STATE QF NEW MEXTCO
OFFICE OF MILITARY AFFAIRS

Santa Fe, New Mexico 87502-4277

AGONM TECHNICIAN PERSONNEL 1 FEBRUARY 1987
REGULATION NUMBER 517 :

POSITION CLASSIFICATION IN THE NEW MEXICO NATIONAL GUARD

This AGONM TPR contains the requirements of the Position Classification
Program In The New Mexico National Guard and is consistent with Chapter 51 of
Title § U.S.C, the Federal Personnel Manual Chapter 511 and related 511 FPM
Letters and Bulletins. AGONM TPR 511 is applicable to miTitary and competitive
technicians. Unless otherwise | ndicated, the term . “rachnician” means both
military and competitive techmicians, and the use of either masculine of
feminine pronouns is intended to include both genders.
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' CHAPTER 1
GENERAL PROVISIONS

1-1 PURPQSE: The purpose of Position ciassification in the New Mexico
National Guard:

The pesition classification plan. Under the classification system,
positions are first sorted into occupational groups and each of these groups
< divided into series of classes. Each series is then divided into classes
and each class placed in its appropriate grade which has a salary range:
provided by law. The structure of the plan is cutlined in the Handbook of
Occupational Groups and Series of Classes Established Under the Federal
position Classification Plan which serves as the official guide for
determining the occupational categery within which a position falls. The
detailed definitions of the occupational groups, series, and classes, which
appear as a separate publication, are the classification standards. With their
aid, positions can be placed in classes and grades on a uniform basis,
wherever they are and whoever nholds them. ‘ . .

1-2  AGENCY AUTHCRITY:

2. Administration of the system. The authority to ¢lassify positions
and to establish pay grades for both Army and Air National Guard technicians
is the responsibility of the Chief, National Guard Bureau, as delegated by the
Secretaries of the Army and Air Force. This includes authority to designate
which positions require membership in the National Guard and which do not.

b. Guides and contrels. The general authority of the agencies for the
administration of the classification system is subject to:

{1} Applicable - laws and 0ffice of Personnel Management (oM}
regulations; ) ,
(2) Position classification standards published by the Office Of
Personnel Management (QPM); : ~ .
(3) Audit by the OPM; :
- {4) Revision of its decisions by OPM; and .
(5) Revocation of its general authority by OPM.

c. Administrative authority. MNeither chapter 65} of title 5§, United
States Code, nor the powers of OPM under it affect the authority of agencies
to create, change, or abolish positions, or to assign or reassign dutfes and
responsibilities to employees. co :

d. Redelegation of authority. Authority to classify Nationai Guard.
technician positions is redelegated to the Chief, Office of Technician
Personnel (NGB-TN); the Compensation and Classification Division (NGB-TNC};
and . the National Guard Classification Activities. Suppoert Personnel Management
Offices (SPMO) have authority to. make mincr changes to position descriptions
which do not affect the classification and autherity to publish lower graded
statements of differences to standard position descriptions.

1
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e. Responsib11it1es.
{1) NGB-TN is responsible for adm1n75ter1ng the pos1t1on management

and pos1t1on classification programs for the National Guard.

(2} The three National Guard C]assification Activities are
respensible for the position classification and position management programs
throughout their respective areas of assignment. (The WESTERN CLASSIFICATION
ACTIVITY in Salt Lake City, Utah, services New Mexico.) These responsibilities -

v1nc1ude.

(a) Ensuring compliance with all pertinent directives,
policies, position classification and job grading standards, etc, S

{b) Providing interpretation and implementation guidance on
pertinent publications. - - _ ‘ - .

{c} Providing position classification and position management
advisory services.

(d) Conducting on-sité position reviews to ensure "~ that "all
positions are properly described and classified.

(e) ~ Developing and c]assifjing position descriptions for
implementation nationwide and forwarding them to NG3-TN for release.

{f) Developing, <classifying, and releasing position
descriptions required to accommodate unique local situations.

(g) Responding to OPM regional offices and NGB personnel
management evaluations.

(h) - Reviewing classification 'appea1§_ and making
recommendations’ to NGB-TN on their disposition. ) ' - : S

{i) Conduct1ng position c]ass1f1cat1on and posxtion management -
education programs for SPMO representatives and for supervisors and managers.

(3} SPMOs are responsible for the day-to-day administration of the
position classification and pesition management programs within their
respective  States. In addition to responsibilities regarding specific
personnel actions, the SPMO shares the program improvement responsibility with
the c1ass1f1cat1on activity. For exampIe the SPMO is responsible for: .

(a) Providing recommendations ta the class1f1cation act1v1ty
for 1mpruved organizational structuring.

(b) Requesting the elimination of any position determined to
‘be unnecessary. '

(c) Restructuring positions to lower grades, when practical)
for upward mobility and economy. : : .
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 {d) Providing for the education and training of management and

. a

supervisory personnel 1n the principles of good position management ~ and
promoting understanding and acceptance of position classification.

(e) Assuring that technicians and supervisors are aware of the
necessity of compatibility of the technician and military assignment, as well
as assuring that such compatibility is mafntained.

(f) Analyzing duties of positions suspected of being
misclassified, working with the supervisor of the position to draft new
descriptions when deemed necessary, and making recommendations to the
classification activity.

(g) Assuring that classification standards and guides are
current and complete, and that they are available to supervisors and
technicians desiring to examine them. '

(h) Assyring that the apnual maintenance review is properly
conductad and positions certified, and that -all cases of non current or
inaccurats descriptions encountered in the review are correctad.

(i) Making recommendations 0 the classification activity for
exception position descriptions.

(3) Conduéting position reviews and furnishing evaluations
upon request of either NG3=TN or the classification activity.

(k) Reviewing vacant pasitions prior to initiating recruitment
ot ansure that assigned duties are sti11 required and whether higher Tevel
duties can be assigned to another position of equivalent or higher grade.

(1) Clearing the position through the sarvicing classification
activity prior to initiating recruitment.

{m) Ensuring that supervisory, leader, or additive grade small
shop chief positions will be responsible for the day-to-day supervision or
Teadership of the required number of subordinatas before staffing the position
at the authorized grade level. Also, processing reclassification actions when
the number of onboard subordinates falls below that required to support the

grade of the higher level (WS, WL, or small shop chief} positions.

(n) Providing advice and assistance on classification appeals.
(4) Management responsibilities.

Activity managers, as designated by the State Adjutant General, will have the
rgsponsibi11ty for taking actions_affecting position management as follows:

(a) Initiating procedures o modify position management
structures in order to meet mission requirements, improve efficiency, improve
economy, or to meet Tocal requirements.
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" (b) Approving -or disapproving requests for action (SF- 52)
which affect organizationmal structure; such  as. recruiting . for vacancies, |
‘restructuring positions to Tower grades, eliminating positions, or establish-
ing new positions. :

{c} Reviewing the position structures periodically to
determine that the organization is not unnecessarily split into too many small
organization, dpes not have too many lgvels in the chain of command, has no -

unnecessary positions, and does not have more supervisory positions than are
necessary. :

(S) Supervisors are responsibie for:

. (a) Ensuring that positions are accurataly described in
position descriptions. ' .

(b) Ensuring that incumbents are performing the full range of
duties and responsibilities of their officfal position qascripgjqns. L
“{e) Recbgnizing changes in position content recommending

reyisions to the SPMO.

. (d) Becoming familiar with the principles and procadures of
pesition management and explaining them to technicians as needed.

: (e) " Informing technicians of classification actions affecting
them in a2 timely manner.. :

' (f) Reviewing all vacant positions, as well as pesitions that
Tater become vacant, to determine if the duties can be eliminated, assigned to
ather positions, or modified to permit filling at a lower grade.

1-3. DEFINITIONS.

as follows:

__ 3. General Schedule cia:#iffcation system.  The system prescribed by -
chapter 51 of title 5, United Statss Code, for classifying posftions in the
General Schedyle. - = i 3 PO

Terms used in relation to the position classification system are dgfineé

B. Class or class of positions. . Al1 positions which are sufficiently
similar fn (1) kind or subject matter of work,. (2) level of difficulty and
" responsibility, nd (3) the qual{fication regquirements of the work, to warrant

similar treatment in persannel and pay administration.

¢. Classification. Analysis and idenfificaffdn of a positfon and its
Placement 1In a class established by OPM under the General Schedule
classification system. . ' . '
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- . d. Class title. The official name giver to a ‘class of positions to
identify. the class and al1 positions in the class. Each title in a group of
titles listed in position classification standards represents a separate
‘class.  The grade of the class is a part of the class titla.

e. Coverage. The inclusion of a pesition under, or the exclusion of a
position from, the Genmeral Schedule classification system.

f. Agency. Includes:

(1) The axecutive departments;
(2) The independent establishments and agencies Tn the executive
branch, including corporations wholly owned by the United Statas;
(3} The administrative Office of the United Statas Courts;
. (4) The Library of Congress; . :
- (5) The Botanic Garden;
(6) The Government Printing Office;
(7) The General Accounting Qffice;
(8) The Office of the Architect of the Capitol; and
{9} The municipal government of the District of Columbia.

g. Grade. All classes of positions which (although différent ii kind or
subject matter of ~work) are suyfficiently equivalent inm (1) Tlevel of
qualification requirements of the work, to warrant the inclusion of thesa
classes of positions within one range of rates of basic pay.

h. Position. The work, consisting of the duties and responsibilities
assigned by competent autharity for performance by an employee.

1. Position classification standards. A set of documents pubiished by
the Office of Personne]l Management (OPM) which provides the criteria for
placing each position in its proper class. Thesa standards distinguish both in
level of difficulty and responsibility and in kind of work.

J. Qualification standard. A description of the knowledges , abilities,
and skills required to predict potential for successful performance of the
duties of a class of positions as well as a means for determining that
applicants possess this potential. : . '

k. Regraded position. A positﬁon which has been changed in gradé
without a significant change in duties or responsibilities. - . :

1. Series. C(Classes of positions similar fn specialized 1ine of work but
differing in difficulty or responsibilities of work, or gqualification
requirements, and therefore differing in grade and pay range. :

m. Compatibility. This is NGR's requirement that technician assignments
are consistent with current TPR 300(302.7) and TPR 302, Chapter 3-4, which
statas that a Technician must be performing in the Duty MOS/AFSC determined to
be compatible with the tachnician position occupied. .
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n. Grade Ihversion. * §ituations of mititary . or techﬁic'ian grade -
. inversion where a subordinate to an individual in tachnician status but senior °
to hm/her in a mi‘litary status.(see TPR 302, Chapter 3-4 :
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. ) _ CHAPTER 2
POSITION CLASSIFICATION STANDARDS -

2-1 FUNCTION OF STANDARDS.

a. Necessity for standards. Section 8105 of +title E, U.S.C., oprovides
the ' framework for a position classification plan but it is not, alone, an
adequate gquide for determining the proper class and grade of any position. The
law itsalf reengnizes this fact and directs OPM to prepare and publish_
position ¢lassification standards as a means of implementing the pian. -

b, Uses of standards. Besides being a necassary tool for placing
positions in their proper classes, as required Dy law, standards also sefrve
other important purposes. They establish-a logical structyre of occupaticnal
relationships in terms of kind and level of work, and qualifications required.
This permits identification of career ladders, suitable recruiting sources,
and placement opportunities. By means of the standards, management can
anticipata the consaquences that will result from various possible management
decisions in tarms of classification gradas and pay, and the qualifications
that will be required of employees. These management decisions could, for
example, invalve structuring duties of  positions so as to conserve
arofessional skills which are in short supply by making maximum use of
technicians, or could invelve organizing wark in such a way as w0 provide
cross-occupational. training and promotional opportunities.

2-2. MANDATORY USE OF STANDARDS.

The law requires that agencies classify positions in conformance with,
or consistent with, standards published by OPM. The official- class titles in
published standards must be usad for personnel, budget, and fiscal purposes
although agencies may use organizational or other titles for internal
administration, public convenience, law enforcement, or similar purposes. To
comply with these requirements, each office with authority for classifying
positions must have the published standards available for reference. Each
office need not maintain a complete set of standards, but it. must have those
which apply to its positions. Published standards should be made available for
review by employees and officials of the agencies. ' . -

'a. Use required. Al1 technician positions will be evaluated in
conformance with published Federal (Classification Standards. If no such
standards apply directly, evaluation will be consistent with guidance in the
following order: : - ' o

(M) Office of Personnel Management (OPM) position classification
and job grading standards. Upon pubifcation of new standards by OPM, all other
standards in conflict with them are supersaded automatically. Excapt for
cross-series comparison, use of single agency standards for evaluation
purposes without prior written approval from OPM is prohibited.
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: (2) OPM evaluation decisions. OPM decisions certified to NGB-TN are

- controlling upon all Statas. The evaluation of pesitions to which they apply
may not be changed while the wmajor duties remain substantially the same,
unless pertinent new standards are issued.

(3) NGB-TN guidance. Classification guidance and “avaluation
decision issued by NGB-TN will be used by the ¢lassification activities,

b. Apply new standards. The classification activities will apply newly .
published standards within 6 months after receipt, yniess a Jlonger pericd 1is
authorized by OPM. .

2-3. AUTHORITY AND RESPONSIBILITY FOR STANDARDS.

OPM has final authority over standards. It fs required to keep position
classification standards up-to-date and to fnsure, to the extent practicable,
that existing positions are covered by current published standards. (See FPM
chapter 271 for the role of agencies in the development of standards.)

2-4, RELATIONSHIP SETWEEN QUALIFICATION AND CLASSIFICATION STANDARDS.

A position classification standard describes the duties, responsibil-
ities, and qualifications required ‘for fuyll performance for a class of
positions., It distinguishes one class of positions from another under the
position classification plan. A qualification standard describes the
KNOWLEDGES, ABILITIES, AND SKILLS required to predict potential for successful
performance of the duties of a class of positions as well as a means for
determining that applicants possess this potential., Both standards are
interdependent products of one overall study, and are normally prepared
concyrrently after 3 thorough occupational survey. - : '

2-5. BASIC CONCEPTS UNDERLYING THE USE OF CLASSIFICATION STANDARDS.

4. A position classification standard s to- be considered and °°
intarprated as a guide tn ‘grade level decisions made under authority given
‘agencies. by § U.S.C. 5107. Proper application of a standard requires  this
- approach  rather than Jjust a mechanical matching of specific elements,
statistics, duties, or even entire jobs. This {s true whether the principle
method of defining grade Jevels 1in a standard is the use of narrative
description or the application of quantitative criteria, or both. Judgment
~myst be used in determining the extent to which the specific job being
class{ffed fits in with the intent of the standard. - )
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». Importance of the imtent of a standard. It is. essentfal that the
intent of any -standard be considered when applying it to a specific job.
Intent is determined by consideration of the standard as a whoie. This means
that full weight is to be given to such matters as: :

-Background and introductory material;

-Descriptions usad ta illustrate successive grade levels;
-Changes in the nature of the work or of the occupation since the
standard was published; S
-The absence of discussion in the standard of what are cleariy one
or more significant classification factors as the job actually

operates.

c. Evaluation statements. A written evaluation statement is required for
211 positions. The evaluation statement must include:

(1) Any significant background information.

(2) Reference to-at least one OPM standard used in the evaluation
process and the date of the standard. _

(3) An explanation of how the position title and series were
determined. ‘
. (4) A full explanation of how the position grade was determined,
gqggd on the position's similarity to the referenced standard, and how it
iffers.

: (a) For positions classified in accordance with a standard or
guide which provides an evaluation format, such as GS-0201, Supervisory Grade
Evaluation Guide, Clerical Guide, Factor Evaluation System (FES) ~etc., that
format should be used.

(b) For wage jobs, each of the four evaluation facters should
be treatad for each position.

: {c) For positions classified under the FES, there must be a
recard of the evaluation judgments made. As 3 minimum, the paint value for
each factor, the total point value, and the General Schedule grade must be
shown with the benchmark(s), factor level description(s), or primary standard
factor levels used in point-rating. Extensive narrative evaluation reports
need be used only for those judgments that are not salf-evident by reference
to the standards used. ‘ . :

(5) If analysis results in grade determination of GS-13, GS-14, or
§S-15, an. explanation of whether the position is subject to merit pay and the
reason of the conclusion.

(6) A statement of conclusion.
2-5. PARTICIPATION OF OPERATING OFFICIALS IN THE USE OF STANDARDS.

a. Standards as tools of management. Standards are not to be regarded
simply as requlatory devices, but as the tools by which management <classifies
positions. They should be used by management, to the maximum degree provided
in the framework set by the Congress, as an aid in accomplishing management's
program mission. '
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b. Achievement of maximum effectiveness. This can be accomplished by a -
closa working relationship between operating officials and persocanel
management specialist. Operating officials are encouraged to become familiar
with the classification standards for those occupations which copstituta the
core of their organization. They should be consulted in the interpretation and
application of standards to the jobs for which they are -responsible. Their
viewpoints and Jjudgments should play an_important part in the day-to-day
personnel decisions governed by standards. {Further information on the impact
of the “position versus incumbent” is found in FPM 511-11, Subchapter 3-7.) -

10
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CHAPTER 3
USE OF POSITION DESCRIPTIONS IN CLASSIFICATION

3-1 DEYELOPMENT OF POSITION DESCRIPTIONS.

Opticnal Form (OF} 8 will be used as the pgosition description Torm for
all technician positions. Positions described on NGB Form Q101 are effective
until superseded. A properly cIass1f1ed position des¢ription is required for
all techn1c1an pos1t1ons. _

3-2. STANDARD OF ADEQUACY FOR POSITION DESCRIPTIONS FOR - CLASSIFICATICN
PURPOSES.

a. General criterion. A position des¢ription is adequate if it states
the principal duties, responsibilities, and supervisory relationships of a
pesition sufficiently clearly and definitaly to provide information necessary
for its proper classification when:

(1) Considered by cone familiar with the occupational fields
involved and the application of pertinent classification standarus

and

(2) Supplemented by atﬁern1sa readily available and current
information on the organ1zat1cn, functions, programs and procedures
concerned.

b. Essential Elements. The principal duties, responsibilities, and a
supervisory relationships of a2 position are these significant for
classification purpgses. This - includes those which are operative during a
substantial part of the time and any others which affect the qualifications
required to perform the work. When a position is made up of several different
dyties, the proport1on of time occupied by each must be shown if this
1nformat1on is necessary for classifying the positien.

c. Def1n1ng responsibilities. The nature and extent df the reépon51;
bilities in a position require clear definition. Any specific authority placed
in a position is an important element of responsibility.

d. Supervisaory relationships. Supervisory relatfonships are two-way:
Supervision is received and supervision is given.

{1) Supervision received. If an employee supervises other, the
description of Nnis pesition snould identify the organization or positions
under his supervision; show the kind and level of work and approximate size of
staff supervised: and describe the scope and degree of his supervisory
responsibilities.(The scope and degree are: of primary importance.) The
description should make plafn the matters for which the supervisor s
responsible (such as planning and assigning work, instructing and advising,

1
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reviewing, and keeping up production; or such “adminfstrative mattars as
selacting, promoting, and separating _employees, appruving leave, adjusting -
complaints, and building marale) and the extent of his responsibility for.

© each. The description of a supervisory position need not include a detailea
description of the work performed by subordinates. B8ut, it f{s extremaely
important that there be complete consistency between a supervisor's and a
subordinata's description in the matter of supervision given and recsived.

e. Other sourcaes of information, Position descriptions are not axpected
to supply all information such as gccupation concerned and. the grganizatian,”
functions, programs, and procedures of the office in which- the position
exists. Generally, the person responsible for ¢lassifying the position either .
. has the information or can readily obtaipn it from other sources. [f the
variety of techniques employed is a significant factor in a position's
classification, the techniques used should be identified 1in the description,
but a detailed explanation of each technique 1is not necessary. Similarly,
information on the organization and functions of an office and on programs and
procedures should not be repeated in position deseriptions if it is otherwise
readily available. This information should be up to date and; to the extent
that it is needed, it should be available not only in the office which
prepares the description but wharever the description 1s usad.

f. Qualification requirsments. The qualification requirements and-
demands of a position are usually apparent from a clear description of its
work. A tast of whether a description provides information necessary for its
proper classification might be: Can the qualifications required to perform the -
assignment be detarmined through an analysis of the work described? If,
however, there are specialized qualification requirements or significant
demands (e.g., for initiative and ingenuity beyond that usual for the
occupation involved, or for dealing with others on controversial mattars)
which are not readily apparent, they should be mentioned specifically in the
description. . -

g. Style and format. The position description should be clear and
concise, using simple, direct, and meaningfyl statements. Generalities and
repetition should be avoided. Positions should be described in such a way as
to avaid the need for a new description when only minor changes occur, Or when
additional i{dentical positions, differing. in only minor respects, are
established. Quantitative data should be given in terms of approximate
quantities or - as ranges, but not extending beyond the criteria for a single
- grade Tevel. As much as possible, position descriptions should not extend
beyond two or three pages in length.

{1) Nonfactor evaluation system format for General Schedule
position descriptions. ' —

: (a) Introduction. The {ntroduction portion should consist of a
short paragraph = explaining the ~exact location and basic purpose for
establishing the position. If the position 1is supervisory, include 'the size
and scope of the unit supervised. This should usually be in terms of the
g::mg;g:a?gg ?f number of subordinates and the grades of those which make up

evel,

12
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(h) Major duties. This section of the pasition description -

should give an overall view of the position. The duties and responsibilities,
~ which are essential to the c¢lassification of ¢the position and to the

detarmination of placement. and recruitment requirements, will be described
reflecting what is done and the manner in which the wark is accomplished. The
duties may be listed in order of their importance or in the sequence in which

they occur. Related duties may be grouped according to function. Supervisory

positions must indicate the nature and scope of the supervision exercised (haow
work is planned and assigned, how work is reviewed, administrative
responsibilities, participation in management, etc.).

{(c) Supervisory controls. Identify the incumbent's immediate
supervisor (e.g., facility manager); and describe the supervision received
before, during, and upon completion of the assignment or project. Oescribe the
guidelines available; such as directives, manuals, and standard operating
procedures. Indfcate the extent to which the position requires initiative
(taking action without specific instructions, originality, and judgment).

(2) FES Format. Positions which are classified by reference to FES
standards must be prepared in the factor format. The description of major
duties and the nine evaluation factors must complement one another. Afier the
position has been certified under FES, the classifier will show on all copies
of the position description, the point values for each factor, the total
points for the pasition, and the General Schedule grade. The major duties
section of the position description will be followed by descriptions of the
following nine factors (see section VII of Position Classification Standards,
General [Introduction, Background, and Instructions for a detailed explanation
of the factors):

Factor 1. Knowledge Required by the Position
Factor 2. Supervisory Contruls

Factor 3. Guidelines

Factor 4, Complexity

Factor 5. Scope and Effect

Factor 6. Personal Contacts

Factor 7. Purpose of Contacts

Factor 8. Physical Demands

Factor 9. Work Enviroment

(3) Wage grade position descriptfons. In addition to the format
described 1n paragraph 3-29(1), position descriptions for nonsupervisory wage
grade technicians shail contain sufficient information on the following four
grading factors to allow proper application of OPM job grading standards.

Ski11 and Knowledge - - ) '
Responsibility -

Physical Effort

Working Conditions

Ta facilitate  the analysis of the position and its comparison with job grading

standards, factor information should be presented in the same order as in the
applicable grading standard (see FPM Supplement 532-1 for detailed information
on the factors). :

13
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3-3. STANDARDS OF ADEQUACY FOR POSITION DESCRIPTICMS FOR MAMAGEMENT PURPOSES.

a. Management use. Good - management requires that a techmician's duty
assignments be. definitely established, clearly outlined, and thoroughly
. understood; and that there be no conflicting or overlapping responsibilities.
Position descriptions maintained on a current and accurate basis serve as
effactive instruments of management in that they reflect certified duties,
authorities, and responsibilities assigned and performed.  Aithough
descriptions are used principally as the basis for classifying positions and
consequently serve as one of the number of authorized documents that support
the payment of funds for work performed, their use by management officials’
extends to other administrative areas. These include instruction, training,
supervision of tachnicians, preparation of estimates and flow of work, and the
execution of programs designed to ensure that the highest skills and abilities
are being effectively used consistent with management needs.

b. Required certification. SPMO copies of new or redescribed position
descriptions will be certified on- the CF Form 8 at the Tevel of werk being
performed. The required certification that the position description is an
accurate statement and that the poasition is necessary to carry out Government
functions will be made by the immediate supervisor (block 20a) and an
- appropriate higher-level supervisor or manager (block 20b)., The incumbent's
signature in Dblock 19 is optional with the State. No SF 50 should be issued to
fitl a new or redescribed position without such certification. If the
supervisor feels that the description does not accurately reflect major duties
%:d s-r-;spousi__bﬂities of the position, recommended changes may be submitted to

e SPMO.

¢. Communication., The function of NGB position classification
specialists is not Timited to classifying the position, but extends to
resolving substantive questions that may arise concarning the accuracy of the
position description. Classifiers will work with supervisors, managers, and
NGB representatives, as appropriate, .to resolve_ questions concerning
description content. When no agreement can be reached between 2 supervisor and

the classification specfalfst on the propriety or accuracy of ar position

description, the matter will be taken through the chain of command umtil it is
resol ved. : : ' o - o :

3-4. MAINTENANCE OF- ACCURATE DESCRIPTIONS.

4. Management responsibility, Effective management  and sound
adwinistration of position classification require that the agency officials
and firstiine supervisors understand and accept their responsibilities for
maintaining current and accurate descriptions of assigmments and for adhering

to basic classification principles.

b. Amendment of a current description. When changes fin or additions to
duties and responsibilities of a position warrant 2 revision in the positian
description of record, the changes may be made by an amendment to the descrip-
tlon (AODENDUM) unless they are of such a nature as to make preparation "
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f a new description desirable, The tast of whether a new description is
needed is generally the extent of changes required - in. .the existing descrip-
eion. Sometimes a significant. change im 2 position can take place wnich does
_not. require an extensive change .in its description but can be reflected
clearly by an amendment. When amendments are used, they must be officially
approved by the SPMO Office and the changes must be made on all copies af the
description.

_ e. Statement of differences (S0D's). ' -

. (1) A statement of differences may be prepared for a position
description for any one of several reasons; e.g., o differential between
organizational locations for otherwise identical positions, to place an
additional duty in one of two or more identical positions, to remove pertions
of duties from one of twa or more identical positions, and to temporarily
lower the grade of a position to aid recruiting and/or fi11 at trainee level
(particularly helpful in such areas as upward mobility). See Appendix A for
quidance in developing statements of differences for filling positions at
trainee and developmental levels. . )

(2) Statament of differences are prepared by the immediate
supervisors in coordination with the SPMQ, using both an OF Form 8 and a
supplemental sheet that describes the difference from the basic position
description. Bleck 2 of the OF Form 8 will be checked "Other® and marked
“Statement of ODifferences.” The SPMO will certify the OF Form 8 by signing
block 21. With the exception of entry level positions in the upward mobility
" wrogram, military appointment requirements and compatibility requirements
annot be altered from those of the basic description.

3-5. PERIODIC REVIEW OF DESCRIPTIONS AND CLASSIFICATIONS.

a. Perfodic review, All positions must be reviewed annually. The need
for each position 1is to be considered, and those found to be unnecessary must
be abolished. Pusitions determined to be necsssary must be reviewed to dssure
that the position description {s adequate and the classification proper. All
positions in a major functional area will be reviewed at the same time.
Examples of major functional areas are: USPFQ and ANG aircraft maintenance.
From a position management standpoint, an entfre function needs to be surveyed
at the same time. Fragmented reviews are ineffective and do not address the
intarrelationships among subfunctions or positions. SPMOs will take necassary
action to ensure that each technician's position description 1s reviewed
annually by the supervisor. If major duties and responsibilities are accurate,
the supervisor will recartify the supervisory copy of the position
description. Changes or deletions of duties and responsibilities may be
requested by supervisors {f a position description is fncorrect. A part of the
annual position review will {include random desk audits by the SPMD to assure
that thesa requirements are met. Technicians will be notified in advance of
desk audits, and SPMOs or supervisors should explain desk audft procedures to
taechnicians. NGB, through the classification activities, will establish an
annual schedule of position surveys and will also be responsive to any problem
areas that arise as a result of appeals or contact with the State. Appendix B8 .
orovides guidance on completion of Annual Position Review Forms.
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... b, Desk audits. -There wiTl be ‘an’ ongoing .program of desk audits by
qualified classification specialists to assure that duty assignments are
consistent with. published - position - descriptions and -that position -
classifications conform to published OPM standards. The " classification
activities will survey annually any jobs that are reported as naving undergone
a major change since the last survey and at least 10 percent of those jobs on

3-6. DETERMINING APPQINTMENT REQUIREMENTS FOR TECHNIGCIAN POS_ITIONS._.

NGB-TN {s responsible for determining appointment requirements for technician
positions. . This determination {s coordinated with the NGB office of primary
responsibility (OPR). The following factors are considered when establishing
these requirements: . o

2. Service determination. Whether the position should be in the excepted
or competitive service is determined im accordance with Public Law 90-486 and
the accompanying Semate report which states: “About 95 percant of the
technicians would hold noncompetitive positions and would be required to be
members of the Guard as i part of their civilian employment. About 5 percent,
or 2,000 would be in a competitive Federa) statys and would constitute
principally female employees, clerktypists, and security guards.”

b. Qualifications. Technicians employed in the competitive service must
meet the qualification requirements specified in the Civil Service Handbook
X-118, Qualification Standards for Whitz Collar Positions Under the General
Schedule or the Civil Service Handbook X-118C, dJob Qualification System for
Trades and Labor Occupations, as appropriate. Technicians employed in the
excepted service must meet the qualifications and mili tary membership
requirements established by the pasition description, which will insyre that
technicians are qualified for and assigned to military specialties closely

allied for their tachnician pasition.

c. Military grade. For all excepted positions; a further determination
must be made concerning military grade requirements with consideration given
to the fallowing: . - . . _ S

(1) The military grade of the most compatible pesition in the event

- of mobilization.

(2) Whether the duties, responsibilities, and supervision received
and/or given are typical of an officer, warrant officer, or enlisted, or could
be appropriate for two or all three. Guidelines for this element are available
:y ;mg?ﬂ'ng Career management field descriptions with the tachnician position
escription. ' :

(3] That grade inversions are not permissible.(see TPR 302,3-4)
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CHAPTER 4 '
_ASSIENME}FI' OF PCSITIONS TGO CLASSES AND GRADES

4-1, AGENCY CONSULTATION ON CLASSIFICATION ACTIONS AFFECTING LARGE BLOCKS OF
POSITIONS.

a. Prior consultation on classification actions.

(1) NG3 need not submit ts OPM for prior consultative review
proposad classification changes affecting fewer than 110 positicns when: (a)
the positiens do not have substantially similar counterparts in cother
agencies, and (b) the positions are either ‘“cne-of-a-kind" Jobs in Air
National Guard flying locations or “one-af-a-kind“ or "two-of-akind" jobs in
the 53 separate Natjonal Guard Jjurisdictions 1n the 50 Statas, the Virgin
Islands, Puerto Rico, and the District of Columbia.

(2) Classification actions, under subparagraph 1 above, changing
the grade of 20 or more substantially simitar positions or changing 20 or more
substantially similar positions from cne system to another (FWS to GS or vice
varsa) mus® ba reportad to OPM within 30 days afier such actians are taken.
The report must show the nature and kind of pasitions invoived; the
- organizational locations; and the number aof upgradings, .downgradings, saries,
cr other changes. It should also clearly show the specific basis for the
classification changes. ODocumentation will include position descriptions,
evaluation statements, arganization charts, and other pertinent information.
Such actions will be subject to any post-audit review OPM deems necassary.
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CHAPTER §
APPEALS

5-1. AGENCY APPEALS PROCEDURES.

a. Establishment of internal appeals procedures, OPM strongly recommends that

each agency establish and publish processing and decision procedures for
classification appeals. These procedures should be made available to all empioyees,

b. Notice of appeal rights. When an agency makes a cIassuflcatlon demsmn that wﬂl
lead to a loss in grade or compensation, it must notify the affected employee of its
decision promptly and in writing. The notice must inform the employee of his appeal
rights. The notice must specify the time limits within which the employee must file his
appeal if he is to estabiish or preserva his rights to retroactive e_djustm_ents.

c. Other appeal rights. If an employee has any other rights of appeai, he should be
told of these as well. When an employee who appeals an adverse action under any of
OPM's regulations also requests a review of a classification decision, that aspect of his
appeal from the adverse action will be processed as a classification appeal.

d. Representation. A technician should also be advised of his right to
representation. -

5-2. APPEAL PROCEDURES FOR TECHNICIANS EMPLOYED UNDER THE GENERAL
SCHEDULE OR FEDERAL WAGE SYSTEM.

a. What may be appealed by an employee. Technicians employed under the General
Schedule or Federal Wage System may appeal the grade or series of the position

There must be agreement between the techmclan and the supervusor that the posntlon
description is accurate. When disputes concerning the description of duties. arise, they
must be resoived outside the appeal channel. Final adjudication cannot take place until
an accurate position description is implemented. Such cases should be handled as '
requests for redescnptlon and/or reclassification rather than as classification appeals.

b. INFORMATION REQUIRED. The techmclan s appeal letter must inciude
(1) The employee's name, mailing address, and off‘ce telephone number;

(2) Employing component and the location wsthln the component
(installation name, mailing address).

(3) Exact location of the employee's position within the component (e.g.,
orgamzatlonal unit, division, branch, section, unit).

18
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(4) Employee's current position title, pay plan, occupational series, and grade.
{5) Requested pay plan, position title, occupational series, and grade.

(6) A copy of the official position description along with a statement concerning
its accuracy. If the employee believes the position description is not
accurate, the employee must provide his own description of the work
currently being performed and describe action taken to have the official
description changed. Without evidence of a reasonable attempt to resolve an -
issue of position description accuracy, deciding officials shall return appeals
so the employees may attempt resolution before appeal adjudication. If effort
fails to resolve the issue, deciding officials will adjudicate appeals based on
actual duties performed.

(7) Reasons why the employee believes the position classification is in error.
The employee should refer to position classification standards that support
the appeal and should state specific points of disagreement with the activity
evaluation statement. The employee may also include a statement of facts
that he thinks may effect the finai decision.

(8) Name, address, and business telephone number of the employee’s
representative, if any.

(9) Current position description and evaluation statement; current performance
standards; statement by the employee's supervisor that the position
description is complete and accurate; employee's latest SF 50 that shows
the employee's permanent assignment; the supervisor's position description;
and the mission and function statement of the employee‘s_ o,rg_aniz__ation.'

(It the appeaied position is supervisory, include copies of subordinates’ position

descriptions and evaluation statements used for determining the base level of work.

If subordinate positions include AGR or state empioyees, determine and include the

equivalent GS/FW3S grades If the GS/GM supervisor has subordinate FWS empioyees,
- determine and inciude the equivalent GS grades. )

¢. Filing. Techmclans covered under the General Schedule may appeal to the
Defense Civilian Personnel Management Service (DCPMS) and subsequently to the
Office of Personnel Management (OPM) or directly to OPM. Technicians covered under
the Federal Wage System may appeal to the DCPMS and subsequently to OPM.
Technicians are encouraged to consult with their supervisor, HRO, and Union for advice
and assistance on the procedural aspects of preparing an appeal, and may examlne
those official documents pertinent to the case.

d. Appeai channel. The technician gives the appeat statement to his immediate
supervisor. The immediate supervisor forwards it through- channels to the
HRO/Classification activity, who in turn forwards it through the Western Personnel
Center to the Defense Civilian Personnel Management Service. The appeal should be -
forwarded to the HRO/Classification activity as soon as possible after submission by the
technician. No time limit is fixed but within 15 days is a reasonable guideline.
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e. Supervisor responsibilities. Supervisors (with assistance from the HRO and/or
Union) will inform technicians of their right to appeal the classification of their position,
resolve questions as to adequacy and accuracy of duties and responsibilities as stated
in technician's official position description, process the appeal promptly, and inform the
HRO of any significant changes in duties and responsibilities in the position under
appeal.

f. HRO responsihilities. The HRO determines whether the submission meets the
requirements of a classification appeal, and assures there is a mutual agreement
between the technician and the supervisor regarding the statement of duties and
responsibilities recorded in the official position description. The following statement is
submitted with the appeal:

"The undersigned hereby certify that the foregoing is an accurate and complete
description of this position."” : _ ; -

This statement is signed and dated by both the technician and the supervisor. The
HRO/Classification activity specialist makes comments and/or recommendations,

- ensures that all actions at and below this level of authority are completed on a timely
hasis, forwards the appeal promptly to the DCPMS through the WPC, and sends the
technician written notification of the referral.

g. Classification activity specialist responsibilities. The servicing classification
activity specialist ensures that the appeal is complete and accurate in accordance with
the provisions of FPM Supplement 532-1, subchapter S7-9(added), provides comments
and/or recommendations, performs desk audits if needed, and forwards the appeal
promptly to the Western Personnel Center; or takes appropriate action if it does not
meet requirements and provides advice and assistance to the HRO.

h. NGB-WPC responsibilities. NGB-WPC rev1ews the appeal and forwards it to
DCPMS for adjudication.

I. Special rules for protection of retroactive benefits. A technician may be entitied to
retroactive benefits when a job-grading decision leads to a change to lower grade and a
decision on the appeal reverses the adverse classification decisien. The classification
appeal, however, must be timely in order for the appeilant to be eligibie for retroactive
benefits. To be timely:

(1) An initial appeal must be filed with DCPMS not later than 15 calendar days
after the effective date of the personnel action taken. In order to preserve a technician's
entitlement, the time limit for initial appeal will be stated in the notice of reclassification.

- {2) An appeal of a DCPMS decision on an initial appeal must be filed with the
OPM within 15 calendar days after the decision is received or 15 calendar days after the
effective date of the action taken as a result of the classification decision, whicheveris '
later. Each DCPMS demsnon on a classification appeal wﬂl state the time limit for a
technician’s further appeal.

20



1 April 1995 . AGONM TPR 511
. Change 2

(3) The established time limits may be extended if a technician can show that he
was not notified of these limits and was not otherwise aware of the time limits or that

circumstances beyond the technician's control prevented filing within these limits.

j. Effect on agency actions. Filing an appeal to either DCPMS or OPM will not stop a
classification action taken by the State and/cr directed by NGB,
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_ _ CHAPTER 6 - ‘
EFFECTIVE DATES OF POSITION CLASSIFICATION ACTIONS OR DECISIONS

6-1. GENERAL RULE FOR EFFECTIVE DATES FOR APPEAL DECISIONS.

The general rule is that a change brought about by an appeal decision
takes effect no earlier than the date of the appeal decision and no latar than
the beginning of the fourth pay period following the date of decisicn unless 2
later dats is specified in the decision. ; -

6-2. RETROACTIVE EFFECTIVE DATES FUR APPEAL DECISIONS.

a. Conditions. A classification change resulting from an appeal decisfon
is retroactive to the date of the adverse action when all of the following
cenditions are met:

(1) The appeal decision reverses, in whole or in part, a
classification action that led to a loss in grade or pay; '

. {(2) The appeal decisfon is based on duties and responsibilities
existing at the time of the adverse classification action rather than o¢n any
assigned later; and ,

(3) The initial appeal, whether to an agency or to OPM, and any
;;bs§?$ent appeals are filed on a timely basis as defined in subchapter 6 of
M .

b. Decision resulting in higher grade. Sometimes a decision on a down-
grading appeal places a position in a grade higher than the one it was in
before the downgrading occurred. In these cases, the grade of the position
just before the downgrading gccurred 'is to be restored retroactively if
conditions fn subparagraphs (2)-and (3) above are met. The affective date of
the remainder of the upgrading cailed for by the appeal decision is governed
by the general rule. e : : : '
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CHAPTER 7 ..
COORDINATION

7-1. COORDINATION WITH NFFE LOCAL 1636: - The Support Personnel Management
Office will coordinate with NFFE Local 1636 on program policy formulation, and
will maintain an open line of communication with union represantatives., This
will assure cooperation and support of this requlation by the employees'
federation. Supervisors and technicians are encouraged to discuss and se=k
assistance from the local union representative.

FOR THE ADJUTANT GENERALS:

DISTRIEUTTCN:

3, B8C P G HI
ANG - 30
NFFE - 25

s -8
MATES - 6
NRGC-SP - 20
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APPENDIX A (ADDED). - STATEMENTS OF OIFFERENCES TO POSITION DESCRIPTIONS

- A=1. GENERAL

a. Puépose. This quidance is intended to assist managers and supervisars

in developing -statements of differencas in order to fill positions.at trainee
and developmental levels. :

b. llse of standards. The preparation of any statement of difference
requires careful review of the applicadle classification ar job grading
standards. The statement of differences is part of a position description and
must be correctly c¢lassified and an appropriate. title assignedin accardance
with OPM classification standards. Nuestions should be raferred to .the
servicing classifier in the SPMO office.

c. Restructuring positions at lower grade levels. Three different
approaches can be taken depending on the reason for restructuring, the basic
nature of the work performed, and the restructured grade level desired. They
are: (a) Decrease the difficulty/complexity of the dutias and.
responsibiiities; (b) Increase the supervisory contrals exarcised; or (¢)
both. To determine the best approach, supervisors should review the. pertinent
classification standards and should also review pertinent classification
standards carefully to assure that work assignments to  incumbents of
restructyred positions are commensurate with subordinate's grade.

A-2. GENERAL SCHEDULE POSITIONS

a. [In developing statements of differences for fGeneral Schedule
positions, the meaning of the ward "layel® should be considered. ‘“"Lavel"
refars ta the normal grade progression pattern within a specific saries. For
feneral Schedule positions classified in series that follow a one-grade
interval pattern (e.g., 6S-3, 4, 5, 6, 7), one level equals one grade. - For
pasitions classified in series that follow a two-grade interval pattern {e.q.,
5S-5, 7, 9, 11, 12), one Tevel equals two grades through GS-11. Above GsS-11,
ane level equals ane grade. (FPM chapter 300, appendix A, is available in the
SPMO affice, for a 1ist of series for which a two-grade interval pattern is
normal}. For example, the GS-201, Personnel Management Series 1s a two-grade
interval series. If the target grade level for a §5-201 were GS-11, the job
could be restructured to a lower grade for recryiting by following the normal
‘interval pattern: to §5-9 would be one level, to 357 would be two. levels, and.
the GS-5 would be three levels. If the target grade Tevel for a GS-201 -
position were GS-9, the job could be restructured only two levels lower, since
#5-5 1is the entrance Tlevel in the GS-20 serias. The GS-203, Persannel
Clerical and Assistance Series is not included in the two-grade serias list,
and therefore follaws a one-grade interval patterm, A GS-203-6 position being
restructured ta a lower grade for recruiting would drop to a GS-5 for one
Tevel, to GS-4 for two Tevels, and to a GS-3 for three levels. For positions
in two-grade interval series but classified at an even-numbered grade (for
example, Personnel Management Specialist, 6S-201-10), the normal two-grade
intarval pattern must still be followed: G3-3, 7., 9, 10, .
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APPENDIX A (ADDED). - STATEMENTS OF DIFFERENCES TO.POSITION DESCRIPTIONS

b: After identifying the appropriate grade level pattern for a positian,
. 'supervisor must then make .careful cross-reference to the ¢lassification
c. . .aria at various grade Tevels in- the appropriate classification standard,
In preparing a statement of differences for a G5-201-9 position (target 5S-11
posftion), duty assignments and controls over work must be commensyrate with
the criteria outlined in the GS-201 standard at the GS-9 Tevel, As indicatad
above, this can be accomplished by decreasing the difficulty/complexity of the
duties and responsibilities, increasing the supervisory controls exarcised, or
doing both. ' _

A-3. TRADES.AHﬁ LABOR POSITIONS

a. Trades and labor positions {wage positions) follow a  somewhat
diffarent progression pattern than General Schedule positions, the exact
pattern depending upon the established journeyman grade of the occupation. In
those occupations where the journeyman grade s WG-9 or above, trainee and
developmental grade levels are determined through application of the Job
Grading Standards for Intermediate Jobs and/or Helper Jobs. To determing thae
established journeyman grade of a particular occupation, refer to -the
appropriate job grading standard (not to the pasition description). For
example, the Electronics Mechanic, W3-2604 standard states in the introductory
material (page 2} that "WG-11 in this standard is to be used as the
"journeyman grade® in applying the Intermediate Job Grading Table.®

b. After determining the journeyman grade, refer to the Job Gra&ing
Standard for Intarmediats Jobs to identify the approprigte intarmediate grade
leval for the positfon. The grade levels are given in the table on page ¢,

nted here: o

INTERMEDIATE J0B GRADING TABLE

When: the journeyman grade is: The intermediate grade is:
WG=12 w9
WG-11  WG-8
We-10 - R WG-8
NG-9 ' B O OWG-T

¢. To restructure the pasition to a still lower level, reference must be
made to the Job Grading Standard for Trades Helper Jobs, which identifies the
helper grade level as WG-5 for all positions where the journeyman grade is
¥G-9 or above. Therefore, the career ladder for a WG-11 Electrunics Mechanic
is WG-5, WG-8, WG-11. For wage positions whare the established journeyman
grade 1is lower than WG-9, grade restructuring is accomplished in one grade
decrements. For example, for a WG-S5 Warshouse Worker, the grade progressfon
pattern would be WG-4, WG-5, WG-6 (reference the Job Grading Standard for
Warehoyse Worker, WG-6907).



a | ' | CHG 1, AGONM TPR 511 -
APPENDIX A (ADDED). - STATEMENTS OF DIFFERENCES TO POSITION DESCRIPTIONS

A-4. EXCEPTIONS

'a. Statements of  differences are designed for recruiting and
developmental use only to the joyrneyman level as defined by the appropriate
standard. In the case of General Schedule positions in a two-grade interval
series, this maximum full performance leval in the Mational Guard s usually
6S-11. Normally SO0Ds should not be used for:

Supervisory positions, whether GS or WS

Small Shop chief positions

- GS positions above the GS-11 Tevel

- ‘Above-journeyman level WG-type positions (for example,
- Electronics Mechanic, WG-12)

The use of statements of differences in the above situations are “nat precluded
entirely. There may be special circumstances in which such usage might he
justified, in which case prior approval and instructions must be obtained from
the servicing classification activity. . 4

b. MNeither helper nor intarmediate electronic integrated systems
mechanic jobs are included in the coverage of the WG-2610 standard. The type
and scope of knowledge and skill required of this occupation makes it
inappropriate for trainee work. Lower Jevel jobs should be assigned to one of
the other electronics occupations as appropriate to the duty assignment. In
most cases the appropriate occupation would be that of the Electronics
Mechanic, WG-2504. .

A~5. POSITION DESCRIPTION CONTROL NUMBERS
Statements of differences ars designated by the addition of an alphabetic
suffix to the positions description control number. For positions 1lowered by

one level, the suffix "A" is added; for two levels, a "B", and for three
Tevels, a "C*, azc. ) ' - '
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Ovtmnas fers 3 [BACK) Peveaed §-77)

INSTRUCTIONS FOR COMPLETING OPTIQNAL FORM 8

—

-

4 orer to comuoly with the auiverwan of FPM Chagrer. 295,
socragtey 1, and arher orovisions of the FPM. soencies must come
mmmmﬁﬂhmmmummmmﬂn
other iterms are 10 Dy used.

1.

8

Enver Mttmwndhmowfwmmm
Do Ses FPM Cn. 312, Subeh. 2

Check one,

* “Retmxcriotion”™ means the dllll!l and/or respormbilities of

nnmmmnmm
* “New™ mesvs 1 pesition has not prevously existed.

* “Resstablishment” mesm the position previgusly' existed,

but hed been cancwiled.
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memmmmnmnm
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masmmofmwmlrnu!hmms.e
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POSITION DESCRIPTION . . o

" 11, Enter comoentive level coce for R in. reguCTION-in-foree

setione. Sen EPM Ch, 151,

14, Agencies may use this Block for any additional coding regquire-

fhsnt.
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INSTRUCTIONS AND NOTES ON USE OF
THE POSITION REVIEW LIST

-

"FOR THE SPMO:

1. Inforsation on the incumbents should be entared in the format shown on
the saszples by SPMO personnel. (If & positicn {s currently unencumcered. put
VACANT in place of a name.) Usually 2l]l the needed inforsation will be
aveilable in a computer file or word processing document and can be copied and
formatted o fit the Position Review List (PRL). [Note that ail positions on
a given page should report ta the same supervisor (the one who signs as
"Supervisor conducting survey") and that the position occupied "by that
supervisor will appear on another sheet along with all other positians
reporting to the supervisor listed as “Supervisor reviewing survey”. {For
example, the position of the Aircraft Maintenance Officer given on the sample
sheet from the AR ANG, 599th FIW as the conducting supervisor will be llsted
for review on ancther sheet along with the positions of the Chief of
Operaticns, the Base Servicea Officer, the Chief of Resourcea, and all others
reporting directly to the Alr Comaander (Pilot), who will- be shown as the
cnnductinz supervisor on such a sheet. Alanz the same lines, each of the
incumbents of the Alrcraft Mechanlic General Foreman positions listad far
survey on the sample would alsg appear as the c¢onducting superviser on all
sheets containing positions of {ncumbents who repoft directly to thesm, The
Alrcraft Maintenance Officer -- or the Assistant A/C Maint Qfficer, at local
option -- would appear on those sheets as the reviewing supervisor. 1] The
principle is that all positions appearing on any page have the same first and
second line sypervisors {n coaman.

2. On a regular schedule, PRLs should be prepared and sent to.
organizations (ar segments thereof) approximately 30 -days prior to the
scheduled beginning of the SPMO Pos{tion Classification Specialist’'s annual
review of the urgnnizaticn(s) When they are réturned by the operacting
segmenta, they will form the basis for deterzining which poaitions should be
leoked at. This annual review should probably be scheduled for the month
following the ncnth durinz which the supervisary survey was. condycted,

FOR THE SUPERVISOR 'c'o'ubu:crmc THE SURVEY:

3. Upou rsceipt o! tna PRL: pertainine ta the positions which he/she
directly = supervises, the supervisnr will carefully review eagh pesition
deseription in light of current operating parameters and the duties’ officially
assigned and actually performed by each incumbent. Such survey should include
as a :1ﬁilul such careful consideration of all factors 23 will permit accurate
answers tg the questions at the heads of the first two colusns  under
"SUPERVISOR'S ACTION" on the PRL and a discussion with the incumbent &f the
Job de:criptian/pqsition description in comparison to the duties actually
p:rrnrxed by him/her.  The employee will, as a part of such a discuss:on he
asked to Initial the third column. Nots that the emplovee’'s initials - on the
fors do not “express agreement or 1sazreemcn t with the position gggg;;g&lgp
content the classiricatlon or the dutx assigguent:. w1thho1ding of 1ni: ala
will accnnglish nothing as . tne supervisor 551 initial In such cases 23 wei!
ns when lhe gositian !s vacant. The' supervi:or will prepnre a -propoaed ang;
RoTe nenrly accuratc position description for’ ail Dositicns for which tng<

Jo



answer in the second column is “No®. This will be given to the classif}
during the annval review process. When the superviseor eonducting the surm
has completed the review of ‘all positions for which responsible, he/she will
sign eswch sheet of the PRL in the appraopriate bdlock and farward thea to the
supervisar reviewing the :urvey When the PRLs are all completed for the
organizational entity being surveyed, they will be forwarded to the SPMO. The
Position Claasification Represeantative (or other represencative of the SPMO)
will then arrange details of the on-site annual position review.

FOR THE SPMO CLASSIFIER OR REPRESENTATIVE:

4. Although the surveying supervisor say use the Remarks column for
neceasary -xplanations. it is prisarily for the use of the classifier In
aaking essential naotes during the apdits to be used later in conjunction with
the regular audit notes. The use of the ecoiuan “Audit Affiras Supervisory
Conclusiona”™ needs "some explanation. A "Yes” asans that the superviscr was
correct in filling out the second column (Job Description Accurate), no msatter
whether he/she checked yes or “no”; a "No", on the other hand., means that
" either the superviaser said “yes" and the classifier's asudit disclosed that the
description was not accurate or that the supervisor aarked “no” byt the
clasaiflier’'s audit revealed cthat the description was nonetheless accurace.
[While some differences of perception may occasiopally exist on this matter. a
‘consistant 4ivergencs af {indings between. the classifier and the supervisor
may indicate a training need on the part of one or both.] '

3. The PRL {s a useful tool in planning, organizing, and conducting ye
annual review of positions, but it is only a toel. If vyou need to mmk.
sodifications to the form or the procedures outlined above, do not hesitate to
do so if the changes will enhance your efficiency in performing annual reviews
of positicns. (A report of any improvesments you have nade would be
appreciated Dby your ' servicing Classification Activity for possible
disgesinativa to your counterparts in other States.) o

FOR ANY PARTICIPANT IN THE ANNUAL SURVEY/ANNUAL REVIEW PROCESS:

8. [Notes: things ! need to ask the classifier. SPMO. supervisor.
muuﬁnunAnwuynwumuuw.wwwpﬂmn&eu] - :
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NEW- MEXICO ARMY AND AIR NATTONAL GUARD
OFFICE OF MILITARY AFFAIRS®
. OFFICE OF THE ADJUTANT GENERAL
SANTA FE, NEW MEXICO 87502-4277

AGONM Technician Persannel . ‘ 1§ Fabruary 1988
Regulation flumber 511 , )
Change 1

POSITION CLASSIFICATION IN THE NEW MEXICO NATIONAL GUARD -
1. AGONM TPR 511 1is changed as follows:

A. Insert the attached following pages’ in front of APPENDIX A - OPTIONAL
FNRM (OF) 8 - POSITION DESCRIPTION.

FOR THE ADJUTANT GEMERAL:

Support Personnel Management Officer
DISTRIBUTION:

A,B8,C,F,A,H,I
ANG - 100

NFFE 1636 - 25
MATES - 8

CsMs - 8



NEW MEXICO ARMY AND AIR NATIONAL GUARD
OFFICE OF MILITARY AFFAIRS
OFFICE OF THE ADJUTANT GENERAL
SANTA FE, NEW MEXICO 87502-4277

AGONM Technician Personnel 7 1 April 1995
Reguiation Number 511 '
Change 2 '

TECHNICIAN PERSONNEL (ARMY AND AIR)
POSITION CLASSIFICATION IN THE NEW MEXICO GUARD

1. AGONM TPR 511 is changed as follows: o
a. Remove pages 18 thru 22. Insert pages 18 thru 22.
b. Throughout this regulation, where it reads SPMO or HRMO, change to HRO.
2. The purpese of this change is to change Position Classification Appeal procedures

FOR THE ADJUTANT GENERAL:

RUDY F. GONZALES, GM-13
, : . Personnel Officer
DISTRIBUTION:

AB.CF.GH,(
ANG - 100
NFFE 1636 - 25
CSMS - 8
MATES - 6



