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APPENDIX A

GLOSSARY OF TERMS

This glossary contains definitions of frequently used terms in the field of Federal Position Classification, with particular application to the Department of the Navy.  The glossary's purpose is not to prescribe official definitions of these terms, but rather to simply indicate their more common meanings.

Alignment
- Proper relationship among the grades of positions so that the differences in 



grade reflect differences in difficulty and responsibility of the work performed.

Amendment
- An official written statement of changes in major duties of a position already 



classified where the changes are material, but not sufficient to warrant a complete 



rewriting of the description or to change the title, series, or grade of the position.  



Amendments must not exceed one page in length, and a position may not be amended 



more than twice.

Appeal

- An official request for reclassification of a position.

Audit

- An interview/discussion, by a classifier, with an employee or his/her supervisor to 



obtain first-hand knowledge and to verify or gather information about a position.  An 



audit is not to be used as a tool to settle a disagreement between a supervisor and an 



employee about what the duties of a position are.

Basic Position
- The official description of the duties of a position which serves as the basis for the

Description
classification of an identical-additional or statement of difference position.

Benchmark
- Description of actual work situations which typically represent a significant number of



positions in the covered occupation.  Consists of a statement of the duties performed and 



a description of the nine factors as each relates to those duties.  These benchmark 



descriptions are often found in OPM position classification standards.

Blue Collar
- A trade, craft, or laborer‑type position, covered Position by Public Law 92-392, the 



Henderson Act, now codified into Chapter 53 of Title 5.  Wage-grade position or 



Federal Wage System (FWS) position are preferred terms.

Career Ladder
- Refers to a position with established non-competitive grade progression to a target



journeyman grade.

Civilian

- Department of Navy Policy Instructions which supplement the Federal Personnel

Personnel
Manual.

Instructions

(CPI)

Class

- All positions which are sufficiently similar as to (1) kind of work, (2) level of difficulty 



and responsibility, and (3) qualification requirements to warrant similar treatment in 



personnel and pay administration.

Class Title
- The official name given to a class of positions to identify the class and all positions in 



the class.  (Example:  Office Automation Clerk)

Classification
- Original placing/assigning of a position in a class by a duly authorized official,

or Allocation
after an analysis of a position's duties, responsibilities, and qualification requirements.

Classification
- Controlling guides, issued by the Office of Personnel Management (OPM) and

Standards
by Navy which are used by classifiers to place positions in classes.

Classification
- An intensive study of all positions in an organization or organizational segment

Survey

or all positions concerned with a particular function, to ensure their current 



classification on a consistent basis.

Detail

- A temporary assignment of an employee to work other than that described by his 



official position description.  A detail may be made to an established position or a set of 



duties for specified period, usually 30 days, but not exceeding 120 days.  A detail may be 



made higher level duties.  See the applicable negotiated agreement between a union and 



the activity for more information.

Duties

- The work assigned to an employee/position by responsible management authority.

Environmental
- Additional compensation paid to a Federal Wage System employee who is

Differential
exposed to a hazard, physical hardship, or working condition of an unusual nature.

Factor

- A system of classifying General Schedule (GS) non-supervisory positions, grades GS-1 Evaluation
through GS-15, by comparison of nine evaluation factors with established standards.

System (FES)

Federal Wage
- The pay system devised to provide for equity and uniformity in grading and paying

System (FWS)
Federal employees in trades and labor jobs.  By coordinating Federal agency wage 



systems, trades and labor employees in a local wage area will receive the same pay for 



similar work.

General

- The pay system applicable to positions which require knowledge and experience of

Schedule
an administrative, clerical, scientific, artistic, or technical nature not connected with

(GS)

trades and crafts.  GS positions are subject to Chapter 51, Title 5 of the U.S. Code of 



Federal Regulations.

Grade Level
- All classes of positions which, although different with respect to kind of work, are

 

sufficiently equivalent as to (1) level of difficulty and responsibility, and (2) level



of qualification requirements of the work, to warrant the inclusion of such classes of 



positions within one range of rates of basic compensation.

Identical

- A position which is identical to another position already classified and located

Additional
within the same organizational unit.

Position (IA)

Interim

- A temporary position established as identical to an existing position to provide for

Position

the replacement of an incumbent who is or will soon be on extended leave, on detail, or 



about to vacate the position.  An interim position should be established only when a 



position is critical to the mission of the organization and requires a longer-than-normal



period of training to achieve full performance.

Job Factors
- Elements to be considered in grading a Federal Wage System (FWS) job.  There are



four factors for non-supervisory jobs:




1.  Skill and Knowledge




2.  Responsibility




3.  Physical Effort




4.  Working Conditions

Job Grading
- Federal Wage System controlling guides, issued by the Office of Personnel

Standards
Management and/or the Navy (when authorized), which are used by classifiers to place 



jobs in "job grades."

Key Ranking
- Jobs which control the alignment of grade levels in all non-supervisory job grading

Jobs

standards.  (NOTE:  There are 39 of these key ranking jobs; a list is available in the 



Wage and Classification Division, HRO.)

Major Duty
- A duty or responsibility which, in conjunction with the other major duties, comprises 



the reason for the position's existence, and which either (a) occupies a significant



amount of the employee's time (about 10 percent or more), or (b) governs the



qualification requirements of the position.  In the aggregate, major duties occupy a



majority of the time of the position.

Manage to 
The activity has responsibility for position management and position classification.

Payroll (MTP)
Commanding Officers usually delegate the classification authority to line managers 



for positions subordinate to them

Minor Duty
- An incidental or miscellaneous duty or responsibility which neither affects the 



qualifications required for employment in the position, nor occupies a significant 



amount of the employee's time; or, a duty or responsibility which is not a part of the 



reason for the position's existence, irrespective of the amount of time (up to 49 



percent) occupied by the duty (i.e., a collateral duty).

Mis-assignment
- Assignment of an employee to work other than that reflected by his official position 



description, except as authorized under the detail or loan provisions.

Non-Manage
- Classification Authority is delegated to the HRSC by Commanding Officer.

to Payroll

(Non-MTP)

Occupational
- Series of classes of positions in associated or related occupations, professions, or

Group

activities.

Position

- A specific civilian billet, occupied or vacant, consisting of all the current duties and 



responsibilities assigned or delegated by competent authority and requiring the 



employment of a person.

Position

- An official written statement of the major duties, Description responsibilities, 



qualifications requirements and supervisory relationships of a position.  (In the Federal 



Wage System, it is called a job description.)

Reassignment
- The change of an employee from one position to another without promotion or 



demotion.

Reclassifi-  
- A change in the classification of a position, the duties and responsibilities of which

cation

have not changed materially since it was last classified.  The basis of reclassification 



may be (1) the correction of a classification error (including error resulting from failure 



to correctly ascertain the facts which were in existence at the time the existing classifica-



tion was made), or (2) change in classification standards.

Schedule of
- Applies to FWS jobs/employees only and is published soon after the hourly rates and

Wages

other wage data have been received from the DoD Wage Fixing Authority in 



Washington, D.C.

Statement of
- An abbreviated position description which is substantially similar but not identical

Difference
to another position which has already been classified.  Only the differences in duties

(SOD)

and responsibilities need to be described in the attachment to, or on, the cover sheet



for a new position.

Wage Grade
- A pay plan under the Federal Wage System (FWS) for non-supervisory 

(WG)

workers.

Wage Leader
- A pay plan under the Federal Wage System (FWS) for employees who lead and 

(WL)

perform work, but do not have the degree of responsibility of a supervisor.

Wage Super-
- A pay plan under the Federal Wage System (FWS) for employees with full 

visor (WS)
supervisory responsibility.

Wage Survey
- A systematic compilation of wage data on a prescribed list of jobs common in skill and



responsibility to both industry and government in a specific geographical area.  The 



results of the survey determine what the pay rates will be for that locale.




  a.  Full-Scale Survey:  Includes developing a sample of establishments to 




       survey and making visits to those establishments to obtain wage data.




  b.  Wage-Change Survey:  The same companies used in the full-scale survey 




       are contacted for information on wage adjustments which have occurred 




       since full-scale survey, usually by telephone.




  c.  Survey Area:  That part of the wage area in which the establishments 




       included in the wage survey are located and within which sufficient 




       comparable samples can be obtained.




  d.  Wage Area:  A defined geographical area within which a single set of




       wage schedules will be uniformly applied by Federal installations.

APPENDIX B

FACTOR EVALUATION SYSTEM

POSITION DESCRIPTION FORMAT

AND

FACTOR DESCRIPTIONS

ORGANIZATIONAL INFORMATION AND POSITION LOCATION:

        ‑‑ Explain mission and function of work unit in relation to Command, and briefly describe 

            incumbent's contribution, the type of work performed, etc.

MAJOR DUTIES:

        ‑‑ Describe any duties that occupy at least ten percent of time.

        ‑‑ Describe any duties that affect qualification requirements.

        ‑‑ Give percentages if work is from different series and/or grade levels.

        ‑‑ Supervisory PDs should include a statement of the supervisory functions performed; the percentage 

            of time required to perform the supervisory functions; the title of the immediate supervisor of the 

            position; the scope and effect of the program or program segment supervised; the personal

            contacts and nature of contacts related to the supervisory duties; the pay plan, series, grade and 

            numbers of subordinate employees; and whether the position is a first or second‑level supervisor.

FACTOR STATEMENTS:

Factor 1.  Knowledge Required by the Position

        ‑‑ Kind or nature of knowledge and skills needed.

        ‑‑ How the knowledge and skills are used in doing the work.

Factor 2.  Supervisory Controls

        ‑‑ How the work is assigned.

        ‑‑ Employee's responsibility for carrying out the work.

        ‑‑ How the work is reviewed.

Factor 3.  Guidelines

        ‑‑ Nature of guidelines for performing the work.

        ‑‑ Judgment needed to apply the guidelines or develop new guides.

Factor 4.  Complexity

        ‑‑ Nature of the assignment.

        ‑‑ Difficulty in identifying what needs to be done.

        ‑‑ Difficulty and originality involved in performing the work.

Factor 5.  Scope and Effect

        ‑‑ Purpose of the work.

-- Impact of the work product or service.

Factor 6.  Personal Contacts

        ‑‑ People and conditions/setting under which contacts are made.

Factor 7.  Purpose of Contacts

        ‑‑ Reasons for contacts in Factor 6.

NOTE:  In some FES standards the point values for factors 6 and 7 are combined into a matrix chart.  The levels of each factor are described separately.

Factor 8.  Physical Demands

        ‑‑ Nature, frequency, and intensity of physical activity.

Factor 9.  Work Environment

        ‑‑ Risks and discomforts caused by physical surroundings and the safety precautions necessary to 

            avoid accidents or discomfort.

APPENDIX C

FEDERAL WAGE SYSTEM

INSTRUCTIONS FOR PREPARING

NON-SUPERVISORY JOB DESCRIPTIONS

Federal Wage System (FWS) job descriptions should contain the following sections:

      1.  Job Summary

      2.  Typical Work Performed

      3.  Factor Statements

      4.  Explanatory Statement

SECTION 1.  JOB SUMMARY

A brief summary statement to give an over-all picture of the scope of work performed, the principal work methods used, and the purpose of the work (if not obvious).  The job summary will be usually one or two sentences long.  It should clearly "mark off" the job from any allied job.

SECTION 2.  TYPICAL WORK PERFORMED

A brief description of the major tasks which are typical of the job, as found in the activity.  The work performed should build up the picture of the job, and make clear for each major task what the employees do, how they do it, and why the work is done.  Although this section should be complete, it should also be concise.  It will rarely need to be longer than 300 words.  If feasible, indicate the approximate percentage of time that will be spent on each duty, on the average, by all employees to be covered by the proposed job.  Do not give time distribution for any individual worker, but for the average worker.

Describe the duties in some logical order.  For most jobs the simplest is the order in which the duties are commonly performed in the work.  For some jobs, the duties may be more easily presented in the order of how much time each requires, or in the order of how important each is in terms of skill, responsibility, difficulty, or the like.  In any event, be clear, concise, and coherent.  Describe only those duties that will be a part of the job as found in the activity, and which will be expected of all employees who will be employed in the job.  Exclude assignments made only to specially qualified employees, or assignments of a temporary or emergency nature outside the normal scope of the job being described.  Use the term "occasionally" to precede any duty that is logically a part of the job but which is performed on the average less than five percent of the time.

SECTION 3.  FACTOR STATEMENTS

The "Typical Work Performed" section does not always give clear information concerning such factors as underlying knowledge and skills, responsibilities, physical demands, working conditions, and hazards.  Since determining proper pay level depends on comparisons among jobs with regard to such factors, information on these factors is of primary importance.  Consider the following representative questions when writing this section of the description:

      a.  Knowledge and Skill: Does worker:

Read blueprints?  specifications?  sketches?

Use arithmetic?  geometry?  other practical mathematics?  other background subjects?

Lay out work?  make templates?  make jigs or fixtures?  work on a variety of materials?

Set up machine or equipment?

Operate single machine or equipment?  various standard machines?  specialized machines?

Follow standard procedures?  perform simple operations?  unusual or difficult operations?

Choose from a variety of work methods?

Solve work problems by own methods?

Know principles and methods of a major field of work or trade?

Use measuring devices?  precision instruments?  work to close tolerances?

Apply unusual manual skills?

      b.  Responsibility:

What supervision or instruction does employee receive?

Who inspects work?

What direction or supervision does employee give?  To whom?  How many?

Are written guides available?

How likely are loss or damage to materials, tools, and equipment, or injury to fellow workers?

What is extent of possible loss, damage, or injury?

Would work of others be interrupted or delayed?

      c.  Physical Demands:

What are heaviest weights handled?

What are average weights handled most of time?

How far are average "carries"?

Are hoists, dollies, hand trucks, cranes, etc., available?  Do other workers assist?

Is work pace rapid for long periods of time?

Is heavy exertion required continuously?  at frequent intervals?  infrequently?

Does work require constant sitting?  Kneeling, crouching, stooping?  climbing ladders? strained or awkward work 

positions?  holding vibrating tool?  other unusual physical activity?

Does work require close attention of eyes?  color vision?  analysis by "ear"?

      d.  Hazards:

To what dangers is worker exposed ‑‑ moving objects, elevations, exposed electrical conductors, sharp 

edges, explosives, toxic fumes, etc.?

How often exposed to such dangers?  For how long?

What injuries may result ‑‑ cuts, burns, shocks, bruises, occupational disease?

Is protective equipment/clothing available?

      e.  Working Conditions:

What proportion of work is outdoors?

Is work outdoors in all weather conditions required?

What uncomfortable conditions exist ‑‑ temperature extremes, smoke, dust, dirt, noise, vibrations, poor 

illumination, poor ventilation, unpleasant odors, dampness, etc.?

Is protective equipment/clothing available?

SECTION 4.  EXPLANATORY STATEMENTS

This section covers points which help distinguish the job from other related jobs, in terms of duties and responsibilities, materials worked on, work locations and working conditions, and the like.  In addition, this section may include where appropriate, explanations of technical terms, "uncommon" tools or equipment, and similar items.

