Lesson 5: Position Classification Standards and Guides

Overview



_________________________________________________________________

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



____________________________________________________________

Objectives
Without references participants will be able to:

· Correctly list at least 3 types of standards and guides

· Correctly identify the primary authority for issuing standards and    
      guides


With reference materials participants will be able to:

· Correctly locate information such as the authorized title, series code, and grading criteria



_______________________________________________________________________

Terminal Tasks
After completing this lesson participants will be able to locate and extract information from the appropriate position classification standard.

___________________________________________________________

In this Lesson
This lesson includes the topics listed  below.

Topic
See Page

Concepts and Definitions
26

Application Exercise
28

Review Questions
29

Quiz
30



____________________________________________________________


Concepts and Definitions


_________________________________________________________________

Introduction
This map explains key concepts for position classification standards.



____________________________________________________________

Who Issues Standards?
The Office of Personnel Management (OPM) issues classification standards and guides.

___________________________________________________________



Types
There are many types of position classification standards and guides.

· Narrative occupational standards

· Narrative multi-series guides

· Narrative functional guides

· FES occupational standards

· FES multi-series guides and Job Family Standards

· FES functional guides

· Other point or factor-based standards and guides

________________________________________________________________

PD Format
Position descriptions (PDs) are normally written in the format of the standard that governs the grade-controlling work.  



_______________________________________________________________________

Regulatory Basis
Key references include:

· CFR 511

· CFR 532

· Title 5, USC

· OPM Introduction to the Position Classification Standards

· OPM Introduction to the Job Grading System

· OPM Classifier’s Handbook



_______________________________________________________________________

Content of Standards
Standards and guides include:

· a description of covered and excluded work.

· references to other standards.

· background information about the occupation and a definition of job evaluation factors.

· titling practices.

· grading criteria (or cross-reference to another standard/guide).

Note: FES standards describe the nine job evaluation factors and point levels. ___________________________________________________________



Concepts and Definitions (continued)
_______________________________________________________________________

Required Skills
-  Good reading ability (comprehension)

-  Skill in extracting key points and “decision rules”

-  Skill in preparing a chart of the grading criteria in the standard or guide



_______________________________________________________________________

Procedures

    Step
                                      Action

       1
Always read a new standard several times.

       2
Prepare a chart of key points.

       3
Discuss the chart with colleagues and make revisions as 

needed.

       4
Use the chart in future assignments--and share it with managers or other users!



_______________________________________________________________________

Automated Standards
Many offices no longer maintain hard-copy position classification standards.  In fact, OPM no longer publishes those “little green books” .  Instead, new standards are distributed electronically through CD-ROM or the worldwide web.  

___________________________________________________________



Summary
OPM is the authority for issuing standards and guides.  OPM issues narrative, FES, and other types of standards that cover GS and FWS positions.  The Army issues AOGs for CIPMS positions.  DOD issues position guides for NF pay-banding jobs.  

For practical purposes, remember that FES applies only to nonsupervisory GS positions.  

Since there are many types of standards, it is important to read them carefully whenever you are assigned a new case or project.



_______________________________________________________________________

Application Exercise



_______________________________________________________________________

Exercise
Locate the classification standard for the Personnel Clerk & Assistant Series, GS-203.  Then answer the questions listed below.




1.  What are the authorized titles for a job classified as GS-203-03 in Part I?_________________________________________________________

___________________________________________________________


2.  What is the title for a job classified as GS-203-05 in the staffing function, Part I? _____________________________________________

Part II? ____________________________________________________


3.  What is the title for a Classification Assistant with office automation duties? ___________________________________________________________


4.  How many job factors are described in the standard? ______________


5.  What is the name for this type of standard? _____________________






_______________________________________________________________________

Review Questions



_______________________________________________________________

Introduction
This map lists questions for reviewing this lesson.



___________________________________________________________

Questions
Who publishes most classification standards and guides?



Who uses classification standards and guides?



What are three types of information contained in classification standards



and guides?



How many different types of standards and guides are there?  Can you



name three types?

Now that classification is automated, how does one locate position standards and guides?



___________________________________________________________ 

Lesson 5 Quiz



_______________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________



Questions
1. Position classification standards are published primarily by:

a.   The Department of Defense.


b.   The Department of the Army.


c.   The Office of Standards and Guides.


d.   The Office of Personnel Management.

___________________________________________________________




2. Which types of information may be found in classification standards and guides?




a.   Pay schedules, FLSA exemptions, and competitive level codes.


b.   Special rates, series definitions, and titling practices.


c.   Coverage criteria, titling practices, and grade level definitions.


d.   Coverage criteria, FLSA exemptions, and competitive level codes.

___________________________________________________________




3. Three types of position classification standards or guides include:




a.   Other, FES, and narrative.


b.   NAF, FWS, and HAY.


c.    Administrative, professional, and hazard pay.


d.   FLSA, NAF, and FWS.

___________________________________________________________




4. If an employee asked to the see the position classification standards which covered his or her position, your probable response would be:




a.   Only qualified personnel are allowed access to position classification 

      standards.


b.   OK, the standards can be downloaded from the Internet.


c.   OK, as long as a memorandum is submitted by the employee’s 

      supervisor.


d.   OK, but the standards must be ordered from OPM.

___________________________________________________________
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