Lesson 4: Classifying GS Positions

Overview



_________________________________________________________________

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



____________________________________________________________

Objectives
Without references participants will identify the five types of GS positions

Without references participants will explain briefly the differences among clerical, technician, and specialist positions



____________________________________________________________

Terminal Tasks
After completing this lesson participants will be able to classify a new GS position by type and select the appropriate type of classification standard .

___________________________________________________________

In this Lesson
This lesson includes the topics listed below.
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See Page

Concepts and Definitions
20

Selecting Position Classification Standards
22

Review Questions
23

Quiz
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_________________________________________________________________

Concepts and Definitions



_________________________________________________________________

Introduction
This map explains the PATCO categories of the General Schedule.



____________________________________________________________

Concepts
The five types of positions covered by the General Schedule are:

· Professional

· Administrative

· Technical

· Clerical

· Other


Clerical positions are either procedural or substantive (subject matter).


Employees in technical and assistant positions perform almost the same work as administrative and professional staff except that they apply practical knowledge and skill instead of theoretical knowledge and skill.


Thus, technical and assistant positions bridge the clerical careers and the professional or administrative careers.


Professional positions differ from administrative positions in that professional positions have a positive education requirement.


Other positions include law enforcement personnel, fire protection personnel, aircraft pilots, air traffic controllers, etc.



____________________________________________________________

Regulatory Basis
· CFR 511

· OPM Introduction to the Position Classification Standards

· OPM Classifier’s Handbook



____________________________________________________________

Required Skills
Analytical skill to recognize differences among the five types of General Schedule work.



_________________________________________________________________

Procedures

   Step        
                                 Action

1
Read major duties for the position.

2
Determine the KSAs related to those duties.

3
Select the PATCO category appropriate for those KSAs.



_________________________________________________________________

Concepts and Definitions (continued)



_________________________________________________________________

Illustration
In dealing with a request to reclassify a clerical position from GS-04 to GS-05, one must determine the type of work assigned to the employee.  

· If the work is procedural work, it is unlikely that the GS-05 level will be supportable.  Most procedural clerical work is GS-03 or lower. 

· If the work is technician or assistant work, then the GS-05 level will be easier to support because it often ranges from GS-05 to GS-07.

· Among substantive clerical positions, some are supported by the complexity of the work.  Others are supported because of the employee’s independence from direct supervision.  Finally, a few GS-05 positions are work leaders who guide three or more clerks with at least one at the GS-04 level.



_________________________________________________________________

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


_____  Clerical                                        Key:  a. 1-grade interval

_____  Technical                                               b. 2-grade interval

_____  Administrative

_____  Professional

_____  Other



_________________________________________________________________

Classifying GS Positions
Consider the following steps in classifying GS positions.

Step
Action

1
Review the position description.  Are major duties adequately described, including percentages of time?  If not, get more information. Then go to step 2.

2
Are duties General Schedule?  If yes, continue to step 3.  Otherwise, consult the Federal Wage System, CFR 532.

3
Determine if each major duty is primarily clerical, technical, administrative, professional, or other.  

4
Determine if each major duty is nonsupervisory, leader, or supervisory.  Leader and supervisory duties are evaluated with different classification standards than nonsupervisory work.

5
Select the appropriate classification standard as explained in the next map.  More than one standard may be needed.

6
After applying the appropriate standards, classify the position to the highest level that occupies at least 25% of the duties.



_________________________________________________________________

Selecting Position Classification Standards



________________________________________________________________

Introduction
This map provides tips for selecting GS position classification standards.

___________________________________________________________

Principle
In selecting position classification standards to evaluate GS work, remember that the standards must be of the same type.

___________________________________________________________



Procedure
To evaluate a position that is:


clerical
assistant or technician
administrative 
professional








Select a clerical standard

Note:  Remember that procedural clerical work is different from substantive clerical work.
Select a standard for 1-grade interval assistant or technician work
Select a standard for 2-grade interval administrative work
Select a standard for professional work



_________________________________________________________________

Examples
The Grade Level Guide for Clerks and Assistants is used for 1-grade interval work, such as clerical or assistant occupations that do not have grade-level criteria.  This guide should not be used for specialist or professional positions, however.





The Administrative Analysis Grade Evaluation Guide is used for 2-grade interval administrative work at the GS-09 level and above.  It should not be used for clerical, assistant, technician, or professional positions.





The General Schedule Supervisory Guide is used for GS positions that meet criteria for full supervisors.





The General Schedule Leader Grade Evaluation Guide is used for GS positions that lead subordinates but are not full supervisors.

___________________________________________________________



Review Questions



________________________________________________________________________

Introduction
This map lists questions for reviewing this lesson.



___________________________________________________________

Questions
Which types of positions are considered professional?




Which types of positions are considered administrative?




Which types of positions are considered technical?




Which types of positions are considered clerical?




Which types of positions are considered other?

How do you determine which classification standards are needed to evaluate a General Schedule position?

___________________________________________________________

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.


___________________________________________________________
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