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INTRODUCTION
The following information is a discussion of intertwined functions, position management and position classification.  In addition, this review includes a discussion of the position description, the document responsible for capturing the results of the position management and position classification functions.  Also, there is a discussion of Wage Grade positions and the Classification Appeal process.

The LAO usually wears two hats, one as a supervisor of a staff and one as an advisor to the supervisors of the Location.  Therefore, as a Location Administrative Officer (LAO), it is important to understand the functions and the processes involved in position management and position classification.  The roles and responsibilities of the supervisor, the Administrative Officer, and the Human Resources (HR) Specialist are identified.





POSITION MANAGEMENT
What is Position Management?
Every organization has a finite amount of financial and personnel resources.  Position Management is a continuous and systematic process of evaluating and determining the amount and type of positions needed and how they are organized to best accomplish the  mission of the organization.

Good position management can be defined as a carefully designed position structure which blends the skills and assignments of employees with the goal of successfully carrying out the organization’s mission or program.  Sound position management reflects a logical balance between:

	employees needed to carry out the major functions of the organization 
	employees needed to provide adequate support between profession employees and technicians/assistants

	fully trained employees


	trainees 

	supervisors 


	subordinates 


Good position management also requires consideration of grade levels for the positions involved.  Grades should be commensurate with the work performed to accomplish the organization’s mission and should not exceed those grades needed to perform the work of the unit.  A carefully designed position structure will result in reasonable and supportable grade levels.

Position Management is what a supervisor does when he/she recommends or decides such things as:

· How many employees are needed to accomplish the work under his/her 

      supervision?

· Are the current position descriptions accurate?
· Are all the positions needed to accomplish the mission?

· How should the positions be organized?  Do you have the right combination of positions, i.e., technical, administrative, clerical to accomplish the work requirements?
· What duties and responsibilities should be assigned to individual positions?

· Are there sufficient and clear delegations of authority?

· Who has supervisory responsibility?

Position Management Principles.
· Establish the fewest number of positions to accomplish the assigned functions.

· Structure positions to avoid overlapping of duties, unnecessary positions or fragmentation of work processes.

· Reevaluate vacant positions – can the duties be redistributed or eliminated?

· Consider supervisory/employee ratios or the span of control within the unit.  
· Strive for a balance between trainee/journeyman level – consider successor planning.

· Ensure a balanced ratio between professional and support positions.

· Ensure appropriate grade levels with established full performance levels (FPL’s).

Responsibility for Position Management.
A.  The Supervisor is delegated the responsibility to accomplish a mission/

function in the most efficient and effective manner within budget constraints.


Therefore, the supervisor is responsible for:

· Identifying and arranging work in a way to accomplish the mission;

· Balancing people, money, and materials;

· Searching for viable options in structuring the organization; 
· Applying position management principles;
· Working closely with the HR Specialist;

· Establishing Career Ladders

· Establishing Full Performance Levels (FPLs);

· Ensuring availability of funds and materials; and

· Ensuring accuracy of current position descriptions.

B.  The Location Administrative Officer is responsible for:

· Providing general information to the supervisor, especially during the

      Strategic Resource Management Plan (SRMP) preparations; and

· Referring the supervisor to the HR Specialist to discuss options. 

C.  The HR Specialist is responsible for providing advice to the supervisor.  The  HR

Specialist should help the supervisor look beyond a requested action to the impact 

of the action on other positions/organizations within the structure.  As such,

the HR Specialist is responsible for:

· Searching for the maximum number of viable options in structuring/restructuring

      a position or organization;

· Analyzing positions and organizations;

· Providing objective observations for alignment and realignment of positions; 
· Providing advice and guidance to the supervisors and the LAO; and
· Appling position management principles.

When does Position Management occur?
Position management is an on-going process throughout the year however, there are 
specific times when the supervisor should concentrate on position issues such as:
· During performance rating time;

· During ARMP preparations;

· Every time a vacancy occurs;

· Every time a function(s) is/are added/deleted; and

· Every time an accretion of duties promotion is requested.

What is the goal of Position Management?  
The ultimate goal in applying position management is to ensure:


Each employee has a current and properly classified position description which 


adequately describes work assigned; and

Positions and organizations are structured in accordance with sound position management principles.

What can Position Management Help Reduce?
· High employee turnover

· Recruiting problems

· Grievances

· Unmanageable backlogs

· Overall costs
What are Position Category Codes?
Position Category Codes are a position management/budget tool specific to ARS.  Position Category Codes were designed to assist in the organization and management of positions within ARS.  All ARS positions are identified with one of the following categories:

Code 1 – Research Scientist

Code 2 – Non-Permanent Research Scientist (including Research Associates)
Code 3 – Support Scientist

Code 4 – Service Scientist

Code 5 – Technician/Aid/Assistant (Non-engineering and non-scientific support)

Code 6 – Specialist (Administrative)
Code 7 – Technician/Aid/Assistant (Engineering and Scientific support)

Code 8 – Trade and Craft occupations (Wage Grade)
Code 9 – Administrative support (Clerical/secretarial/other)

Code 0 – Collaborators and students

Further discussion of Category codes can be found at:

http://www.afm.ars.usda.gov/hrd/classification/files/catcodes.pdf 

The category for the position is identified in the position description number – the first digit of the position description (PD) number identifies the category.  For example:  the first digit of the PD number, 1S1244, identifies the position as a Category 1, Research Scientist, position. 
Comparing ARS scientific and technical positions in different Categories. 

          Category 1                                 Category 3                            Category 7    

      Research Scientist                    Support Scientist                       Technician                           
	Minimum education requirement


	Minimum education requirement
	No minimum education requirement 

	Unlimited FPL
	Career ladder to a GS-9 or GS-11
	Career ladder usually to a GS-7 or GS-9

	Professional academic training
	Professional academic training
	Practical on-the-job experience and training

	Plans and documents research
	Provides professional support to CAT 1, 4, and 2 positions
	Provides technical support to CAT 1, 4, 2, and 3 positions


NOTE:  OPM definition for “professional” position – one that requires a minimum 

              education requirement which is determined by the occupational series.  A degree
              may be required for some occupational series or some occupational series may 

              identify specific course work.  The requirements are defined in the OPM
    
  Qualifications Handbook.

For further reference:
Qualification Standards for General Schedule (GS) Positions

http:/www.opm.gov/qualifications/index.asp

Position Management Checklist for the Supervisor.
· Is work being performed that does not really need to be done?  If so, is action being taken to eliminate it?

· Have you combined positions where this would not harm mission accomplishments?

· Has your organizational structure kept pace with changes in your mission?

· Have you avoided unnecessary spreading of high level duties?

· Are all your vacant positions needed?  Can some be restructured at a lower grade?

· Are work methods and processes providing top efficiency?

· Have you given necessary attention to the development of career ladders?  Are employees aware of them?

· Have you avoided formally splitting up the organization into many small segments?

· Does your organization have sufficient administrative/clerical support?

· Are you familiar with the specific distinctions between grade levels in a career ladder?




POSITION CLASSIFICATION
What is Position Classification?
It is a legally required process of categorizing positions to help management organize work in an orderly manner and provide assurance of “equal pay for equal work.”  Position classification provides an evaluation of the job or jobs designed during the position management process.  The official establishment of the position description authorizes the payment of Federal funds for the job.
“Title 5, United States Code, governs the classification of positions in the Federal service.  This law states that positions shall be classified based on the duties and responsibilities assigned and the qualifications required to do the work.  Section 5104 of title 5 provides definitions for the grade levels of the General Schedule.  These grade level definitions are the foundation upon which the position classification standards are built.”

Classification involves identifying:
· Duties and Responsibilities; 

· Delegated Authorities; 

· Knowledge, Skills, and Abilities required by the position; and

· Level of Work Performed.

Classification serves as a corner stone for all other processes in human resources.

Basic Classification Principles.
· The position, not the individual, is classified (exception:  Research Scientist);

· Job function, not performance, is considered; and

· Grade level is based on predominant duties and responsibilities.

Non-Classification Factors.
· Individual’s performance or value in the organization;

· Length of service;
· Financial need;

· Volume of work; and

· Scarcity of quality employees.

How is a Position Classified?
Once duties and responsibilities are identified, the Office of Personnel Management (OPM) Classification Standards are referenced to determine pay plan, occupational series, official title, and grade level.

What Are OPM Classification Standards?
OPM writes and publishes standards which provide information for distinguishing, describing, illustrating, and measuring the duties, responsibilities, and qualifications of positions in one occupation from those positions in other occupations.  
OPM is involved in conducting occupational studies and updating and writing new standards as required.  This effort responds to the needs and priorities determined by reports from agencies, identification of new occupations, and analysis of problems and trends in many areas of personnel management.
There are standards for both General Schedule (GS) and Job Grading System for Trades and Labor Occupations – Wage Grade (WG) positions.

Reference the following for OPM Standards:

http://www.opm.gov/fedclass/index.asp
GS Classification Standards are developed for:

· Individual series – example Purchasing Agent, GS-1105

· Job Family Standards cover a number of related series – example GS-400 Technicians including GS-404, GS-455, etc. 

Standards serve as reference for:

· Classifying positions in different organizations, locations, or agencies across the Federal government;

· Understanding why certain kinds of positions are classified to particular occupation series; 

· Determining appropriate grade levels for a particular occupational series;

· Helping secure uniformity in classifying positions; and

· Serving as established standards for common reference government-wide.
How Are Classification Standards Arranged?
GS positions are identified as Occupational Groups, i.e., Biological Sciences, 

GS-400.

Occupational Groups are further subdivided by Occupational Series, i.e., Microbiologist, GS-403, Biological Science Technician, GS-404.

WG positions are identified as Job Family, i.e., General Maintenance and Operations Work Family, WG-4700.

Job Families are further subdivided by Occupation, i.e., Maintenance Worker or Mechanic, WG-4749.

Occupational Groups for GS.
GS-000, Miscellaneous Occupations

GS-100, Social Science, Psychology, and Welfare

GS-200, Personnel Administrative/Industrial

GS-300, General Administrative, Clerical, and Office Services

GS-400, Biological Sciences

GS-500, Accounting and Budget

GS-600, Medical/Public Health

GS-700, Veterinary Medical Science

GS-800, Engineering/Architecture

GS-900, Legal/Kindred

GS-1000, Information/Arts

GS-1100, Business/Industry

GS-1200, Copyright, Patent, and Trade Mark

GS-1300, Physical Sciences

GS-1400, Library/Archives

GS-1500, Mathematics/Statistics

GS-1600, Mechanic

GS-1700, Education

GS-1800, Investigation

GS-1900, Commodity Quality/Inspection and Grading

GS-2000, Supply

GS-2100, Transportation

GS-2200, Information Technology

Further reference:

http://www.opm.gov/fedclass/html/gshbkocc.asp
Federal Wage System (FWS) Job Families and Occupations.
2500, Wire Communications Equipment Installation and Maintenance

2600, Electronic Equipment Installation and Maintenance

2800, Electrical Installation and Maintenance

3100, Fabric and Leather Work

3300, Instrument Work

3400, Machine Tool Work

3500, General Services and Support Work

3600, Structural and Finishing Work

3700, Metal Processing

3800, Metal Work

3900, Motion Picture, Radio, Television, and Sound Equipment Operation

4000, Lens and Crystal Work

4100, Painting and Paperhanging 

4200, Plumbing and Pipefitting

4300, Pliable Materials Work

4400, Printing

4600, Wood Work

4700, General Maintenance and Operations Work

4800, General Equipment Maintenance

5000, Plant and Animal Work

5200, Miscellaneous Occupations

5300, Industrial Equipment Maintenance

5400, Industrial Equipment Operation 

5700, Transportation/Mobile Equipment Operation

5800, Transportation/Mobile Equipment Maintenance

6500, Ammunition, Explosives, and Toxic Materials Work

6600, Armament Work

6900, Warehousing and Stock Handling

7000, Packing and Processing 

7300, Laundry, Dry Cleaning, and Pressing

7400, Food Preparation and Serving

7600, Personal Services

8200, Fluid Systems Maintenance

8600, Engine Overhaul

8800, Aircraft Overhaul

9000, Film Processing

Further reference:

http://www.opm.gov/fedclass/html/fwsdoc.asp
What are General Schedule (GS) Occupational Series?  

Within the GS Occupational Group, there are specific occupational series (commonly referred to as “series”) that include all classes of positions at the various skill levels in a particular kind of work.  Series are specific numerical codes, i.e., GS-326, Office Automation Clerk/Assistant. 
What are Wage Grade (WG) Occupations?
Within the WG Job Family, there are specific Occupations that include all classes of positions at the various skill levels in a particular kind of work.  Occupations are specific numerical codes, i.e., Animal Caretaker, WG-5048.  

How is Title Determined?
The basic title(s) for a position is/are determined by each GS Series or WG Occupation Classification Standard.  Some standards identify a parenthetical to be added to the title. 
For some series, e.g., GS-401, GS-301, GS-403; OPM allows the Agency to construct a descriptive title.  No official title identified with a specific Series and Occupation can be used as a constructed title.
What is a Working Title?
It is an agency developed title to further describe the position, i.e., Research Leader, Research Associate, Location Administrative Officer.  No official title identified with a specific Series and Occupation can be used as a working title.

How is Grade Determined?
Each GS Series and WG Occupation standard defines the various grade levels.  The duties and responsibilities in the position description are evaluated in comparison to the criteria in the specific standard to determine the appropriate grade level. 

NOTE:  To be grade impacting, the duty must be performed for at least 25% of the time.
Who Determines the Grade Level?
Grade level is determined by the HR Specialist.  The HR Specialist is responsible for reviewing the position description and gathering information from the supervisor and employee (if appropriate); analyzing all the information in reference with the appropriate classification standard; and developing a final grade level determination.  
Depending on the nature of the GS standards and defined work, positions are either one grade interval or two grade interval.

One grade interval positions increase in one grade increments and include technical,  administrative support and clerical positions.  Typical grade range for administrative support positions is GS-1 through GS-7; and for engineering and scientific technical support is GS-1 through GS-9.  Typical grade range for clerical positions is GS-1 through GS-5.
Two grade interval positions increase in two grade increments up to a certain level.

Typical grade range for professional and administrative specialist positions is 
GS-5/7/9/11; and after GS-11, the positions progress GS-12/13/14/15.  
How Information is Gathered – What is an Audit?
An audit is a way for the HR Specialist to gain the most complete understanding of a position through first hand knowledge.  It is no more than a “conversation or interview” (in person or by telephone) with the person in the job and the supervisor of the position. 
The HR Specialist is responsible for fact-finding and gathering background information about the position.  The primary resources for information are the supervisor and the employee (provided the position is not vacant).  Information is gathered to clarify and supplement what is provided in the PD.  The HR Specialist prepares a set of questions to discuss with the supervisor (usually first) and/or then the employee.  Work samples may also be requested.  It may be necessary for the HR Specialist to conduct follow-up discussions to clarify information received and ask additional questions.
When is an Audit Appropriate?
An audit is appropriate:

· When the request for the proposed upgrade is above the full performance level (FPL).

· As part of a classification review.

· Upon request by the supervisor or the incumbent.

· When significant changes have been made to the position.




HOW TO PREPARE FOR AN AUDIT
If you are being audited:

Organize the information about your job.

· Identify the major duties and responsibilities and percentages of time spent on each; the knowledge and skills required; what makes the work complex; guidelines involved and judgment and decisions required in accomplishing the work; and the impact of your work.

· Start with what has changed in your position since it was established or last reviewed.

· Make notes before the interview to outline your thoughts.  Having examples of your work at hand is sometimes useful.

Sometimes there are misunderstandings about what is important in the classification of a position.  There are several factors that cannot be considered when a job is classified.  Some examples are:

· Qualifications of the person - the work is classified, not on the ability of the person.

· Quality of the work product – this is not a classification issue but it is measured through the performance appraisal process.

· Amount or volume of work done – it is the kind and level of work which is important in classifying jobs.  (A position management issue may be whether there are enough positions to accomplish the volume of work.)
· Length of government service.

· Individual’s financial needs.

· Scarcity of qualified employees.

Things to Remember:

Preparation for the job audit is crucial.  This is your opportunity to explain in detail the requirements of your position.

In most cases, the job audit will not take more than an hour of your time.  Make arrangements so you will not be interrupted.

Through the audit process and other fact finding activities, revisions may be made to the original position description submitted.  These revisions will be discussed and/or reviewed by you and your supervisor.  Once changes are agreed upon, the audit process is completed.

The next step involves the Human Resources Specialist evaluating and classifying the position and relaying the information to the supervisor.   

What is an accretion of duties promotion?

A promotion occurs when additional duties, responsibilities and authorities which increase knowledge requirements, complexity, and/or difficulty in applying guidelines.
The supervisor needs to ask “where are” the added responsibilities and authorities coming from – are they being pulled from another position?  What will the impact be?

Added authorities and responsibilities can come about in different ways:

· Adding new functions to an organization;

· Restructuring of the organization;

· Not filling vacancies and restructuring additional work into remaining positions;

· Changing technologies; and

· New specialized requirements being developed.

NOTE:  Job structuring is never done in a vacuum.  There are definite limits to the


  amount of responsibility and authority that can be delegated.

Questions to be answered in supporting Accretion Promotions.
When requesting a promotion other than a career ladder promotion (a position within it’s FPL designation), the supervisor should think through a variety of questions such as:

· How has the position changed?

· What has caused the change?

· Were the duties and responsibilities performed before and by whom?

· How does the change, not only impact this position, but other positions?

· What percentage of time is involved in the changed duties (25% constitutes a   

            major duty)?

· Is this a change to a major duty or a minor duty?

Accretion of duties conditions
For an “accretion of duties”, the following conditions must be met:

1. The employee continues to perform the same basic functions.

2.  The major duties of the former position are absorbed into the new position, i.e., 

     the new position is a clear successor to the previous position.

2. The new duties could not reasonably be assigned to any other position within

the organization.

4. The new position has no further promotion potential.

5.  No other positions within the organizational unit (whether incumbered or 

     unincumbered) are adversely affected by the action (e.g., the “new” duties

     were moved from another position in the organization and that position’s

     grade is jeopardized as a result).

6. Time-in-grade requirements have been met.

7.  The new position is not a reclassification from nonsupervisory to team leader

     or supervisory status.

8. The new position is not a reclassification from a one-grade interval to a two-

grade interval position.

9. The supervisor prepares and signs the Accretion of Duties Promotion

      Certificate.

NOTE:  If the above conditions are not met, a new position, incorporating the additional

              duties, may be established and filled competitively through Merit Promotion 

              action. 

NOTE:  The mere fact an individual in a position possesses higher qualifications or

stands out from other individuals in terms of performance, initiative, etc.  

is not sufficient reason, by itself, to classify the position to a higher grade.

All accretion of duties actions require the completion of the Accretion of Duties Promotion Certificate.
For further reference:

http://www.afm.ars.gov/hrd/classification/accretion.htm
Responsibility for Position Classification?

1.  The Supervisor is responsible for:

· Assigning duties, responsibilities and authority to a position;

· Documenting assigned work by a Position Description;

· Discussing the position with the HR Specialist;

· Informing the employee of an Audit;

· Informing the employee of the classification determination; and
· If requesting an Accretion of Duties, preparing the Accretion of Duties Promotion Certificate.

2.  The Location Administrative Officer is responsible for:
· Ensuring the supervisor is discussing the classification request with the HR 

Specialist; and

· Ensuring the necessary paperwork (position description, Accretion of Duties

Promotion Certificate if applicable) is complete and sent to HRD.  This includes providing an AD-332 and PD for each grade level except in the case of Research Scientist positions where only one PD is needed.
3.  The HR Specialist is responsible for:

· Gathering background information;

· If required, auditing the supervisor and employee;

· Determining the appropriate series, title and grade;

· Conveying/discussing final classification to the supervisor; and

· Providing guidance and explanations to the supervisor.




POSITION DESCRIPTION

What is the key document used in the position management and position classification process?
A position description, commonly called a “PD”, documents the major duties, responsibilities, and organizational relationships of a job.  It serves as the official record of the classification of the job and is used to make many other human resources decisions.

It is important to remember that the PD is a legal document, i.e., a voucher which identifies major duties and responsibilities; identifies specialized requirements of the position; and documents for the supervisor and the employee what is expected.  The work described by the PD equates to a particular grade.

Who Writes the PD?
The supervisor is ultimately responsible for the content of the PD.  If the position is incumbered, the employee may provide input.  The HR Specialist is useful as a resource and can help the supervisor in preparing the PD.

Step by Step Process in Writing the PD.
Step 1 – For most of the positions, refer to “How to Write Position Descriptions.” 

              (Appendix)
Step 2 – Review the organization’s mission, inventory of positions, and evolving 


        competency needs.  Identify the workforce job requirements necessary to achieve

              the mission. 

Step 3 – Assemble the facts about the duties and responsibilities.

Step 4 – List the duties of the position.

Step 5 – Use the appropriate PD format and describe the factors.

Step 6 – Resolve any differences with the completeness and accuracy of the PD.

How to Write Position Descriptions.  (Appendix A)
What needs to be included in the PD?

PD’s should include:

· Major duties currently assigned.

· Duties although appearing minor, but may have a major impact on series, grade,

qualifications.
· Duties identified with the position’s purpose and organization.

· Duties expected to continue or recur on a regular basis over a period of time, i.e.

one year or a period of time necessary to cover the full cycle of assigned activities.

· Duties that determine qualification requirements.

· Duties that are included as part of the performance standard elements.

· Percentage of time spent on the major duties

What should not be included in the PD?
Usually, the following do not impact the position and should not be included:
· Duties of one-time only or temporary (Caution:  If temporary duties continue, the 

position may need to be reevaluated).

· Duties that are projected, unless the position is new in which case proposed duties are expected to be performed within a reasonable time, i.e., six months or so after the position has been filled.  Another exception involves establishing a projected FPL.
· Any reference to a specific education requirements, e.g., PhD, BS, degree or coursework.

Avoid the following:

· Describing in detail the specific steps needed to carry out a duty.

· Starting sentences with unnecessary wordiness rather than action verbs.
· Using adjectives or adverbs, i.e., “Performs very difficult work.”

· Using terms as “assists”, “participates”, “helps”, “prepares”.  (Rather, describe the specific duties the employee performs to “assist” and/or include what is the actual role and impact of the employee.) 

· Detailing names, places, dates because such specifics become outdated quickly.

· Using “Conducts research” when referring to “searches files.”

· Using “Performs Other Duties as Assigned.”  (If used, it cannot be open-ended; the phrase must be qualified, e.g., “Performs other duties related to the assignment such as…”.
What are Position Description Numbers?
Each position description is assigned a specific position number.  For example:

1S2345.  The first digit is the Category Code; the alpha indicates the Area; and the last four digits identify the number specific to the position.

ARS Area Alpha’s


Office of the Administrator

D


NPS




H


Information Staff


I


BPMS




X


IRP




F


Technology Transfer


Z


NAL




L


AFM




K


Beltsville Area


B


North Atlantic Area


N


Northern Plains Area


T


Midwest Area



W


Pacific West Area


P


Mid South Area


M


Southern Plains Area


S


South Atlantic Area


A

Who Maintains the PD Numbers?

The PD numbers are maintained by the Human Resources Division (HRD).  
Since the ARS Areas have different procedures as pertains to obtaining PD numbers, the LAO must be aware of the Area procedures.  In some ARS Areas, PD numbers are requested from the HR Specialist or the HR Assistant through the Area Personnel Office while in other ARS Areas, the LAO or designee makes the request directly to the HR Specialist or the HR Assistant supporting their Location.  

In order to maintain an adequate record of the log of numbers, the following information  from the Location/Area is required:


The Category;


The requested title, series, and requested grade;


The supervisor; and


The Location.

Once the number is issued, it is specific to that position for the duration of that position.  These numbers are used as part of the SRMP document.

It is envisioned PD numbers remain static, so if any position description changes are proposed, contact your HR Specialist to discuss the PD number.

NOTE:  Once the position no longer exists, the PD number may be recycled. 
Reuse of Position Description (PD) Numbers
Since ARS employs many STEP students and LA’s every year, it is necessary to recycle the PD numbers for these positions year after year.  As the summer positions become vacant, the LAO or designee or the Area designee, in collaboration with the HR Specialist, need to maintain a list of vacant summer hire PD numbers to use the following year.  The details of this list should be coordinated between the designee and the HR Specialist.
NOTE:  Recycled PD numbers can be used interchangeably for different appointment types, i.e., can change a recycled number for an L/A to STEP position just by changing the category code.
Form AD-332 (Position Description Cover Sheet).

The AD-332 is the cover sheet of the Position Description and the appropriate blanks need to be completed.  This document is a part of the position description and is used to officially document the classification of the position..

The supervisor is responsible for the accuracy of information provided on the AD-332 and in the PD.  The supervisor is required to sign and date (Block 19 and 20) of the 
AD-332.  By signing, the supervisor is certifying:
“I certify that this is an accurate statement of the major duties and responsibilities of the 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 statute or their implementing regulations.”

The following Blocks are required to be filled out by the Location:

See Sample AD-332

REASON FOR THIS POSITION Block:  fill in the PD number 
Block 1 or 4 indicate whether position is new or replacing another position  

Block 4, Recommended Title:  fill in only if not sure of official title

Block 8, Working Title:  fill in only if there is one

Block 18, Organizational Structure (the official organization recognized in                                         the Position Organization Listing)

Block 19, 20, 21 by the Supervisor.

Block 22, 23, 24:  fill in only if required by the Area 

The LAO or designee is responsible for ensuring the designated blocks are complete and accurate.
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SUPERVISOR'S CERTIFICATION

I certify that this is an accurate statement of the major duties and responsibilities of the positionand 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 statute or their implementing regulations.

19. SUPERVISOR'S SIGNATURE 20. DATE 22. SECOND LEVEL SUPERVISOR'S SIGNATURE 23. DATE
BLOCKS-22-- 24, COMPLETE BASED ON YOUR
BLACKS 19 - 21 ARE REQUIRED ARFA'S REQUIREMENTS |

21. SUPERVISOR'S NAME AND TITLE 24. SECOND LEVEL SUPERVISOR'S NAME AND TITLE
FACTOR EVALUATION SYSTEM
FACTOR 25, FLD / BMK 26. POINTS FACTOR 25. FLD / BMK 26. POINTS
1. Knowledge Required 6. Personal Contacts
2. Supervisory Controls 7. Purpose of Contacts
3. Guidelines 8. Physical Demands
4. Complexity 9. Work Environment

27.
5. Scope and Effect 27. TOTAL POINTS »

28.

28. GRADE p

CLASSIFICATION CERTIFICATION

I certify that this position has been classified as required by Title 5, US Code, in conformance with standards published by the OPM or, if no published standard applies directly,
consistently with the most applicable published standards.

29. SIGNATURE 30. DATE

31. NAME AND TITLE

32. REMARKS 33. OPM CERTIFICATION NUMBER

DUTY STATION: (if different than organizational location)

*U.S.G.P.O.: 1986 - 623 - 500/00351 This form was electronically produced by Elite Federal Forms, Inc.; FORM AD-332 (Reverse) (4/86)
Modified by USDA/ARS/ITD/ISB.




What is a Full Performance Level (FPL)?
An FPL is the highest grade level assignable for a particular position.  It is based on all of the duties, responsibilities, and degree of independence assigned to the position by management.  The FPL can be projected.
The FPL is documented on the front of the AD-332 by the HR Specialist in Block 32 (Remarks).

All positions except Category 1 and 2 positions have an FPL.

Research positions (Category 1 and 2) are evaluated by the Research Grade Evaluation Guide which is the only standard which builds in “impact of the person on-the-job.“ Because of the impact feature, promotion potential for these positions is open-ended.

What are Standard PD’s?
Standard position descriptions are also referred to as ”generic” position descriptions.  They are positions whose duties are essentially the same regardless of the Location.  Changes to the standard position description may require new classification and may result in changes to the title, series, and grade level assigned.  Managers should use the standard PD “as is” or discuss any planned changes with the HR Specialist before making changes.  Standard PD’s may be used for a redescription of duties.
Standard PD’s can be referenced:

http://www.afm.ars.usda.gov/hrd/classification/index.htm.

The supervisor will still need to be able to define for the HR Specialist the specific techniques, methods, equipment, instrumentation, etc., and Knowledge, Skills, and Abilities (KSA’s) needed for the position to ensure the appropriate applicant pool is targeted in the vacancy announcement.

When submitting standard PD’s, reference the HRD website above for the most current version of the AD-332.

What are the Benefits of Using Standard PD’s?
Using standard PD’s saves time and effort expended in writing a new PD.  These PD’s have already been evaluated and classified, and, in most cases, no further review is required.

It is important that the supervisor be familiar with the content of the standard PD at all grade levels and understands the distinction between grades.  It is not just the level of independence at each grade level.  The HR Specialist can provide guidance.

EXCEPTIONS:  If the standard PD is being used to support a promotion beyond the FPL or based on accretion of duties, a position audit and evaluation are required.

Position Descriptions for Student Career Experience Program (SCEP) positions
Position Descriptions for SCEP’s:

· Include standard introductory statement (found on ARS website in Standard Position Descriptions section: http://www.afm.ars.usda.gov/hrd/classification/positions/gs-xx99.htm)

· Be consistent with the target position identified.  If the target position is:

Technician (Category 7) - use standard PD for technical support positions 
(GS-404/802/1311)

Support Scientist (Category 3) - use standard PD for Microbiologist or Chemist as a shell, with necessary modifications for your particular position

Research Scientist (Category 1) - use prototype PD for the Research Affiliate, GS-7 or GS-9, which can be found in P&P 105.1, ARS Research Associate Program (http:www.afm.ars.usda.gov/ppweb/105.01-ars.pdf).  The blanks need to be completed with information specific to your SCEP.  

· Ensure the series for the SCEP position includes the first digit of the occupational group followed by “99”, e.g., GS-1399.  

· Ensure the title is Student Trainee, with the specialization in parenthesis, e.g., Student Trainee (Biological Science).
Who Needs a PD?
Every employee needs an official position description.  There are two exceptions:  Collaborators and Volunteers.  A brief statement of duties is required for Collaborator appointments.  Since Volunteer appointments and records are maintained by the Location, an official PD is not required.

For recruitment of positions with a career ladder, the Location needs to submit a PD and completed AD-332 for each grade up to the FPL.

For career ladder promotions, only an SF-52 will need to be submitted since the PD’s will already be classified and on file in HRD.  The only time an AD-332 is required is if the supervisor has changed.

Additionally, when refilling a position, new PD’s are not necessary unless something in the position description has changed or a new supervisor has been assigned.

Are there Specific Formats for PD’s?

There are specific formats for different ARS categories of positions.  The following provides an outline of each format:

Position Description for Research Scientist (Category 1 and 2)


Factor I – Research Assignment

A. Assigned Responsibility

B. Research Objectives & Methodology
C. Expected Results
D. Knowledge Required
E. Supervisory Responsibility 

Factor II – Supervision Received

A. Assigned Authority

B. Technical Guidance Received

C. Review of Results

D. General Supervision

Factor III – Guidelines and Originality

A. Available Literature

B. Originality Required

Position Description for all GS non-Research Scientists  (Category 3, 4, 5, 6, 7, 9)

These PD’s are in the Factor Evaluation System (FES) format.

A. Introduction (Standard PD’s do not have an introduction, however, the Location may add an introduction statement.)

B. Major Duties

C. Evaluation Factors

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

9. Work Environment

D. Other Considerations

Supervisory Responsibilities (EEO Statement)

Training Activities – Career Intern, Student Career Experience Program (SCEP),

     Upward Mobility
Motor Vehicle or Commercial Driver’s License Required

Pesticide Applicators License Required

Safety/Radiological Safety Collateral Duties

EEO Collateral Duties

Drug Test Required

Vaccine(s) Required

Financial Disclosure Required

Special Physical Requirements/Demands

Environmental Management Collateral Duties

Travel requirement

Other

                                           FES FACTORS 

1.  Knowledge Required by the Position
· Kind or nature of knowledge and skills needed

· How the knowledge and skills are used in doing the work

2.  Supervisory Controls
· How the work is assigned

· Employee’s responsibility for carrying out the work

· How the work is reviewed

3.  Guidelines
· Nature of guidelines for performing the work

· Judgment needed to apply the guidelines or develop new guidelines

4.  Complexity
· Nature of assignment

· Difficulty in identifying what needs to be done

· Difficulty and originality involved in performing the work

5.  Scope and Effect
· Purpose of the work

· Impact of the work product or service

6.  Personal Contacts
· People and conditions/setting under which contacts are made

7.  Purpose of Contacts
· Reasons for contacts in Factor 6

8.  Physical Conditions
· Nature, frequency, and intensity of physical activity

9.  Work Environment
· Risks and discomforts caused by physical surroundings and the safety precautions necessary to avoid accidents or discomfort
Position Description Exercise
Agricultural Research Technician (Insects) GS-404-05                                          PD # 7SA3501
The incumbent's assignment is part of a long-term research program on the biology and control of imported fire ants in which the incumbent participates in research on chemical control and the economic problems caused by these pests.
A.  MAJOR DUTIES
Inspects selected agricultural crops for presence of ant damage; collects ants and plants for laboratory analysis; follows basic laboratory procedures for assessment and relationship.
Maintains garden and field plots of selected crop varieties for study of effects of ants on plant density, growth and yield.
Collects newly-mated queens, excavates established field colonies and collects queens, immatures, and workers of imported fire ants and native ants for use in laboratory and field studies.
Assists in laboratory and field tests to evaluate chemicals, food materials, carriers, solvents, etc., including formulation of test materials, selection and treatment of laboratory colonies and field plots and evaluation of the treatments.
Maintains records of studies and tabulates data to present to supervisor for further analysis.
Drives cars or light trucks to collect specimens, obtain supplies and equipment and conduct field experiments.  
B.  FACTORS
1.  Knowledge Required by Position
Basic knowledge of and experience in the use of terminology, methodology and techniques used in research in the biological sciences and a general knowledge of agricultural practices in the fire ant infested areas.
A general knowledge of the standard procedures used in the laboratory culture and handling of fire ants.
Ability to learn and apply simple distinguishing characteristics to differentiate fire ants from other ants in the field and to differentiate imported fire ants from native fire ants.
Ability to learn and apply standard procedures for evaluating toxicants, insect growth regulators, queen sterilants, food material, and control of behavior-modifying chemicals in the laboratory and field.  
Knowledge of the use of microscopes, sensitive analytical balances and other laboratory equipment and of the operation of basic farm machinery.  
2.  Supervisory Controls
The incumbent works under the daily supervision of a research entomologist.  Specific instructions will be given for new tasks; routine tasks will follow established guidelines and will be performed independently. Periodic review will be made by the entomologist to insure that work complies with instructions and established procedures.
3.  Guidelines
The incumbent will follow or select established procedures in which he or she has been instructed previously, either orally or by demonstration.  Written instructions will be given in those situations where established procedures are not available. Unusual situations are referred to the supervisor.  
4.  Complexity
The work performed usually follows standardized procedures.  The incumbent must have the ability to learn and follow these procedures while conducting experiments, preparing materials for testing in various formulations, and preparing equipment necessary for conducting the tests.  Collection of specimens in the field requires that the incumbent differentiate the fire ant species from each other and from other ants using 2 or 3 easily distinguishable factors.  Inspection of crops requires the ability to recognize common symptoms of damage caused by fire ants.  
5.  Scope and Effect

Proper maintenance of garden and field plots is highly essential to insure accurate assessment of the impact of ants on growth and yield. Proper identification and correlation of insect species is essential to achievement of research objectives. Failure to conduct duties accurately could result in improper conclusions about the research and delays in developing recommendations for fire ant control.
6.  Personal Contacts
Contacts are with coworkers and supervisors in the laboratory and field. Incumbent also consults with other technicians or entomologists within his organization to obtain necessary supplies and obtain information on procedures and techniques of operation. Occasional contacts may be required with private landowners to secure access to land for conducting tests and evaluations.  
7.  Purpose of Contacts

Personal contacts involve exchange of information, techniques and procedures and determination of the plans of the scientist for conduct of the tests. Contacts with landowners are for the purpose of obtaining permission to conduct studies on private land. 
8.  Physical Demands

The duties of this position require that the incumbent will often spend 6 to 7 hours per day standing and walking. Occasional lifting and moving of heavy boxes of supplies or equipment is required. Field work requires extensive walking to collect specimens and to apply and evaluate treatments.  Field studies require occasional use of motorized farm equipment, shovels, hoes and other small hand tools. 
9.  Work Environment

Work involves frequent exposure to ant stings with possible allergic reactions and limited exposure to toxic chemicals.  Field work requires prolonged exposure to heat and cold, direct sunlight and dust. Some work requires the use of protective rubber or plastic gloves.
Position Descriptions for Non-Supervisory Wage Grade (WG) and Wage Leader (WL) (Category 8).

A. Introduction

B. Major Duties

C. Factors

1. Skill and Knowledge

2. Responsibility

3. Physical Efforts

4. Working Conditions

Position Descriptions for Wage Supervisors (WS) (Category 8).

A. Introduction

B. Major Duties

C. Factors

1. Nature of Supervisory Control
2. Level of Work Supervised
3. Scope of Work Operations Supervised
What are Collateral Duties?
Collateral Duties are official duties and responsibilities assigned in addition to the primary duties and responsibilities of the position, e.g. Radiological Officer, EMS Coordinator, etc..  These duties are performed for no more than 20% of the employee’s time.  The employee may receive technical guidance and review, but not supervision, from an individual other than the immediate supervisor.  Collateral Duties are attached as an addendum to the PD.

Reference:

http://www.afm.ars.usda.gov/hrd/classification/positions/collstmts.htm
The supervisor and the LAO are responsible for informing the HR Specialist of the addition/deletion of the collateral duty to the PD.  Once informed, the HR Specialist will attach or remove the collateral duty to the official PD, amend the AD-332 in the Remarks Section (Block 32), and ensure copies of the AD-332/PD are distributed to the supervisor and the employee.
What is a Statement of Difference (SOD)?
It is a succinct, comprehensive description of the significant differences between the duties and one or more of the factors (Supervisory Controls, Guidelines, Complexity, etc.) of the Full Performance Level position and the position being described.

It is used to describe a position at lower grade level(s) than the FPL of the position when the preponderance of the duties are the same as the FPL position.

Statement of Difference may not be used in:

· Describing supervisory or leadership positions;
· Describing a position in a different organizational unit;

· Describing a research position (Category 1 or 2);

· Describing a position which may be involved in a classification dispute/appeal;

· Describing the FPL of the position; or

· Describing duties that are not the same as the basic position.

The supervisor needs to discuss with the HR Specialist the appropriateness of using an SOD.  

What Should be Included in a Supervisory or Managerial Position Description?
Any position which has official supervisory responsibility over at least one position needs to include the following leadership requirements under Major Duties:

The incumbent is responsible for expressing ideas and facts to individuals or groups effectively.  This also includes listening to others, facilitating an open exchange of ideas, and team building.

The incumbent is responsible for motivating and guiding employees, ensuring staff is appropriately utilized and developed, and adapting leadership style to various situations.

Provides technical and administrative supervision to (list positions supervised by title and FPL grade).  Is responsible for making selections for positions, assigning duties, reviewing work, approving/disapproving leave and evaluating performance.  Assures equal opportunity is extended to all employees supervised and all candidates for employment without regard to race, color, religion, sex, national origin, age, or nondisqualifying handicapping condition.  Assures affirmative implementation of Equal Employment Opportunity plans of action and applicable Civil Rights provisions which includes full consideration of eligible minority group members and women in filling vacant positions, providing career counseling and orientation; enhancing career opportunities through training and development, job redesign, and/or similar techniques; and ensuring full consideration of these employees in recommending promotions, awards, and other forms of special recognition.
In addition, all positions titled “Supervisory, Officer, Manager” and managerial positions need to include the following leadership abilities under Knowledge Required by the Position:

Ability to lead and accomplish work through others.

Ability to communicate with individuals or groups from diverse backgrounds in a variety of situations.

When is a Position Description Rewritten?
A rewrite of the PD is warranted when there has been:

· Any changes impacting the title, series, and grade;

· A significant change in duties;

· A significant change in responsibilities and delegation of authority;

· A change in supervisory controls;

· A significant change caused by reorganization; and

· Any new legislation/programs impacting the position.

If for whatever reason the position description is no longer accurate, it generally requires a rewrite.

The supervisor must be able to articulate what has caused the change.  Duties and responsibilities cannot be arbitrarily moved from one position to another in order to manifest change or a promotion.

NOTE:  Duties and responsibilities cannot be arbitrarily moved from one position to another position in order to manifest change or a promotion.

Minor Changes to the Position Description.
Minor changes involve changes to a few sentences or words which can easily be “pen and ink” changes by the HR Specialist, e.g., unit name change, change in equipment, type of plant/insect being studied..  If changes involve a few paragraphs with modifications, an addendum may be attached to the existing PD.  The supervisor needs to contact the HR Specialist.

NOTE:  Contact the HR Specialist for further clarification.

A Change in Supervisor.
If there is a change in supervisor with no other changes or only minor changes, a new AD-332 filled out and signed by the supervisor should be sent to HRD to document the new supervisor’s certification of the position.
Is the PD Used Just to Document a Position?
Once classified, the official position description is used to:

· Determine pay level and authorize payment of public funds

· Determine qualification requirements

· Develop performance criteria

· Determine eligibility for inclusion in bargaining unit

· Identify training needs

· Serve as evidence in administrative and judicial proceedings

· Determine security and suitability designation.

Responsibility for Position Descriptions?
A.  The Supervisor is responsible for:
· Working with the HR Specialist

· Identifying work requirements, and organizing and delegating work assignments

· Developing and writing position description (may be able to use a Statement of Difference)

· Ensuring PD’s are kept current and accurate

· Ensuring employees understand assigned duties, responsibilities, and authorities

· Ensuring employees are informed of FPL and career ladder, and that employees understand what is expected in order to progress to the next grade level

· Ensuring collateral duties are included

· Using standard PD’s as appropriate

· Updating PD’s when major changes occur

· Ensuring the AD-332 is correct and by signing, certifying the accuracy of the PD

B.  The Location Administrative Officer is responsible for:

· Providing supervisor with PD number
· Ensuring AD-332 is completed accurately and signed

· Ensuring the PD is in the proper format

· Ensuring collateral duties are identified and attached

· Providing copies of standard PD to supervisor, as required
· Ensuring all the documents (AD-332, PD, Collateral duties, etc.) are included with the SF-52, Request for Personnel Action

· Working with HR Specialist in developing a system for recycling PD numbers for temporary student and LA hires
C.  The HR Specialist is responsible for:

· Providing guidance to the supervisor in the development of the PD, including use of Statement of Differences
· Discussing the appropriate use and developing Statement of Differences

· Discussing any collateral duties

· Working with LAO in developing a system for recycling PD numbers for “summer hires”

· Articulating to the supervisor the difference in duties, responsibilities, and difficulty between grade levels for a position

· Maintaining the official PD file for each assigned organization

NOTE:  The HR Assistant provides PD numbers upon request.

WAGE GRADE POSITIONS
The majority of positions at the Locations are GS positions.  Since most Locations have some WG positions, it is necessary to understand the differences between the two systems.  

What are Wage Grade (WG) Positions?
If the primary duties and responsibilities of a position clearly require trades, crafts, or laboring experience and knowledge, the position is classified under the Federal Wage System regardless of organizational location or nature of the activity in which it exists.

What is the Difference Between WG and GS?
Although the concept of “Equal pay for substantially equal work” is the same for both GS and WG, the differences for WG are as follows:

· The wage system is managed by OPM with help from federal agencies and labor organizations

· Grade is based on the requirement for knowledge, skills, and abilities related to trades, crafts, or laboring experience

· Career ladder progression depends on the occupation and may be single, two-grade or a combination interval
· Career pattern involves helper, intermediate jobs (worker), and journeyman

· Different pay scales for WG, Wage Leader (WL), and Wage Supervisor (WS)

· Wage schedules only have five within grade increase (WGI) steps versus GS with ten within grade increase steps
· Percentage of time does not govern the grade level
· Different PD format

NOTE:  Because WG positions involve trades, crafts, and/or laboring, the knowledge and skills required are more important and impacting than the percentage of time involved in the duty.  If duties are repetitively performed within a cycle or year, they should be credited because the employee must possess those trades, crafts, and/or laboring skills in order to effectively accomplish the work.
What is the Wage Grade Career Ladder for Skilled Trade Occupations?
Most WG positions in ARS do not have a career ladder because there is usually an immediate need for the selectee to perform specific functions above a helper/worker level.
· Helper, WG-5 – Works closely with Journeyman (WG-9 and above)

· Intermediate Jobs or “Worker”
· Journeyman Operator and/or Mechanic





CLASSIFICATION APPEALS

What is a Classification Appeal?
If an employee (whether they are under the GS or WG) does not agree with the classification of the position, the employee may appeal the decision.

NOTE:  An appeal may result in an upgrade, downgrade, or remain in grade.

Further information referencing appeals:  


P&P 431.01, Position Management and Position Classification, October 2, 2003


http://www.afm.ars.usda.gov/ppweb/431.01.htm

What May be Appealed?
 The following may be appealed:
· Grade level of the position

· Official title when the OPM classification standard has no prescribed title

· Occupational series of the position

· Position inclusion in or exclusion from the GS or WG

What May Not be Appealed?
· Accuracy of PD, including inclusion or exclusion of a major duty

· Disagreement between employee and supervisor over the accuracy of the official PD

· Classification of a position to which the employee is temporarily promoted or detailed
· Use of supplemental classification guides issued by USDA
· Accuracy, consistency or use of any supplemental classification guides issued by USDA

· Title of the position where an OPM authorized title was assigned

· Classification, grade level, or pay system of a position that is not officially assigned by an official personnel action

· Classification, grade level, or pay system of a position to which the employee is temporarily promoted or detailed

· Proposed classification of a position

· Adequacy of an OPM classification standard

· Classification of a position based on comparison with other positions rather than with OPM standards

· Classification appeal decision issued by OPM

· Rate of pay or the appropriate wage rate for Federal Wage System employees

Who May File an Appeal?
Only the employee or a designated representative for the employee.

Where to File a GS Appeal.
The GS employee may appeal to the U.S. Department of Agriculture (USDA) or the Office of Personnel Management (OPM) directly.  If an employee chooses to appeal directly to OPM, the employee cannot then appeal to the USDA.  All OPM decisions in an appeal are final.

Where to File a WG Appeal.
The appeal process for wage grade employees must begin with the Classification Officer, HRD, i.e., appeals may not be filed directly through the Department to OPM.  The employee may request the USDA take over an appeal if HRD fails to issue a decision within 60 days.
For further information concerning Appeals, reference:
http://www.afm.ars.usda.gov/ppweb/431.01.htm
                                                        SUMMARY
An effective partnership and communication between the Supervisor, the Location Administrative Officer, and the HR Specialist is key to successful position management and position classification throughout the Agency.  Position classification is the foundation on which all other Human Resources functions are balanced. 

This course has provided information concerning position management, position classification, grade and title determinations, position descriptions, position classification standards, wage grade, category codes, position audits, and classification appeals.

When you finish the course you will understand the role of the Supervisor, the Location Administrative Officer and the HR specialist.  You will be able to explain the functions or be able to refer the supervisor and/or employee to a resource.   

It is hoped, when you understand these things, you will recognize position classification as a vital program in the Federal service designed to provide equal treatment to all employees.
Summary of website references:
     The major websites are:

HRD Classification references:  http://www.afm.ars.usda.gov/hrd/classification/index.htm
OPM Site index:

http:www.opm.gov/html/topics.asp#Q

For GS Classification references including the Handbook of Occupational Groups and Families, Part I; Introduction to the Position Classification Standards; and The Classifier’s Handbook:

http:www.opm.gov/fedclass/html/gsclass.asp

For WG Classification references including Handbook of Occupational Groups and Families, Part II: and The FWS Job Grading System:

http:www.opm.gov/fedclas/html/fwsdoc.asp
     The websites sited in the training:
Category codes:


http://www.afm.ars.usda.gov/hrd/classification/files/catcodes.pdf
OPM standards:


http://www.opm.gov/fedclass/index.asp
Occupation Groups for GS, Part I:


http://www.opm.gov/fedclass/html/gshbkocc.asp 
Federal Wage System Job Families and Occupations, Part II:


http://www.opm.gov/fedclass/html/fwsdoc.asp 
Accretion of Duties:


http://www.afm.ars.gov/hrd/classification/accretion.htm
Standard PD’s:

http://www.afm.ars.usda.gov/hrd/classification/positions/index.htm
Position description for SCEP:


http://www.afm.ars.usda.gov/hrd/classification/positions/gs-xx99.htm
P&P 105.1, ARS Research Associate Program:


http://www.afm.ars.usda.gov/ppweb/105.01-ars.pdf
Collateral duties:


http://www.afm.ars.usda.gov/hrd/classification/positions/collstmts.htm
P&P 431.1, Position Management and Position Classification:


http://www.afm.ars.usda.gov/ppweb.431.01.htm
Qualification Standards for GS positions:


http://www.opm.gov/qualifications/index.asp
Job Qualification System for Trades and Labor Occupations:


http://www.opm.gov/qualifications/x-118c/index.htm
PAGE  
4

