Lesson 8:  Job Analysis & Evaluation  

Overview



____________________________________________________________

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



____________________________________________________________

Objectives

Without references participants will explain briefly the following terms:

· Major Duty

· Regular and Recurring

· Grade-controlling Work

· Position versus Person

Without references participants will identify correctly the criteria for a creditable duty.

Without references students will explain briefly the following PM&C processes:

· Job Analysis

· Job Evaluation

· Position Management Advice

· Conflict Management

· Management Studies

___________________________________________________________

Terminal Tasks
After completing this lesson participants will be able to classify positions correctly and provide PM&C advice to customers.

___________________________________________________________

In this lesson
This lesson includes the topics listed below.

Topic
See Page

Concepts and Definitions
52

Job Evaluation Program Procedure
54

Review Questions
55

Quiz
56

_________________________________________________________________

Concepts and Definitions



_________________________________________________________________

Introduction
This map summarizes concepts about the classification process.



___________________________________________________________

Major Duty
Tasks should be grouped into major duties that occupy 25% or more of the employee’s time, or that require special knowledge, skill, or ability.



Regular and Recurring
Duties that are of an emergency nature, that are performed occasionally (acting in the absence of the regular worker), or that are incidental, do not generally receive consideration in job evaluation.  Only work that repeats or is regularly scheduled is considered regular and recurring.

___________________________________________________________



Grade-Controlling
PDs should identify clearly the grade-controlling work.

· For GS, at least 25% of the time.

· For FWS, at least regular and recurring.

___________________________________________________________

Position vs. Person
Job evaluation focuses on position requirements, not employee qualifications.

___________________________________________________________

Job Analysis
Job analysis involves describing tasks, grouping them into duties, and organizing them into positions and jobs.  

Managers are responsible for initial job analysis, but they receive advice from CPAC generalists.

___________________________________________________________

Job Evaluation
Job evaluation involves the determination of pay system, occupation, title, series, grade, and related PM&C codes.   

Job evaluation is performed by managers who have delegated classification authority, by CPOC or CPAC staff who review position descriptions, and by software like COREDOC. 

___________________________________________________________

Conflict Management
Effective communication and conflict management are necessary to carry out PM&C functions.   

___________________________________________________________                                                                                 

                                                                            Continued on the next page

Concepts and Definitions (continued)



_________________________________________________________________

Position Management Advice
Another technique for preventing conflict and providing customer service is through position management advice.  This involves helping supervisors design jobs and organizations to meet mission needs, accommodate resource constraints, and maximize employee performance. 

___________________________________________________________



Management Studies
Position management advice is easier to provide when supervisors conduct management studies.   Every installation commander is encouraged to conduct management studies (see AR 690-300, Chapter 312).  A classification survey is just one type of management study.

___________________________________________________________

Regulatory Basis
- OPM Introduction to the Position Classification Standards

- OPM Classifier’s Handbook

- CFR 511

- CFR 532

- Local PM&C regulations, bargaining agreements, etc.

__________________________________________________________

Required Skills
- Oral and written communication skill 

- Analytical skill

- Problem-solving skill

___________________________________________________________



Job Evaluation Program Procedure 



_________________________________________________________________

Introduction
This map describes a proactive strategy for effective job evaluation.

Procedure
The following actions are recommended to implement a job evaluation program.

  Step
                                            Action

      1
Prepare and distribute brochures and handbooks that explain the PM&C process to your customers.  Help them find similar information in electronic references:

· PERMISS

· PD Library

· COREDOC

· Classification Standards

      2
Establish simple procedures for dealing with individual HR requests.  Include, as appropriate, the delegation of classification authority to managers.

Note:  Don’t forget to read Army’s Business Process Maps.

      3
Provide training to managers in the use of classification tools (e.g., PD Library, COREDOC, CYBERJOBS).

      4
Provide training to managers in the use of management studies (including A-76 studies).

      5
Continue to improve your own job analysis and job evaluation skills.

      6
Merge the paradigm of classification with the paradigm of consulting.  Build relationships with your customers and conduct interactions in a professional manner.



_________________________________________________________________

Summary
Perceptions influence how we gather information and make decisions.  As personnel professionals we must understand that our customers may perceive job facts differently than we do.  Therefore, we must explain to them the key concepts that drive position classification—concepts like major duties, regular and recurring work, grade-controlling work, etc.

___________________________________________________________



Review Questions

________________________________________________________________

Introduction
This map lists questions for reviewing this lesson.

______________________________________________________________________



Questions


What are three important PM&C processes?  Briefly describe them.



What does position vs. person mean?



What is major duty mean?



What does regular and recurring mean?



What is grade-controlling work?

___________________________________________________________

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.

___________________________________________________________
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