Lesson 10: Editing Major Duties

Overview



____________________________________________________________

Introduction
This map lists the topics and learning objectives included in this lesson.



____________________________________________________________

Objectives
Given a hypothetical classification case study, participants will correctly identify at least two different major duties.



_______________________________________________________________________

In this Lesson
This lesson includes the topics listed below.
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____________________________________________________________


Major Duty Concepts


_________________________________________________________________

Introduction
This map defines duty and  major duty.



____________________________________________________________
Concepts
Two key concepts are defined below.




Duty--a task or group of tasks which result in the same end product or service and which require the same knowledge, skill, and ability (KSA).


Major Duty--a duty which represents the essential and basic reason for the position; normally occupies at least 25% of the employee’s time

OR

a duty that is regular and recurring and affects qualification requirements.



_______________________________________________________________________

Exercise:  Editing Major Duties


____________________________________________________________


You are a Position Classification Specialist.  The Chief of Human Resource Development (HRD) at the CPOC brought you a new PD for a GS-04 clerk.  The duties are listed below.  In order to give good advice, you must:

· Edit the task list into major duties--

· list a descriptive heading for each major duty

· underline the tasks which go under each heading.  

· circle the tasks that refer to supervisory controls.

· Confirm the changes with the Division Chief, and 

· Get estimates on percentages of time for each major duty.

Major Duties
Answers telephone calls and greets visitors.  keeps calendar of appointments for Division Chief.  Establishes and maintains files.  Types a variety of materials in final form.  Receives, sorts, and distributes mail.  Types memos and reports.  Operates PC to log training requests, and performs graphics or typing work.  Receives and files training regulations, training catalogs, and other publications.  Orders new subscriptions for publications as they are approved by the Division Chief.  Works under general supervision, following standing operating procedures.  The Division Chief spot-checks completed work for accuracy, completeness, and adherence to instructions.  makes copies of correspondence, attachments, and reports.  Assists Employee Development Specialists with the screening and processing of DD 1556s.  Calls originators to correct erroneous information or to locate information omitted on training requests (such as justification for non-government training).   Receives and refers a variety of calls for the installation’s Army Education Center.  Attends staff meetings and takes notes to distribute the next day.  Maintains office records in accordance with MARKS.  Refers to Army training catalogs or automated systems  to nominate or register employees in centrally-funded training.  Mails a wide variety of completed, approved training forms to the appropriate school, vendor, or finance office.  Checks estimated training costs on DD 1556s for numerical accuracy.  Performs other duties as assigned.

Heading for Duty #1  _______________________________________

Heading for Duty #2  _______________________________________

Heading for Duty #3  _______________________________________

Heading for Duty #4  _______________________________________

Do you have any other advice or comments for the HRD Chief?

Review Questions



_________________________________________________________________

Introduction
This map lists questions for reviewing this lesson.



_______________________________________________________________________

Questions
What is the definition of a duty?



What is the definition of a major duty?



Why are major duties important in position classification?



____________________________________________________________
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