If dissatisfied with DOD appellate decision, employee may file a subsequent appeal to the OPM servicing area office (see www.opm.gov); or GS employee may appeal directly to OPM, bypassing DOD channels.


Appeals involving Federal Wage System (FWS) jobs, employee must first appeal to DOD.  If dissatisfied with DOD’s decision, employee may file a subsequent appeal to OPM.

Audit
An interview/discussion with an employee or his supervisor to obtain firsthand knowledge, and to verify or gather information about a position.

Basic Position Description
The description serving as the basis for the classification of an identical-additional, or statement of difference position.

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

Blue Collar Position
A trade, craft, or laborer-type position.  Wage grade positions of Federal Wage System (FWS) position are preferred terms.

Career Ladder Position
Refers to a position with established grade progression to a target journeyman grade wherein:


1.  Intake is competitive and occurs below the first full performance level.


2.  The career ladder target position is at the first full performance level (i.e., journey- man level) for that type of position within the organizational unit.


3.  It may be covered under a formal training program (i.e., may be established as a “trainee” position and put into a separate RIF competitive level).


4.  Incumbent is promoted after demonstrating the ability to perform at the next higher-grade level within a reasonable period of time.  If management is unable to promote the incumbent within a reasonable timeframe, then action must be taken to remove the incumbent from the position.

Class
All positions that are sufficiently alike as to (1) kind of work, (2) level of difficulty and responsibility, and (3) qualification requirements to warrant like treatment in personnel and pay administration.

Class Title
The official name given to a class, and all positions in the class.  Example:  File Clerk.

Classification or Allocation
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, issued by the OPM, and by Navy which are used by classifiers and/or officials of an activity taking classification action to place positions in classes.  On the basis of duties, responsibilities, and qualification requirements, they are used to establish the official title, series, and grade.

Classification Survey
An intensive study of all positions in an organization or organizational segment of all positions concerned with a particular function, to ensure their correct classification on a current basis.

Collateral Duty
A duty or responsibility which has little or no relationship to reasons for the position’s existence, and for which the employee may receive technical guidance from an individual other 

than his/her regular supervisor.  Although they are minor duties, 

collateral duties may in rare instances require a substantial portion of the employee’s time.

COREDOC
An automated system which integrates 5 separate processes into one CORE document:  Creates PD, Evaluation Statement, Knowledge's/Skills/Abilities (KSA’s), Training Competencies and Performance Standards.

Cross-Servicing or Common-
Arrangements agreed in writing

Servicing Agreement
whereby one field activity, with the concurrence of its management claimancy obtains classification and other personnel services from another activity.

Detail
A temporary assignment of an employee to a different position, or set of duties for a specified period of time with the clear understanding that the employee is not officially assigned, but continues to occupy the position of record, and shall return to the position upon completion of the detail.

Developmental Position
A position filled competitively at one or two grades below the established or anticipated grade level for such reasons as a shortage of candidates who meet the requirements for the higher grade or to provide employees who do not have all of the qualifying knowledge and skills, the opportunity to develop them.  The potential for future promotion must be made known to all 

potential applicants.  Vacancies may be appropriately filled on this basis where the organizational structure is such that there is likely to be a limited supply of qualified candidates, where the position has been restructured to satisfy budget requirements, or where possibilities exist of accomplishing affirmative action goals (or in other similar situations).  In addition, the position description is identified as being for a “developmental” position.

Duties
The work assigned to an employee/position by responsible management authority.

Economy
Getting the mission accomplished with the minimum possible outlay of dollars.

Effectiveness
Ensuring we are doing the right work and doing it well.

Efficiency
Getting the mission accomplished in the timeliest manner and with the least wasted effort possible.

Environmental Differentials
Additional compensation paid to an ungraded employee who is exposed to a hazard, physical hardship, or working condition of an unusual nature.

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

Factor Evaluation System 
A classification system for non-

(FES)
supervisory General Schedule positions under which positions are described and evaluated in terms of the same nine aspects of  “factors,” using a specified numerical point-rating system.

Federal Wage System (FWS)
The pay system applicable to employees in recognized trades or crafts, or other skilled mechanical crafts, or in unskilled, semi-skilled, or skilled manual-labor occupations, and other employees including Leaders and Supervisors in positions having trade, craft, or laboring experience, and knowledge as the paramount requirement.

Grade Level
All classes of positions which, although may differ with respect to kind of work, are sufficiently equivalent as to (1) level of difficulty and responsibility, and (2) level of qualification requirements of the work, to warrant the inclusion of such classes of positions within one range of rates of basic compensation, as specified in the compensation schedules of the Classification Act.

General Schedule (GS)
The pay system applicable to positions, the primary duty of which requires knowledge and experience of a professional, administrative, technical or scientific nature not connected with trades and crafts.

Hazardous Duty
Duties performed under circumstances in which an accident 

could result in serious injury or death, such as duty performed on a high structure where adverse conditions such as darkness, lightning, steady rain, or high wind velocity exists.

Hazardous Pay Differentials
Additional compensation paid to a graded employee for the performance of irregular or intermittent hazardous duty, or duty involving physical hardship.

Identical-Additional (IA) 
A position which is identical to

Position
another position already classified, and located within the same organizational unit.

Interim Position
A temporary position established as identical to an existing position to provide for the replacement of an incumbent who is, or will soon be on extended leave, on detail, or about to vacate his/her position.

Job Description (JD)
An official written statement of the knowledge and skill; responsibility and physical demands of the job (term used to represent blue-collar jobs).

Job Factors
Elements to be considered in grading a trade or labor job.  There are four factors for non-supervisory jobs:


1.  Skill and knowledge


2.  Responsibility


3.  Physical effort


4.  Working conditions

Job Grading Standards
Controlling guides, issued by the OPM, which are used by classifiers and/or officials of an activity 

taking classification action to place jobs in “wage grades.”

Key Ranking Jobs
Jobs which control the alignment of grade levels in all non-supervisory job grading standards.

Maintenance Review
A formal, periodic review of all positions in an organization to ensure classifications and descriptions are maintained current and accurate, and to ensure unnecessary positions are abolished.

Managing to Payroll (MTP)
A fundamental change in managing personnel resources – delegates to line management (depends on command policy, may delegate to only Department Heads) the responsibility for position management and position classification.

Major Duty
A duty or responsibility which, in conjunction with other major duties, comprises a reason for the position’s existence, and which either (a) occupies a significant amount of the employee’s time (about 10% or more for PD purposes), or (b) governs the qualification requirements for the position.

Minor Duty
Any incidental or miscellaneous duty or responsibility of a position, or group of closely related duties or responsibilities, which (1) does not affect the qualifications 

required, and (2) individually or collectively occupies an insignificant amount of the employee’s time (about 5% or less).

Minor Work Function
Any single duty or combination of major duties which does not occupy at least 25% of the employee’s time, or impact on the qualification requirements of the position.

Misassignment
Assignment of an employee to work other than that reflected by his official position description, except an authorized under the detail or loan provisions.

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
Series of classes of positions in associated or related occupations, professions, or activities.

Office of Personnel 
Established by the Civil Service

Management (OPM)
Reform Act of 1978, OPM is an independent establishment of the Executive Branch, with its principal office in the District of Columbia, and field offices in other locations.

Optional Form 8
A form prescribed by the OPM for use as a cover sheet for position 

and job descriptions.  This form replaces Form NAVSO 12510/7.

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

Pen-and-Ink Change
A change that does not constitute a major change in duties of a position, and does not cause a change in series, title, or grade of a position.  Any change that requires a new cover sheet is not a pen and ink change.

Personnel Management
A systematic appraisal of the adequacy and effectiveness of personnel programs, including the exercise of all delegated authorities.

Position Description
An official written statement of the major duties, responsibilities, and supervisory relationships of a position.  (Term used to represent white-collar positions.)

Position Management
Refers to the organizing and structuring of positions within an organization to accomplish the organization’s mission with maximum economy, efficiency and productivity.

Post Audit
A review of a classification action by higher authority to determine the accuracy of the classification decision.

Pre-Audit
A review by higher authority of a classification decision proposed by a lower level of classification 

authority to determine the accuracy of the classification decision.

Projected Position
Projected positions occur when anticipated duties and responsibilities, not yet being performed, are combined to create a new position description.  If the position must be classified before the anticipated duties and responsibilities become operational, and the assignment can reasonably be expected to be operational within 6 months, the position may be classified as if the anticipated assignments are already being performed.

Reassignment
The change of an employee from one position to another without promotion or demotion.

Reclassification
A change in the classification of a position, the duties and responsibilities of which have not changed materially since it was last classified.  The basis of reclassification may be (a) the correction of a classification error or, (b) change in classification standards.

Schedule of Wages
Applies to “blue collar” jobs/employees only, and is published by the Wage and Classification Division soon after the hourly rates and other wage data have been received from the DOD Wage Fixing Authority in Washington, DC.  It is usually published in August, and is continuously amended to reflect new ratings, deletion of 

inappropriate ones, changed rates, and environmental differential categories and situations, etc.

Series
Classes of positions similar in specialized line of work, but differing in responsibilities or difficulties, and therefore differing in grade.

Standard Position 
A description of duties and

Description
responsibilities representative of a position of a particular type in more than one activity, or more than one unit within an activity.

Statement of Difference (SOD)
An abbreviated position description prepared when an organization contains two or more positions which differ in only one or a few aspects, when such differences are too significant to permit covering the positions in a single description.  Only the differences in duties and responsibilities are presented in such a description.

Trainee Position
Position with a well-defined, formal training program of definite duration designed for a specific target position.  Promotion of the employee from one grade level to another is subsequent to a documented determination of satisfactory completion of the required training by the appropriate management official and provided all qualification requirements are met.

Understudy
One who, in addition to his regular duties, is assigned 

responsibility for learning the work of another position, usually a high-level position, in order to be prepared to take over this work should the necessity arise.

Wage Grade (WG)
A pay plan under the Federal Wage System (FWS) for non-supervisory workers.

Wage Leaders (WL)
A pay 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 Supervisors (WS)
A pay plan under the Federal Wage System (FWS) for supervisory workers.

Wage Survey
A systematic compilation of wage data on a prescribed list of jobs common in skill and responsibility to both industry and government in a specific geographical area.  The results of the survey determine what the pay rates will be for that locale.


1.  Full-Scale Survey.  Includes developing a sample of establishments to survey and visiting these companies to obtain wage data.


2.  Wage-Change Survey.  The same companies are contacted for information on wage adjustments that have occurred since the full-scale survey, usually by telephone.


3.  Survey Area.  That part of wage area in which the 

establishments included in the wage survey are located and within which sufficient comparable samples can be obtained, e.g., for the Hawaii area, it is the City and County of Honolulu.


4.  Wage Area.  A defined geographic area within which a single set of wage schedules will be uniformly applied by Federal installations.

White Collar Employee
An employee performing Professional, Administrative, Technical or Scientific work.  Same as a General Schedule (GS) employee.
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