CHAPTER 4  

    

   CLASSIFICATION AND PAY 


     (Ref.  Title 5 US Code, Chapters 51 and 53)  

Civil service law establishes a policy of “equal pay for substantially equal work.”  This policy means that jobs of comparable difficulty earn the same pay.  Classification standards published by the U.S. Office of Personnel Management (OPM) establish benchmarks and classification standards to be used in determining the appropriate occupational title, series and the grade/pay level for civilian positions.  These standards apply to all Federal civilian jobs.

Job or Position Classification establishes the title and primary function of a job and sets the appropriate pay grade for it.  It is the manager’s responsibility to determine the appropriate mix of occupational skills, grade levels and the numbers of employees in each organization to accomplish the mission effectively and efficiently.  This responsibility is usually referred to as position management.  In carrying out these responsibilities it is essential that all levels of supervision support policies that insure positions are established in a manner which forms the most sound and economical organization structure and which assures optimum utilization of manpower resources in terms of both the quantity and skills.  Work programs, organizations or individual jobs will not be created or exaggerated in order to justify specific grades or grade patterns.  

It is a manager’s responsibility to ensure that the grade/pay levels established in a unit are consistent with the duties assigned and are actually being performed by each employee.  If the work performed is at a higher or lower level than the job classification, then it is appropriate either to adjust the duties or to reclassify the job.  In establishing a new position in the unit, or in changing the duties of an existing position, the supervisor may be required to write or to amend a position description.  

The most frequently used pay plans in the federal classification system include:  

· General Schedule (GS) – for administrative, technical and professional jobs (white collar work). 

· Federal Wage System (WG and WS) – for trades and crafts (blue collar work).

· Senior Executive Service (SES) – for the former grades of GS-16, 17, or 18.

The General Schedule (GS or “white collar) positions have 15 grade levels, GS-1 through GS-15.  Each grade level has 10 pay rates, called “steps” in each level.  Wage Grade (WG) and Wage Supervisor (WS) “blue collar” positions also have 15 grade levels, but only have five pay-rate steps in each level.  For all of these systems, a higher grade level indicates a higher rate of pay and usually a higher level of authority and responsibility.  
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The mission of the organization is reflected in the tasks assigned to its employees. Since a 

job can have many small tasks, the major duties representing these tasks are written into

an employee’s position description (PD).  The PD is then compared to classification 

standards to find the standard most closely related to the work to determine the appropriate pay schedule, occupational series, grade level and specific title for the job.  

ROLES, RESPONSIBILITIES, AND AUTHORITY

1.  Roles, Responsibilities and Authority - One of the cornerstones in accomplishing position classification duties in a regionalized environment is the clear identification of roles, responsibilities, and authorities for all the key players.  In the past, roles and responsibilities were fairly easy to identify, especially when most or all civilian personnel services were performed by an on-site, full-servicing civilian personnel office.  Now with regionalization, there is split command and control, with roles and responsibilities not always clearly defined.  The following is a synopsis of the primary roles, responsibilities, and authorities:


a.  Commanders - Commanders have been delegated authority and have full responsibility for position classification and management for their activities and have authority to render classification decisions for subordinate positions.  This encompasses the determination of the pay plan, occupational series, title, and grade level.  All decisions must be consistent with applicable laws, classification standards, principles, and practices.  The classification authority may be further delegated through the management chain to the lowest practical supervisory level or, in some MACOMs, to the Civilian Personnel Operations Center (CPOC).  Although Commanders may delegate classification authority, they are still held accountable for the overall classification program at their installation.


b.  Managers and Supervisors - Supervisory responsibility involves assigning duties and responsibilities, writing job descriptions, maintaining accurate job descriptions which show how work is reviewed, explaining how duties should be carried out, and identifying what knowledge’s, skills, and abilities are needed. Under Delegated Classification Authority (DCA), designated managers and supervisors receive written delegated authority to classify subordinate positions. This requires an added responsibility to become knowledgeable of position classification standards, practices, and processes sufficient to make informed classification decisions. 


c.  Civilian Personnel Advisory Centers (CPACs) - CPAC personnel serve as consultants on all position management issues and provide continuing advice and assistance to commanders, managers, and supervisors regarding general procedures and requirements of classification such as Position Description (PD) format, types of classification standards, using FASCLASS Position Description Library (PD Library) and Core Document (COREDOC), modifying PDs, reorganizations, and position management plans.  
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d.  Civilian Personnel Operations Center (CPOC) - The CPOC is responsible for centrally producing personnel administrative products and services for all the serviced activities of the CPACs in the region.  Where DCA is with the manager, the CPOC is also responsible for providing continuing advice and guidance (in coordination with the CPAC) to commanders, managers, and supervisors regarding the execution of classification programs, the consistent application of OPM, DOD, ASA (M&RA), and appropriate MACOM/FOA requirements, and the application of position classification and job grading standards.

2.  Who Does What - A basic understanding of roles in a regionalized classification program will save time and will result in faster service. The CPAC, CPOC, and manager's roles as depicted in the current DA Task List are as follows:  

MANAGER
Implements classification policies and procedures.

Requests Position Management and Classification (PM&C) advice and assistance.

CPAC
Coordinates established/projected classification policies and procedures with local commander and serviced organizations; provides comments to the CPOC for their consideration.

Provides general PM&C advice and assistance, and information to managers and supervisors on subjects such

as establishing lines of progression; bridge, deputy and mixed positions; distributing grade-controlling work; drafting or revising PDs, and examining position structure efficiency.


CPOC
Receives and disseminates, or develops, implements, and oversees the establishment and subsequent review of classification policies and procedures; notifies CPACs of the same (distributes updated materials).

Provides substantive/technical advice, assistance, and information through the CPAC to managers, and supervisors on a myriad of classification subjects.



Prepares Electronic Personnel Action Request (PAR) 

(SF 52).


Works with management to properly annotate personnel action requests and reviews 

the requests and required attachments for completeness and accuracy.
Conducts technical review of submitted PAR and processes.
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MANAGER




         CPAC



CPOC
Responsible for organizational structure.


Answers questions from managers and supervisors regarding the position and organizational structuring.

Reviews “cancel/establish” or “establish” Personnel Action Requests (PAR) considering supervisory ratio, organizational alignment, and potential misassignment.  Conducts Position Management Studies and provides management with substantive recommendations on position structuring.  Ensures resolution of all Position Management issues (e.g., space authorizations, high-grade allocations, etc.) prior to forwarding the PAR to the CPOC.


Maintains Table 30 (i.e., the automated organizational database).

Provides advice and assistance as required.



Where DCA is with the manager: selects position descriptions from automated sources or writes and classifies job descriptions.                                                         

Where DCA is with the CPOC: writes proposed PDs and submits to CPOC for classification decision.


Assists managers in developing/revising job descriptions by advising on appropriate position description format, types of classification standards, and use of automated tools (PD Library, COREDOC, etc.).

Ensures that selected standardized job descriptions are appropriate for the organizational setting.

Forwards proposed PDs to CPOC.
Where DCA is with the manager: classifiers validate the evaluation of the PD.  If an advisory is necessary, provides the advisory through the CPAC to the manager.

Where DCA is with the CPOC: finalizes proposed PD, verifies major duties and percentages of time, puts in correct format, determines title series and grade, and writes an evaluation if necessary.  Informs CPAC of final classification.
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MANAGER




      CPAC



CPOC

Requests special systems report from the CPAC.


Queries Defense Civilian Personnel Data System (DCPDS); downloads and provide special reports to management as requested.


Maintains integrity of the DCPDS database.



Applies new classification standards.


Advises on the procedures involved regarding application/issuance of new classification standards

Reviews existing positions to assess impact, and notifies managers of the findings.



Receives Delegated Classification Authority/Position

Management training.


Contracts for or conducts DCA/Position Management training to Local Commanders, Position Management Officers, and managers and supervisors; coordinates the preparation of memos delegating classification authority/PMO.

Provides advice to managers

in applying standards as requested. 

DCA or position management as needed. 

Requests non-competitive promotion actions.


Coordinates with management 

regarding the use of noncompetitive 

procedures, requirements, and documentation.

Validates regulatory requirements 


Reviews and processes non-competitive promotion requests.



Requests Environmental Differential Pay/Hazardous Duty Pay (EDP/HDP) review.


Examines requests for EDP/HDP; coordinates with management, local safety/occupational health office/labor partner to conduct required safety review of work situations; provides continuing oversight of the program.


Processes requests for EDP/HPD; inputs into DCPDS.



Requests supervisory differential.

Advises management on the requirements for approving supervisory differential.  Assists management with position structuring, which may eliminate the requirement for the differential.
Reviews and processes requests for supervisory differential; inputs into the automated system.
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 MANAGER




      CPAC



CPOC                                                                                              

Determines mobilization requirements based on TDA.


Participates with management on mobilization issues, structures, positions, and JDs.


Processes PAR when required.



Explains classification rationale and appeal process to employees.


Provides management advice and assistance in resolving classification complaints.  Assists managers in resolving classification issues; forwards appeals with supporting documentation to the CPOC for further processing.


Serves as a reference in assisting the CPAC staff in resolving classification complaints.

Reviews appeal package/supporting documentation to see if a change in classification (pay plan, title, series, grade) is warranted; provides classification advisory opinion; forwards appeal package to DOD or OPM, as required, 

and notifies management. Implements appeal decision.

AUTOMATED TOOLS

Functional Process Improvement (FPI) is an interactive human resource management system that automates the process of creating, editing, approving, coordinating, and tracking personnel actions from initiation of the request to final submission to the Defense Civilian Personnel Data System (DCPDS).   (Note:  “Personnel Process Improvement” (PPI) is the term sometimes used within the Department of Defense to refer to and is synonymous with FPI).  FPI is comprised of software programs that automate the various civilian personnel processes.  Four of the programs (PERSACTION, REGIONAL APPLICATION, COREDOC, and TRAIN) reside in a common location and share a common database, and are known as the “Integrated Suite.”  Position Description Library is another automated resource available, and is a centralized job description database/storehouse.  

When the Manager/Supervisor has Delegated Classification Authority he/she is responsible for developing and revising job descriptions for subordinate employees; evaluating the duties and responsibilities by comparison to the appropriate classification standards; and preparing/documenting classification rationale when required.  There are a number of automated processes that will make development and classification of job descriptions easier.  Use of automated tools will save a lot of time in developing job descriptions, which will translate into faster fill of vacant positions.  Helpful instructions on how to access automated classification tools are provided at the end of this chapter. 
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a. FASCLASS  - is a database with all position descriptions (PD’s) currently used in the region.  It contains a library of documents that have already been classified that can be used as applicable or that can be modified to fit the current need.  Factors such as the nature and mission of the organization in which the position functions; the size of the organization; the scope and impact of the position's responsibilities; and other important information known to those who work in the organization may have had primary impact upon the classification.  Supervisors need to be alert to these differences in order to select a PD that is a clear match to the work situation described.

b. Position Description Library (PD Library) - PD Library is a database of job 

      descriptions currently in use throughout Army.  PD’s were selected, reviewed, and submitted by CPACs and CPOCs for inclusion in the Department of Army database. The job descriptions in this library are already accurately classified documents.  Caution should be exercised in order to avoid making an inaccurate selection of a job description. There may be a large number of job descriptions describing work in the occupation for which a job description is needed.  Some that are classified at different grade levels may be similarly worded .


c. Core Document (COREDOC) - Use of this system is intended to alleviate the cumbersome process of position documentation by providing an automated tool that will enable supervisors to create, modify and update documentation easily, quickly, and with maximum efficiency.  An unaltered COREDOC (i.e., a job description that is developed using the COREDOC system, and which has no further/secondary editorial changes) requires no grading rationale.  Factors such as the nature and mission of the organization in which the position functions; the size of the organization; the scope and impact of the position's responsibilities; and other important information known to those who work in the organization may have had primary impact upon the classification. Supervisors need to be alert to these differences in order to select a PD that is a clear match to the work situation described.  If the supervisor chooses to alter COREDOC, then he/she must clearly identify the specific changes made and provide classification rationale.  The CPOC will treat an altered COREDOC as an individualized job description.  


d. Civilian Personnel Online (CPOL) - If the supervisor is unable to use the PD Library or unaltered COREDOC, then an individualized job description will need to be created.  The Supervisor can access CPOL, which is available through the world-wide web.  Civilian Personnel On Line is linked to OPM and DOD directives and decisions and provides a library of regulations, CFRs, and 5 U.S.C. that can be used in developing an individualized PD.  Once the individualized PD is developed, the supervisor must classify duties and responsibilities using the appropriate classification standards and then document the classification rationale. 
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e. PERSACTION -  Functional Process Improvement (FPI) is an interactive 

      human resource management system that automates the process of creating, editing, approving, coordinating, and tracking personnel actions from initiation of the request to final submission to the Defense Civilian Personnel Data System (DCPDS).   (Note:  The term “Personnel Process Improvement” (PPI) is the term sometimes used within the Department of Defense to refer to, and is synonymous with, FPI.)  FPI is comprised of software programs that automate the various civilian personnel processes.  Four of the programs (PERSACTION, REGIONAL APPLICATION, COREDOC, and TRAIN) reside in a common location and share a common database, and are known as the “Integrated Suite.”     

One of these software programs (PERSACTION) allows initiation of electronic requests on a computer screen and tracks the status of the action throughout the entire process.  The system allows the attachment of documents to the electronic SF-52 (e.g., draft job descriptions), which greatly contributes to a reduction in the PERSACTION coordination time, and thereby expedites the processing of the personnel request.

INSTRUCTIONS FOR ACCESSING CIVILIAN PERSONNEL ONLINE, PERMISS, PD LIBRARY,  COREDOC AND FASCLASS 

Open the web browser (Netscape or MS Explorer)

Civilian Personnel Online (CPOL) web address:
http://cpol.army.mil

At the CPOL home page click on...

Army Civilian Personnel Management Library.

The following are some of the links that can be found in this section:
       Legal/Regulatory Information

       Title 5 USC 

       Code of Federal Regulations 

       OPM Directives 

       DOD Instructions 

       DOD Directives 

       Army Regulations, Policy & Guidance 

       Comptroller General Decisions 

       Position Classification 

       Delegation of Position Classification Authority

       Position Classification Standards
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       Wage Schedules

       And many more...

Just click on one to be linked to that area of information.

Click on the HOME button at the top of the page to go back to the CPOL home page.

PERMISS (Personnel Management Information)

Under Available Subject Areas click on Position Management and Classification Program.

This page lists links to pages on several subject areas pertaining to Position Management and Classification.  Just click on an item in the list to be linked to that area.

Click on the HOME button at the top of the page to go back to the CPOL home page.

Note:  To access OPM standards and guidance on-line, the Adobe Acrobat Readers must be installed on your computer.  The software may be installed from the Internet using instructions provided in the CPOL Library under Classification/Qualification Standards.

Position Description (PD) Library

Listed is a description of the buttons on the first page:

Restricted Access:  This area may only be entered by HQDA, MACOM, and CPOC personnel who have received authorization and enter the proper password.

Search:  This opens a search page that allows the user to specify information is being looked for in a position description (PD).  

What’s New: To find information on any issues pertaining to PD Library click here.

Mgr. Inf.:  Click on this to get information tips and tools to help you effectively use PD Library.

Help:  At every screen this button will describe the use of the screen and how to use the functions.

To do a general search for a position description click on the Search button.

Enter criteria for a position description.  To clear data entered click on Clear.  Once the criteria has been entered, click on Search.
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Sometimes a Security Information window will appear when sending information over the Internet.  Click on Continue.  A page will appear with a number total and a list of all the PDs that fit your criteria.  If your number total is greater than ten scroll down and click on Next to view the rest of the list.  

Click on the Job Number to view a PD.  This screen allows you to read the position description. The position description may download it by clicking on download or return to the list by clicking on Previous Screen.

COREDOC

About COREDOC

COREDOC is a part of the integrated Functional Process Improvement (FPI) Suite.  The program purpose is to automate four separate position-related processes into an integrated single core document.  A core document contains these four elements: a Classified Position Description; Performance Management Plan; Knowledge, Skills and Abilities (KSAs) for Recruitment; and Basic Training Competencies.

ENTERING COREDOC

From the windows PROGRAM MANAGER menu, click on the Shared PPI (or PERSACT) Program group.

Click on the PPI icon.    [image: image1.png]


            

Enter your USER ID and PASSWORD, then click on CONNECT.

At the PPI Applications menu, click on COREDOC.

SYSTEM DEFAULT MENU

When users first use the software, they will be prompted to complete the “System Default Screen”.  This screen allows users to designate certain system defaults and establish a standard goal and organization name for each core document generated.  You may also change your system defaults by clicking on Utility and selecting System Defaults.

Agency Code:  The agency code for Army is AR.  It is important that this code is entered for Army unique requirements.

Output Format:  The Standard System Default format is a CORE DOCUMENT.  It is recommended that users retain this as their default.
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On/Off Settings:

· Critical/Non-critical - The software automatically designates all selected duties as critical when setting is activated.

· Percentage for FWS Positions - Army requires percentages on all positions; therefore, this option should be activated.

· Show KSA Linkage to Specific Duties - This setting should be activated.

· Automatic Staffing KSA Selections - This setting can be activated to select all the appropriate KSAs from the system.  Users can edit as necessary.

Organization Name and Goals: Although, in some cases, editing may be required later, it is recommended that this information be provided whenever possible to facilitate the creation of core documents.  Click on save.

CREATING A CORE DOCUMENT

At the first screen select File.  The drop down menu will give a list of choices.  If  creating a new core document select New.

The next screen is the list of series in which to choose duties.  Select a series, then click OK.  

The system will then ask to confirm the work situation.  For additional information, click on Information.  If this work situation is appropriate, click on Continue, if not, click on Exit to return to the list of Series.  

CD Type - This prompt screen asks you to select Regular CD or Standard CD.  Select Regular CD, then click OK.

Enter CD Name - You can assign your own or use the system default.   Then click OK.

Duty List for... - Select any, all or none. 

As you select duties, “Duty Classification Levels for...” window will appear.  To view descriptions of the different levels, use the up and down arrows.  For more information on each level, click on statement.  To select a level, click on the block to the left of the appropriate level number and the system will automatically return to the Duty List screen.  When finished with duty selections, click on Continue.

At this screen there is the opportunity to add other duties [New Series], [Save & Quit], quit and not save [Abandon] or go back [Previous].  To go to the next step, click on Continue.
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Supplementary List -  Click on each item in the Occupational Series Menu List to get the different Supplementary Lists.  Select the applicable item(s) in the Supplementary List.  As each item is selected, an information screen will appear, with an additional selection list.  Click on the box to select/deselect each item.  When all appropriate selections have been made, click Continue.

This screen gives the opportunity to [Save & Quit], quit and not save [Abandon] or go back [Previous].  To go to the next step, click on Continue.

Percentages - Assign a percentage to each duty.  (Note:  Total Percentage must be equal to 100%.)   Click on Continue.

Staffing KSAs - To view a description of each competency, use the up and down arrow keys.  To select a competency, click on the box to the left of the competency.  Be sure to use the scroll bar to the left to view all KSAs.  When selections have all been completed, click on Continue.

Title, Pay Plan, Series, Grade - This is what the system has determined appropriate for the duties selected.  The user can change the title, pay plan or series by clicking Edit.  Any edits may change the classification.  When finished click on Continue.

Goals and Purpose - The user can choose to use Edit & Save, Standard goals, or Exit.

Performance Management Plan - The user can manually input (click on Edit) or load duty text (click on Duties).   To clear the text click on Delete (if Delete is gray click on Edit then Delete).  To go to the next screen click on Continue.  At this point, the document is ready, unless editing is needed.

At the top of the screen, click on View and click OK to look at the core document.  To look at the different pages, click on the Next, Prev, First and Last buttons located at the top of the preview screen.  

To print this core document from this preview screen click on the Print button and click OK.  Click on the Close button to close the preview screen. At the top of the screen, click on Edit and select Exit to close this core document.

EDITING COREDOC

Click on File and select Open.  A Core Document Selection window appears.  Select My CDs.  The application will display the Available Core Document screen.  This screen contains a listing of all the core documents generated by an individual user.  

Select the core document you want to edit.  After a core document is selected, the screen for the Core Document Main Edit screen is displayed.  
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Click the Edit option at the top of the screen to activate a drop down menu that contains fifteen individual options.  The Edit Menu has the following options:

Goals and Purpose - Change the Organizational Goals, Name and Purpose of Position.

Major Duties - Modifies duties and tasks.

Percentages - Change the percentages of time assigned for each duty.

Knowledge Factors - Edit the classification factors.

Other Facts - Edit the other classification factors.

KSAs (Competencies) - Add, delete or modify the basic knowledge, skills and abilities.

Select staffing KSAs - Select or deselect previously selected staffing (requirement) knowledge, skills and abilities.

Other Work Requirements - Modify, add or delete supplementary duties and responsibilities.

Performance Management - Add, delete or modify performance elements and standards for an existing core document.  Additional, a agency specific Performance Management Plan screen will be displayed when the core document has been assigned a Civilian Position Control Number.

Title/Pay Plan/Series - Change the title, series and/or pay plan for an existing core document.

Cover Sheet - This option allows supervisory and managers during the creation process to complete and sign a core document cover sheet.  The Cover Sheet option will be activated under both the “Edit” and “Reports” menus when the CD has been assigned a Civilian Position Control Number.

Classification Remarks - Add Remarks to supplement the summary information.

More Occupations - Add duties from a different occupational series.

Classification Summary - View the classification summary.

Exit - Quit out of “edit” mode and return to the Core Document Main Menu screen.
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PRINTING

Click on File and select Print.

Available Core Document - This lists the core documents you have created.  Select a CD to print and click OK.

Report Destination - Select a report destination.  Select Printer to print to your default printer without previewing.  Select Preview if you would like to preview the CD before you print.   

At the preview screen, use the Next, Previous, First and Last buttons at the top of the preview screen to look at your core document then Print by clicking on the Print button then click on OK.  

Click on the Close button to close the preview screen.

FASCLASS

Go to the West CPOC home page (accessible through the CPOL Internet web-site).

Click on classification.  Click again on FASCLASS.

Download position descriptions to use “as is” or download to cut and paste to produce new position descriptions.

HELPFUL HOME PAGES

1. Office of  Personnel Management (OPM) Home Page ( http://www.opm.gov)
The OPM Home Page portrays a combination of news  that will be of interest to managers and supervisors.  For example, a summary of OPM News Press Release for the month, job opportunities and items of interest to veterans.

2. W POC Home Page  (http://www.cpol.army.mil)

The West Civilian Personnel Operations Center home page offers a WCPOC directory region, WCPOC Bulletin, Employment Opportunities, Human Resource Development, etc.  We are accessible through the CPOL Internet address.  Once you are connected to CPOL, click on "Regional home pages" then click on "West Region."

3. DFAS Home Page
  (http://www.dfas.mil) 

The Defense Finance and Accounting Service’s (DFAS) home page offers information and links to money matters, travel, pay, government credit card programs, reference libraries, and a Customer Service Page.












4-14

4. Salary Tables Home Page (http://www.opm.gov/pay/index.htm)

This OPM home page offers a variety of “downloadable” files for World Wide Locality Tables.

5. Internet Addresses: The following are some Internet Addresses that offer a variety of information that may be useful to your organization.

Organization
Internet Address

Code of Federal Regulations
http://www.access.gpo/nara/cfr/cfr-table-search.html

Corps of Engineers
http://www.hq.usace.army.mil/cepa/cepa.htm

Department of the Army Home Page
http://www.army.mil

Defense Civilian Personnel Management 

    Service
http://www.cpms.osd.mil




                       QUESTIONS AND ANSWERS


Q:  When are position descriptions prepared?  

A:  Position descriptions are prepared whenever a new position is established or whenever major changes occur in the duties or responsibilities of an existing position.  They should be reviewed by supervisors at least once a year to ensure they still accurately describe the duties assigned to the employee. 

Q:  What are some examples of changes that would require revision of the position description?  

A:  Some examples would include – decrease in the amount of supervision received; increase in supervisory responsibilities; changes in the complexity of assignments; significant utilization of new equipment affecting duty assignment; or other changes that might affect the title, occupational series or grade of the position or of qualification requirements. 

Q:  What factors are considered when classifying a position under the FES (Factor Evaluation System?

A:  There are nine factors used in the FES system.  They are:  (1) Knowledge Required by the Position; (2) Supervisory Controls; (3) Guidelines; (4) Complexity; (5) Scope and Effect; (6) Personal Contacts; (7) Purpose of Contacts; (8) Physical Demands; and (9) Work Environment. 
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Q:  Do employees have any role in the preparation of the job descriptions?

A:  An employee may assist the supervisor in preparing the draft description by providing information as to the current duties being performed.  However it must be kept in mind that the supervisor is responsible for ensuring that the duties stated in the position description are accurate and are those that are required based on mission requirements.  Only supervisors have the legal authority to decide what work needs to be done and to assign it. 

 Q:  What is the purpose of adding the statement “Performs other duties as assigned” to all position descriptions?  

A:  This statement is required by Department of the Army Civilian Personnel regulation 690-500 so that the assignment of duties to employees is not limited by the contents of the position description.  Other duties as assigned should occupy only a small amount of the employee’s time and should be reasonably related to the main purpose of the job. 

Q:  Who develops the position classification standards?  

A:  They are developed by the Office of Personnel Management (OPM).  

Q:  Are the same standards used for similar jobs in other agencies?

A:  Yes, OPM classification standards are mandatory for use throughout the Federal Government. 

Q:  If more work is assigned to a position, can it be upgraded?

A:  Adding more of the same kinds of work or increasing the volume of work, will not raise the grade.  The assignment of different kinds of duties or increased complexity may have an impact on the title, series or grade of the position. 

Q:  Does the position description state how well an employee is expected to perform the job? 

A: No.  This is the reason why supervisors are required to establish performance standards for positions in their activity.  A position description is a statement of what is supposed to be done; a performance standard (which is completely different) is a statement of how well a job is expected to be done.  
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Q:  Who receives copies of the position description? 

A:  After final verification of the position description copies are available to the supervisor and to the employee.  A copy is also placed on the left side of the employees Official Personnel File (OPF).  This copy will remain in the OPF as long as the employee remains with the Department of the Army. 

Q:  How much is covered by the term “Performs other duties as assigned”?

A:   These duties are a variety of minor tasks not specifically mentioned in the job description, but which will be required to be performed from time to time.  These duties generally are closely related to the normal duties of the position and are of comparable difficulty.  The purpose of the statement is to keep a position description from becoming excessively wordy while still covering the main aspects of the job.
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