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____________________________________________________________

Lesson 1 Quiz


_____________________________________________________

Instructions
Read the questions below and select the best response.  



____________________________________________________________

Questions
1. Three PM&C references include:




a.  CFR 410, CFR 430, and Title 6.


b. CFR 511, CFR 532, and Title 5.


c.  CFR 301, CFR 505, and Title 7.


d.  Introduction to the Qualification Standards, Title 5, and CFR 410.

___________________________________________________________





2. You work at a CPAC.  An employee questions your determination that 

    a GS duty must occupy 25% of the position before it is grade-   

    controlling.  The employee wants to read the regulation or law.  Which 

    reference do you provide?




a.  CFR 410.


b.  CFR 532.


c.  Introduction to the Position Classification Standards.


d.  Introduction to the Job Grading Standards.

___________________________________________________________





3. You work at a CPAC.  An employee questions your determination that 

    a WG duty must be “regular and recurring” in order to be grade-  

    controlling.  The employee wants to read the regulation or law.  Which 

    reference do you provide?

a. CFR 532.

b. CFR 410.

c. CFR 511.

d. Introduction to the Position Classification Standards.

___________________________________________________________





4. You are writing a local news item that explains classification resources 

    available to employees and supervisors.  A key reference to include in 

    your article is:

a. http://cpol.army.mil
b. Introduction to the X-118.

c. The SF-171.

d. The Introduction to the Federal Personnel Manual.

___________________________________________________________



Lesson 1 Application Exercise



____________________________________________________________

Application Exercise
Refer to the Code of Federal Regulations.  Where would you find information on:

1. Grade Retention?  CFR 536
2. Special Rates?  CFR 530, subpart C (530.301) 

3. Hazardous Duty Pay?  CFR 550, subpart I (550.901)

4. GS Pay Policy?  CFR 530, 550
5.   FWS Classification Appeals?  CFR 532, subpart G (532.701)



_______________________________________________________________________

Lesson 2 Quiz



___________________________________________________________

Instructions
Select the best answer for each question presented below.



___________________________________________________________

Questions
1. The two key features of the federal position classification system are:




a.   Employee qualifications and rank.


b.   Equal employment opportunity and employee qualifications.


c.   Gainsharing and merit principles (competition for the best employee 

      possible).


d.   Internal equity (equal pay for substantially equal work) and 

      external equity (pay comparability).

___________________________________________________________





2. Typical PM&C responsibilities include:

a.   Employee counseling, classification appeals, and recruitment.


b.   Classification, position management advice, and pay 

      administration.


c.   Needs assessment, manpower surveys, and supervisory discipline.


d.   External equity, evaluation of employee qualifications, and position  

      management studies.

___________________________________________________________





3. The position classification process includes grouping tasks into major duties….:




a.   Editing position descriptions, and determining title, series, and 

      grade.


b.   Determining area of consideration, competitive level codes, and last 

      date of equivalent pay increase.


c.   Editing SF-171s, determining FLSA exemption, and establishing 

      IDPs.


d.   Issuing agency decisions on classification appeals, hearing MSPB 

      complaints, and coding positions for career program.

___________________________________________________________



Lesson 2 Application Exercise



_________________________________________________________________

Application Exercise
Match the statements with the key shown below.  Place the letter corresponding to the correct answer in the space provided.

     a.  a key PM&C decision

     b. a typical PM&C function

 


a   Group tasks into duties                                        


a   Determine pay system or plan


b   Position classification


a   Determine occupation/series


b   Pay administration


a   Determine exempt or non-exempt


a   Determine grade level


b   Position management advice


b   Review appeals


a   Determine title


b   Review/apply new classification standards


a   Determine competitive level code


a   Group duties into jobs


b   Provide employee advice



________________________________________________________________________

Lesson 3 Quiz



________________________________________________________________

Instructions
Read the questions below and select the best response.



___________________________________________________________

Questions
1. The correct code for a grade 5 Carpenter Helper is:




a.   GS-05


b.   NF-05


c.   ES-05


d.  WG-05

___________________________________________________________





2.   The correct code for a grade 9 Secretary is:




a.   GS-09


b.   NF-09


c.   WL-09


d.   WG-09

___________________________________________________________





3.   The correct code for a grade 8 Painter (Supervisor) is:




a.   GS-08


b.  WG-08


c.   WS-08


d.   ES-08

___________________________________________________________





4.   The correct code for a grade 6 Supply Clerk supervisor is:




a.   GS-06


b.   NF-06


c.   WL-06


d.   WS-06

___________________________________________________________





5. The correct code for a grade 10 lead Engineering Technician is:




a. GL-10


b. WL-10


c. ES-10


d. GS-10

___________________________________________________________



Lesson 3 Application Exercise


_________________________________________________________________

Application Exercise
Match the key below with the listed statements.  Place the appropriate letter representing the correct answer in the blank in front of each statement.

a.  ES                 b.  GS            c.  NF             d.  FWS    

e.  WG               f.  WS            g.  WL            h.  WD


b      Denotes GS positions in the Civilian Intelligence Personnel    

        Management System.


g      Denotes leader positions in the Federal Wage System.


b      Denotes the General Schedule.


e      Denotes worker positions in the Federal Wage System.


a      Formerly GS-16 through GS-18.


f       Denotes supervisory positions in the Federal Wage System.



_______________________________________________________________________

Lesson 4 Quiz



_________________________________________________________________

Instructions
Read the questions below and select the best response.



____________________________________________________________

Questions
1.  The five types of positions included in the General Schedule include 

     professional positions and:


a.  Blue collar, white collar, pink collar, and other.


b.  Clerical, administrative, technical, and other.


C  WL, WS, WG, and other.


d.  One-grade interval, two-grade interval, three-grade interval, and 

     supervisory.

___________________________________________________________




2.  The classification of GS positions is made easier by understanding 

     levels of complexity within each career path.  For example, the two 

     primary types of clerical work are:


a.  WG and WL.


b.  Technical and assistant.


c.  Procedural and substantive (subject matter).


d.  Trainee and professional.

___________________________________________________________

3.  The difference between a clerical or assistant position and an 

     administrative position may be properly described as:


a.  Clerical and assistant positions are one-grade interval and require 

     practical knowledge or skill while administrative positions are  

     two-grade interval and require knowledge of principles and 

     theories. 


b.  Clerical and assistant positions are two-grade interval and require 

     knowledge of principles and theories while administrative positions    

     are one-grade interval and require practical knowledge or skill.


c.  Clerical and assistant positions are considered blue collar while 

     administrative positions are considered white collar.


d.  Clerical and assistant positions are considered Exempt while 

     administrative positions are considered Non-exempt.


___________________________________________________________

Lesson 4 Application Exercise 


_________________________________________________________________

Exercise
Indicate whether each PATCO category is 1-grade or 2-grade interval.  


a    Clerical                                        Key:  a. 1-grade interval

a    Technical                                               b. 2-grade interval

b    Administrative

b     Professional

a, b Other



_________________________________________________________________

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.

___________________________________________________________



Lesson 5 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? Personnel Clerk, Personnel Actions Clerk, Staffing Clerk.


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


3.  What is the title for a Classification Assistant with office automation duties? Classification Assistant (Office Automation)


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


5.  What is the name for this type of standard? FES; occupational standard






_______________________________________________________________________

Lesson 6 Quiz



_________________________________________________________________

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



____________________________________________________________

Questions

1. If an employee asks you for information about the Factor Evaluation System (FES), which reference would you consult?




a.  The Introduction to the Job Grading System.


b.  Title 5, Chapter 530.


c.  The Classifier’s Handbook


d.  The position classification standard for GS-201.





2. FES standards are different from narrative GS classification   

      standards in that:




a. they utilize a threshold rule; a position must fully meet a factor level before the level can be credited.


b. they utilize an interpolation rule; a position that falls between two 

      levels receives an intermediate point allocation.


c. they utilize the average factor concept; a strength in one factor can 

      offset a weakness in another factor.


d.   they apply only to supervisory positions.





3.   FES standards describe:




a.   7 factors.


b.   5 factors.


c.   6 factors.


d.   9 factors.





4.  To meet DA standards of adequacy for evaluation statements, FES 

     position descriptions should:




a.  Contain factor levels, factor points, total points, grade range, 

     and final grade.


b.  Contain GSSG factors, factor points, and final grade.


c.  Contain a narrative evaluation statement.


d.  Contain an explanation of competitive level codes.


________________________________________________________


Lesson 6 Application Exercise



___________________________________________________________
Factor 1, Knowledge Required by the Position                         FL 1-3        350 Points           

Knowledge of a body of standard procedures and terminology related to employee development in order to perform a range of clerical duties such as processing training requests and training contracts, entering data into DCPDS, coordinating notification of employees approved for training, and answering substantive questions about the training program. 

Skill in office automation.  A fully qualified typist and office automation clerk are required. 

Factor 2, Supervisory Controls                                                  FL 2-2
125  Points           
The supervisor initially provides SOPs, service objectives of the division, and local policies.  The employee carries out daily work in accordance with operating procedures.  Unusual situations are referred to a higher-grade specialist or the supervisor.  Completed work is spot-checked for accuracy, completeness, compliance with procedures, and adherence to local policies.

Factor 3, Guidelines                                                               FL 3-2

125 Points           

The employee applies portions of the Federal Personnel Manual (Code of Federal Regulations), local regulations, office operating procedures, and PC software and equipment instructions.  Some judgment is required to select and apply the proper guideline for each task.

Factor 4, Complexity                                                               FL 4-2          75  Points          
The employee performs a wide variety of procedural and substantive clerical duties in support of the human resource development function.  Decisions are made regarding the accuracy of information, the completion of forms, and the appropriateness of training requests.  These decisions are made with due consideration to the facts involved in each transaction or request, customer service requirements, deadlines, and competing demands on the employee’s time.
Factor 5, Scope and Effect                                                       FL 5-2        75    Points          
Procedural duties affect the timeliness of support to the office.  Substantive clerical duties affect the appropriateness of training offered to installation employees or the training decisions made by higher graded officials.

Factor 6, Personal Contacts                                                      FL 6- 2        25  Points          
The employee has regular contact with CPAC employees, CPOC employees, nominees, their supervisors, career program representatives, and training providers.
                                                                                                      Continued on the next page

Factor 7, Purpose of Contact                                                    FL 7-1         20 Points          
Contacts are typically to exchange information or explain nominating procedures for various types of training and employee development.

Factor 8, Physical Demands                                                      FL 8-1          5 Points           
Most work is sedentary and requires light effort as in operating a PC or carrying papers and books.  There is some recurring standing, bending, walking, and stooping.

Factor 9, Work Environment                                                    FL 9- 1          5 Points           
Work is performed in a normal office setting with adequate light, heat, and ventilation. 

Total Points: 805
GS-4 Range: 655-850

________________________________________________________________________

Explanation of Series & Title: Part I of the GS-203 standard authorizes the title Personnel Clerk.  In addition, a parenthetical title (Office Automation) is appropriate.  The final classification is Personnel Clerk (Office Automation), GS-203-04.

________________________________________________________________________

Lesson 7 Quiz



_________________________________________________________________

Instructions
Read the questions below and select the best response.



____________________________________________________________

Questions
1. Which of the following references is the best source to research questions about the Federal Wage System?




a.   CFR 511


b.  Title 5, USC


c.   Introduction to the Position Classification Standards


d.  CFR 532





2. Commonly used classification guides for the Federal Wage System include:




a.   GSSG, Assistant guide, JGS for Foreman.


b.   JGS for Helper , JGS for Supervisors, JGS for Leader.


c.   FES guide, JGS for Foreman, JGS for Helper.


d.   Assistant guide, JGS for Helper, JGS for Foreman.





3. In the Federal Wage System a major duty must:




a.   Be regular and recurring and occupy 25% of the employee’s time.


b.   Be regular and recurring and occupy most of the employee’s time.


c.   Be regular and recurring and not of an emergency nature (not 

     just acting in the absence of a regular worker).


d.  Occupy at least 15% of the employee’s time.





4. The four job grading factors for WG position descriptions include Responsibility and:




a.   Skill and Knowledge, Physical Effort, and Working Conditions.


b.   Knowledge Required by the Position, Physical Demands, and Work 

      Environment.


c.   Guidelines, Physical Effort, and Safety Requirements. 


d.   Environmental Elements, Physical Effort, and Skill and Knowledge.

___________________________________________________________

Lesson 7 Application Exercise



___________________________________________________________

WORKSHOP QUESTIONS

Note:  To answer these questions you will need to read the Job Grading Standard for Motor Vehicle Operator, WG-5703
1.  List the four factors needed to complete the job description.

Skill and Knowledge

Responsibility

Physical Effort

Working Conditions
(You will actually write the factors at a later time.)

2.  Tentative Classification:

Title Motor Vehicle Operator  Series WG-5703 Grade 4

The WG-05 work, Major Duty #2,  is not regular and recurring; it is acting in the absence of another driver on an occasional, unpredictable basis.

3. Any  position management recommendations?

Reassign the employee and position to the Directorate of Logistics where the WG-05 work is located.

Lesson 8 Quiz



________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________



Questions
1. Both CPAC and CPOC personnel need to be familiar with PM&C processes.  Three examples of these processes are:

a. Desk audits, evaluating employee qualifications, and data input.

b. Job evaluation, management studies, and conflict management.

c. Douglas factors, job element analysis, and classification surveys.

d. CAMEO analysis, job analysis, and PERMISS research.

___________________________________________________________




2. To be grade-controlling in the General Schedule, work must represent a major duty that:

a. Occupies at least 10%  of the employee’s position.

b. Occupies at least 25% of the employee’s position.

c. Occupies at least 50% of the employee’s position.

d. Occupies most of the employee’s position.
___________________________________________________________




3. To be grade-controlling in the Federal Wage System, work must represent a major duty that:

a.   Is at least 10%  of the employee’s position.

b. Is at least 25% of the employee’s position.

c. Is at least 50% of the employee’s position.

d. Is regular and recurring, not of an emergency nature.
___________________________________________________________




4. The classifier’s perspective is different from the staffing specialist’s perspective in that:

a. The classifier examines employee qualifications, and the staffing specialist examines position requirements.

b. The classifier examines rank in the person, and the staffing specialist examines rank in the position.

c. The classifier resolves conflict and the staffing specialist resolves false agreement (Abilene Paradox).

d. The classifier examines position requirements and the staffing specialist examines employee qualifications.

___________________________________________________________

Lesson 9 Quiz



____________________________________________________________

Instructions
Read the questions below and select the best response.

_________________________________________________________________



Questions
1. Three processes included in position inquiry are:

a.   Classification appeals, conflict management, and reviewing the TDA.

b.   Pay administration, conflict management, and management studies.

c.   Reading classification standards, reviewing organizational data, and 

      conducting a classification interview.

d.   Reviewing the employee’s OPF, conflict management, and determining 

      competitive level codes.

_________________________________________________________________




2. Three steps during a classification interview are:

a.  Preparing a PERSACTION request, selecting a PD from COREDOC, and 

     conducting the interview.

b.  Writing an evaluation statement, selecting the proper PD format, and 

     conducting the interview.

c.  Making an unannounced inspection of the employee’s work site, reviewing 

     the employee’s OPF, and listing closed-end questions for the interview.

d.  Identifying key questions before the interview, setting the employee at 

     ease while conducting the interview, and following-up after the interview.

_________________________________________________________________




3. When classifying a new position, the roles of the line manager and Position Classification can best be contrasted as follows:

a.  The manager determines position duties, and the classifier interprets 

     classification standards.

b.  The manager selects position management options, and the classifier 

     determines position duties.

c.  The manager assigns work, and the classifier evaluates employee 

     qualifications.

d.  The manager classifies the position, and the classifier selects the best position 

     management option.

_________________________________________________________________



Lesson 10 Application Exercise



________________________________________________________________

Factor 2, Supervisory Controls

(first statement is missing—How is work assigned?)

Works under general supervision, following standing operating procedures.

The Division Chief spot-checks completed work for accuracy, completeness, and adherence to instructions.

Major Duties

1. Employee Development Clerical Support. Assists Employee Development Specialists with the screening and processing of training requests.  Calls originators to correct erroneous information or to locate information omitted on training requests.  Refers to Army training catalogs or to automated systems (such as TRAIN) to nominate employees for training.  Checks estimated training costs for numerical accuracy.  Mails a wide variety of completed, approved training forms to the appropriate school, vendor, or finance office.

                                                                                                                      ___%

2. Records and Publications Management.  Establishes and maintains files and office records in accordance with MARKS.  Receives and files training regulations, training catalogs, and other publications.  Orders new subscriptions for publications as they are approved by the Division Chief.                                                                  ___%

3. Office Automation. Types a variety of materials, including memos and reports, in final form on a PC.  Operates PC to log training requests and perform graphics work.

                                                                                                                     ___%

4. Secretarial Support.  Answers telephone calls and greets visitors.  Keeps calendar of appointments for Division Chief.  Receives and refers a variety of calls for the installation’s Army Education Center.  Receives, sorts, and distributes mail.  Attends staff meetings and takes notes to distribute the next day.                                    ___%

Performs other duties as assigned.

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.

__________________________________________________________



Lesson 12 Quiz



_______________________________________________________________

Instructions
Read the questions below and select the best response.



__________________________________________________________

Questions
1. Position management decisions are made primarily by:




a.   Classifiers.


b.   Generalists.


c.   Managers.


d.   CPAC Directors.

___________________________________________________________





2.  Misassignments refer to the assignment of duties to an employee 

     when:




a.  The employee’s PD and actual duties don’t match.


b.  The employee’s duties are misclassified.


c.  The employee is serving a probationary period.


d.  The employee is serving an excepted appointment.

___________________________________________________________





3. Three principles of job design are:




a.   Patterns of departmentation, span of control, and job purification.


b.   Conflict management, management studies, and line-of-sight.


c.   Position inquiry, grade-controlling work, and misassignments.


d.   Job purification, job enrichment, and grade-controlling work.

___________________________________________________________

Lesson 13 Quiz



________________________________________________________________

Instructions
Read the questions below and select the best answer.



____________________________________________________________

Questions
1. A nonexempt employee who is expected to greet visitors and answer phone calls during lunch periods is entitled to:

a.   Nothing because the compensation was not requested in advance.


b.   A new job description.


c.   Environmental differential pay because of lunch-time working 

      conditions.


d.   Overtime or compensatory time off under “suffer or permit”.





2. An exempt employee who is expected to greet visitors and answer phone calls during lunch periods is entitled to:




a.   Nothing because exempt employees cannot earn overtime.


b.   To point out the issue and request comp time or overtime in 

      advance.


c.   Overtime or compensatory time off under “suffer or permit” doctrine.


d.   Environmental differential pay because of lunch-time working 

      conditions.





3. Most positions outside the US are automatically:




a.   Non-exempt.


b.   Exempt.


c.   Exempt at grades GS-11 and above only.


d.   Non-exempt at grades GS-11 and above only.





4. The three types of work that are considered to be exempt are:




a.   FES, narrative, and GSSG.


b.   Supervisory controls, scope and effect, and knowledge required.


c.   Executive, administrative, and professional.


d.   Clerical, technical, and other.





5. When in doubt, a position is presumed to be:




a.   Exempt from overtime provisions of FLSA.


b.   Neither exempt or non-exempt from FLSA.


c.   Exempt from environmental differential pay.


d.   Non exempt; fully covered by FLSA.

___________________________________________________________

Lesson 13 Application Exercise



_______________________________________________________________

Exercise
Review the cases listed below and indicate your FLSA determination.

          Position Title
Primary Duty
    Exempt?

Secretary
           50% GS-05
Nonexempt

Motor Vehicle Operator
          20% WG-05
Nonexempt

Lead Auto Mechanic
          60% WL-10
Nonexempt

Material Handling Supv.

(Situation 1 or 2)
          50% WS-05 
Nonexempt (must be 80% to be exempt)

Supply Technician
          30% GS-07
Nonexempt

Supervisory Supply Technician
          80% GS-06
Exempt

Supervisory Supply Technician
          70% GS-07
Exempt

Personnel Management Specialist
        100% GS-07
Nonexempt (trainee)

Chemist
          50% GS-11
Exempt

Management Analyst
          50% GS-09

(non-trainee)
Exempt 



_________________________________________________________________

Lesson 13 Case Studies



___________________________________________________________

Instructions
Read the cases below and determine an appropriate recommendation.



Assume you are a Personnel Management Specialist at the CPAC.



____________________________________________________________

Case A
Monty is the Dispatcher in the Facilities, Equipment & Services Branch of the Directorate for Logistics.  He called the CPAC for advice.  He claims that he is unable to take a reasonable lunch break.  Whenever he is eating lunch in the shop break room, phone calls come in to dispatch repairmen or motor vehicles.  His boss tells him to answer the calls.  Monty says he has tried to politely point out to his boss that lunch means lunch; he isn't getting paid for answering calls during his 30 minute lunch period.  According to Monty, the Branch Chief says "Yeah, I know, but we all have to pitch in.  I answer the phone during lunch, too, you know."  Monty doesn't want to be insubordinate, but if he answers phone calls during lunch, he wants to be paid.  

What is your response?  Is there an FLSA violation?

There is a violation (suffer or permit rule).  Monty needs to be compensated.  The supervisor might consider rotating lunch breaks so someone is always in the office at work to answer the phone.

___________________________________________________________

                                                                            Continued on the next page

Case B
June is the Chief, Administrative Branch, Directorate of Resource Management & Community Activities.  She has been working very hard.  She was hoping that she and her assistant would be upgraded to GS-11 and GS-09, respectively, in recognition of all of the extra work performed.  However, that doesn't look likely.  Now she says she wants to start getting consideration for working late and coming in on Saturdays.  She talked to her Division Chief who told her to contact the CPAC.  Privately, the Division Chief has told you that June just likes to be busy; a lot of her extra work really isn't necessary.  The Division Chief confided in you that June was counseled to "relax" and "delegate more" to her staff.

What is June's entitlement to future OT pay or Compensatory Time?  What procedures should June and/or the Division Chief follow to document authorized overtime/compensatory time?

June’s overtime was not approved in advance, so she cannot be compensated.  Division Chief is using you (CPAC) to do his/her work; pass the monkey back to the Division Chief.  Division Chief should counsel June about finding things to do outside of work, using merit promotion system, self-development, etc.  Division Chief should establish clear procedures for request, review, and approval/disapproval of overtime.

___________________________________________________________



Case C

Howard is the sole WG-10 Maintenance Mechanic in the Directorate of Logistics.  Periodically, he gets called in on the weekend or after work for "call back overtime" on emergency repairs.  He gets so much overtime each year that he now complains about taxes.  He has requested from the Branch Chief compensatory time off instead of overtime.  The Branch Chief thinks it is a good idea.  What do you think?

CFR now allows for compensatory time, but check your labor agreement to see if the new provisions have been implemented locally.

___________________________________________________________



 Lesson 14 Quiz



________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________



Questions
1. Competitive areas are best described as:




a.   The area covered by position classification standards.


b.   The area covered by special rates.


c.   The area in which employees compete during reduction-in-force.


d.   The area covered by demonstration projects.

___________________________________________________________


2. OPM requires different competitive level codes when these factors differ:

a. Series, service, grade, part-time vs. full time.

b. Series, gender, exact hours of work, FLSA status.

c. Grade, type of appointment, FLSA status, and probationary period.

d. Title, grade, FLSA status, and performance rating.

___________________________________________________________




3. OPM prohibits different competitive level codes when these factors differ:

a. Gender, type of appointment, grade, FLSA status.

b.    Series, title, grade, part-time vs. full time.

c.    Gender, promotion potential (without a formal training plan),   

       probationary period.

d.    Title, grade, FLSA status, and performance rating.

___________________________________________________________

Lesson 14 Application Exercise 


_________________________________________________________________

Instructions
Read the list of positions below.  Determine if each pair of positions can be in the same competitive level.  Write “same” in the space provided.   If the pair of positions must have separate CLCs, write “different”.

___________________________________________________________

Exercise


Different
1. GS-221-05 and GS-221-07



Same
2. GS-343-11 conducting methods improvement and GS-343-11 conducting reorganizations



Different
3. GS-318-05 excepted appointment and GS-318-05 competitive appointment



Different
4. GS-018-09 DA Intern targeted to GS-11 and GS-018-09 full-performance position



Same
5. GS-326-04 working in CPAC and GS-326-04 working in the Office of the Commander.



Different
6. GS-203-07 FTP and GS-203-07 PTP



Different
7. GS-1670-12 with frequent OCONUS TDY (months at a time) and GS-1670-12 with no travel required



Different 
8. GS-201-11 Staffing and Classification Specialist and GS-201-11 Personnel Management Specialist (automation emphasis)



Different
9. GS-801-12 Mechanical and Electronics Engineer and GS-801-12 Civil & Environmental Engineer



Same
10. GS-312-04 mostly all dictation and GS-312-04 with 60% typing





_________________________________________________________________
Lesson 15 Quiz 



_________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________



Questions
1. Which positions are evaluated with the GSSG?




a.   Positions that devote at least 10% of the time (regular and recurring)  

      to technical and administrative supervision of federal employees.


b.   Supervisors, deputies, and work leaders.


c.   Positions coded supervisory for labor relations purposes.


d.   Positions that devote at least 25% of the time (regular and 

      recurring) to technical and administrative supervision of federal 

      employees.

___________________________________________________________




2. The GSSG is applied to PDs by:




a.    Following the rules for applying narrative GS positions.


b.   Following rules similar to the Factor Evaluation System for the 6   

      factors of the GSSG, and considering appropriate adjustments.


c.   Adding to the base level 1grade for first line supervisors and 2 grades 

      for higher level supervisors.


d.   Interpolating between factor levels and then using the grade-point 

      conversion table.

___________________________________________________________




3. When applying the GSSG, classifiers or line managers should consider:




a.   DoD and DA guidance on the guide.


b.   OPM guidance on the guide.


c.   Only DA guidance on the guide.


d.   Only the GSSG; no other guidance has been issued.

___________________________________________________________




4. Work leader positions should be evaluated using:




a.   The GSSG.


b.   The GSLGEG.


c.   The GSSG and then deducting one grade level.


d.   The appropriate occupational standard only.

___________________________________________________________



Lesson 16 Case Study Questions



________________________________________________________________

1.  How many Identical Additional (IA) positions are shown on the attached organization chart?  Which ones are they? 

 Identical Additional positions:  5 jobs; #20109, #21215, #21214, #21213, #22113

2.  What is the span-of-control for each division?  For the total CPO?

PM&C=1:5; RP=1:10; MER=1:4; TSO=1:6; T&D=1:3; 

Total Office=6:29=1:5 (way below President Clinton’s goal of 1:15!)

3.  You have been assigned as a part of a team tasked with doing a complete survey of all the positions in the office (in preparation for stand-up of the Western Region).  What resource documents, guides, background information, and references would you assemble to assist the team?

Resources may be:  current and past mission and function statements; copy of TDA or a listing of filled and vacant positions; organization charts; classification standards for GS-201, GS-203, and other personnel series; regionalization structures for CPACs at similar installations;  current position descriptions and evaluation statements; strategic plan for the office.

4.  Identify the career ladder positions available under the current structure.

Career ladder positions:

  22115 to 22114; 21215 to 21214; 23510 to 23511; 23308 to 23309; 20109 to 20110;   

  23511 to 23512; 20111 to 20112; 23311 to 23312; 21213 to 21212; 22113 to 22112

5.  Considering the impending reduction in positions, what improvements would you recommend to the mix of clerical, assistant, specialist, and supervisory positions?

The skill mix is OK. Assess possibility of using subject matter specialists to assist with rating and ranking, which may allow for some reductions in the staffing unit.  Assess the need for three classifiers since much of the work is retyping and editing PDs—maybe classification assistants would be more useful.  Consider combining MER and T&D to improve the supervisory ratio.



____________________________________________________________

Lesson 17 Quiz

_________________________________________________________________

Instructions
Read the questions below and select the best response.



____________________________________________________________

Questions
1. Which types of premium pay may be earned by GS employees?

a.  Environmental Differential Pay, Overtime Pay, Sunday Pay

b.  Holiday Pay, Environmental Differential Pay, Sunday Pay

c.  Sunday Pay, Environmental Differential Pay, Night Pay

d.  Hazardous Pay Differential, Night Pay, Overtime Pay

_________________________________________________________________


2. Which types of premium pay may be earned by FWS employees?

a.   Hazard Pay Differential, Overtime Pay, Sunday Pay

b.   Holiday Pay, Environmental Differential Pay, Sunday Pay

c. Sunday Pay, Hazard Pay Differential, Night Pay

d. Compensatory Time Off, Hazard Pay Differential, Overtime Pay

_________________________________________________________________


3. To locate instructions on the calculation of premium pay for GS employees consult:

a. CFR 532

b. CFR 550

c. CFR 410

d. CFR 511

_________________________________________________________________




4. To locate instructions on the calculation of premium pay for FWS employees consult:

a. CFR 532
b. CFR 550

c. CFR 410

d. CFR 511

_________________________________________________________________



Lesson 17 Application Exercise



_________________________________________________________________
Definition/Illustration
Type of Premium Pay

1.  c  A GS employee may earn this for dangerous work in high places.
a. Overtime

2.  d  A FWS employee may earn this for dangerous work in high places.
b. Compensatory Time Off 

3.  g  A FWS or GS employee may earn this for working the Sunday-Thursday schedule.
c. Hazardous Pay Differential

4.  e  A FWS or GS employee may earn this for working the graveyard shift.
d. Environmental Differential Pay

5.  a, b  A GS employee may earn this for working 10 hours in one day (42 hours in the week).
e. Night Pay 

6. b  A FWS employee may now request this in lieu to overtime.
f. Holiday Pay

7. f  A GS or FWS employee who is scheduled to work on Christmas Day receives this.
g. Sunday Pay



8. d  A FWS employee may earn this for unusually dirty work.


9. a  For Exempt GS employees the maximum rate is 1.5 times GS-10, step 1.




_________________________________________________________________

Lesson 18 Quiz



________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________

Questions
1. GS special rates are best defined as:

a. Salary rates for employees with special qualifications, such as education or high performance ratings.

b. Salary rates above the General Schedule for selected occupations, grade levels, and/or locations.

c. Salary rates below the General Schedule for selected occupations, grade levels, and/or locations.

d. Salary rates primarily for employees on excepted (special) appointments.

___________________________________________________________

2. Two examples of GS occupations that utilize worldwide special rates are:

a. Medical Officer and Petroleum Engineer.

b. Secretary and Data Transcriber.

c. Position Classification Specialist and Personnel Management Specialist.

d. VRA appointments and spouse appointments.

___________________________________________________________

3. Two examples of GS occupations that utilize special rates to recruit and retain employees at certain locations are:

a. Position Classification Specialist and Personnel Management Specialist.

b. VRA appointments and spouse appointments.

c. Secretary and Data Transcriber.

d. Any non-exempt Medical Officer or Engineer.

___________________________________________________________


4. Two references for special rates are:

a.  CFR 410 and CFR 511.

b.  Title 5 and CFR 430.

c.  Introduction to the Factor Evaluation System and CFR 532.

d.  CFR 530 and web site http://www.opm.gov.
___________________________________________________________

Lesson 19 Quiz



_________________________________________________________________

Instructions
Read the questions below and select the best response.

___________________________________________________________



Questions
1. A supervisor just created a GS-12 senior specialist position.  She may:

a. Fill the job permanently by selecting noncompetitively the best current GS-11 in the unit.

b. Fill the job temporarily for 120 days by selecting noncompetitively the best current GS-11 in the unit; during that time period, announce a merit promotion vacancy.

c. Fill the job temporarily for 1 year by selecting noncompetitively the best current GS-11 in the unit; during that time period, announce a merit promotion vacancy.

d. Reinstate a former GS-11 employee noncompetitively to the GS-12 level.

___________________________________________________________


2. A supervisor reclassified one of three positions from GS-4 to GS-5 due to planned management action.  The current merit promotion plan still includes the old criteria for reclassification promotions.  The supervisor should:

a. Announce a merit promotion opportunity and fill competitively.

b. Select noncompetitively one of the three current employees for promotion.

c. Select noncompetitively one of the three current employees for a 1 year temporary promotion.

d. Select non-competitively for permanent promotion an employee in another unit who is in a position as a GS-03 target GS-04.

___________________________________________________________




3. Two key references for competitive and non-competitive promotions are:

a. CFR 511 and CFR 532.

b. CFR 410 and CFR 430.

c. CFR 335 and your local merit promotion plan.

d. CFR 551  and your local merit promotion plan.

___________________________________________________________



Lesson 19 Application Exercise



________________________________________________________________

Instructions
Read the examples listed below and indicate whether the situation requires or does not require competition.

___________________________________________________________

Exercise
Noncompetitive  1.  Temporary promotion for 60 days; no other temporary assignments in the preceding 12 months.

Competitive        2.  Temporary promotion for 1 year; no other temporary assignments in the preceding 12 months.

Noncompetitive  3.  A GS-07 being promoted to the GS-09 level; initial competition was for GS-05 target GS-11.

Competitive        4.  A GS-11 being promoted to the GS-12 level; initial competition was for GS-05 target GS-11.

Competitive        5.  Detail from GS-201-11 to GS-201-12 for 180 days; no other temporary assignments in the preceding 12 months.

Noncompetitive  6.  Detail to an unclassified set of duties for 90 days; no other temporary assignments in the preceding 12 months.

Noncompetitive  7.  Reclassification of a singular position, Office Automation Clerk, from GS-326-03 to GS-326-04.

Competitive        8.  Reclassification of a vacant GS-05 assistant position to GS-06 team leader; supervisor desires to select one of the 5 existing GS-05s to be the new team leader.

Competitive        9.  Reinstatement of a former Army employee to a GS-12 position; the highest grade previously held was GS-11.

Noncompetitive 10.  Reclassification of all WG-07s in one unit because the new job grading standard classifies the work as WG-08.

_________________________________________________________________
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