Lesson 11: Documentation

Overview



________________________________________________________________

Introduction
This map describes the topics and learning objectives for this lesson.

___________________________________________________________

Objectives
Without references participants will be able to:

· Define the DA standard of adequacy for position descriptions (PDs)

· Identify at least 3 circumstances when an evaluation statement is required

· State the two classification tools which provide acceptable documentation
___________________________________________________________

Terminal Task
After completing this lesson participants will be able to edit a PD in the proper format and prepare an evaluation statement, if required.

___________________________________________________________

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

Concepts for PM&C Documentation



_________________________________________________________________

Introduction
Key concepts for PDs and documentation are explained below.



___________________________________________________________

Standard of Adequacy
PDs must enable a knowledgeable person using the appropriate classification standards or guides to arrive at an accurate determination.

___________________________________________________________

Form
PDs are prepared on DA Form 374 or the equivalent electronic form derived from PD Library, COREDOC, and other automation tools.

___________________________________________________________

Evaluation Statements
Evaluation statements are required for:

· all FES or factor-table standards, like the GS Supervisory Guide; 

· for classification appeals, and 

· for unusual positions.

Note:  For FES and GSSG positions, the evaluation statement can be embedded in the PD (include factor levels, factor points, total points, and point-grade conversion).  Also, COREDOC automatically provides this evaluation information.

__________________________________________________________

Length 
PDs and evaluations can vary from one page to several pages in length.

___________________________________________________________

Delegated Classification Authority
Under DCA, most PM&C documentation is completed by the line manager with the assistance of the CPAC and automated tools.

___________________________________________________________

Automation Tools
Two tools which provide adequate PDs and evaluation statements are:

1. PD Library  (accessed from http:// cpol.army.mil)

2. COREDOC

___________________________________________________________

References
Additional references include local PDs, and PM&C handbooks.

___________________________________________________________

Regulatory Basis
- CFR 511

- PERMISS/CPOL

- OPM Introduction to the Position Classification Standards

                        ___________________________________________________________

Formats and Procedures



_________________________________________________________________

Format 
Criteria for PD formats are listed below.

  Point
                                    Description

1
WG PDs include major duties plus four factors.

2
FES PDs include major duties plus nine factors.

3
Narrative PDs include supervisory controls and major duties.

4
GSSG PDs incude major duties plus six factors.

5
Army PDs must include “Performs other duties as assigned”.



____________________________________________________________

Required Skills
- Analytical skill to group duties and describe factors

- Writing skill to be both clear and brief

- Automation skill to access PD Library, COREDOC, and other resources



____________________________________________________________

Procedures

      Step
                                  Action

         1
Check established PDs to see if one is suitable.

         2
If not, check PD Library.

         3
If no suitable match is found, use COREDOC.

         4
If COREDOC does not apply, list regular and recurring tasks.

         5
Group tasks into major duties.

         6
Obtain an estimate of the percentage of time for each duty.

         7
List grade-controlling work first.

         8
Attach appropriate factor descriptions.

         9
Edit the PD for accuracy and clarity:

· Use active voice
· Replace acronyms and form numbers with generic terms
· Make sure the duties and factor descriptions are consistent



____________________________________________________________

Summary
There is no single correct way to write a PD;  there are many ways.  The key is that the PD should contain enough information to properly classify the work assigned to the position. 

Since supervisors write most PDs, provide them assistance using PD Library, COREDOC, and other tools.  Remember that an evaluation statement is needed for FES or point-table standards, classification appeals, and unusual cases.



____________________________________________________________

                           SAMPLE EVALUATION STATEMENT                    Job #________
 This was a real evaluation statement:  Comments are in bold.
I.  References:

A.  Series Definition for General Engineering Series, GS-801, dated June 1969

 (A better reference is the OPM Handbook of Occupational Groups and Series of Classes, the latest edition)


B.  OPM PCS Civil Engineering Series, GS-810, dated June 1966

[Insert a paragraph on background information; Was the position audited? Appealed?]

II.  Determination of Series:  Subject position is responsible for all construction activities in the Army National Guard (ARNG) for an assigned geographic area, requiring the application of professional engineering skills and knowledge in the fields of mechanical, electrical, and civil engineering with no one predominant.  Therefore, subject position is classifiable to the GS-801 series per reference A.  (NOTE:  Consideration should be given to making this an interdisciplinary position. The Introduction to the Position Classification Standards discusses interdisciplinary positions.)  In accordance with instructions on page 2 of reference B, position is titled Facilities Management Engineer.  (Sorry, but page 2 doesn’t direct this title.  Page 2 discusses the fact that some positions exist which should be placed in GS-801 when “it is not possible to establish that the paramount knowledge requirements are typical of a specialized engineering series”.  Page 2 then explains in a note that positions classified in the GS-801 series can be given a constructed title.  Therefore, the classifier should state that the title Facilities Management Engineer was considered to be a descriptive constructed title.)

III.  Determination of Grade:  Subject position is compared to Part IV of reference B for grade level determination.  This position is responsible for all construction activities occurring within an assigned geographical area (10-15 states) which cover a wide variety of facilities such as armories, maintenance shops, aircraft facilities and air fields, office buildings, warehouses, troop housing and training facilities, ranges, roads, medical facilities, ammunition storage facilities, and supporting utility systems.  Incumbent serves under general supervision, keeping supervisor informed of the status of projects and discussing problems of a controversial nature.  (This exceeds the GS-12 level because ....)  Subject position matches the GS-13 level of reference B with the assignment being a substantial match to example 1, which describes responsibility for planning, designing , and constructing facilities for one of the military services in areas of several states.  For example facilities involved support of  a considerable variety of activities;  complexities arise from mission changes affecting the use requirements of facilities; and the engineer must provide guidance and information to, and obtain the cooperation of, military officials, and a variety of government officials, and special interest groups.  (This fails to meet the GS-14 level because ...)

IV.  Job Classification:  Facilities Management Engineer.  GS-801-13.

V.  FLSA Determination:  Exempt.

Review Questions



________________________________________________________________

Introduction
This map lists questions for reviewing this lesson.



___________________________________________________________

Questions
What is the DA standard of adequacy?


What is the format for narrative GS positions?

What is the format for narrative WG positions?

What is the format for FES positions?

When is an evaluation statement required?

Which automation tools may be used by managers to write or edit PDs?

___________________________________________________________



Lesson 11 Quiz



_______________________________________________________________

Instructions
Read the questions listed below and select the best answer.



__________________________________________________________

Questions
1. If a manager submits a 1-page position description for a Clerk, GS-303-1 that contains the paragraphs “Supervisory Controls” and “Major Duties” along with percentages of time and “Performs other duties as assigned”, you are likely to determine:

a. That the PD is inadequate because it is too short.

b. That the PD is inadequate because it does not contain an evaluation statement.

c. That the PD is inadequate because it doesn’t include the 4 required job factors.

d. That the PD is adequate because it contains enough information and is written in the format for the appropriate classification standard.




2. An evaluation statement is required when:

a. A narrative PD format is used.

b. An employee is selected for career promotion.

c. An FES or point-rated format is used.

d. Any PD format is used.

__________________________________________________________




3. Two automation tools for PM&C that can be used to prepare PDs are:

a. PD Library and COREDOC.

b. TRAIN and COREDOC.

c. PD Library and PERSACTION.

d. PERSACTION and RESUMIX.

__________________________________________________________
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