ARTICLE 12500

POSITION CLASSIFICATION AND JOB GRADING PROCEDURES
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SUBARTICLE 1.  BASIC POLICIES

1-1.  Coverage.  This Article applies to all appropriated fund General Schedule and Federal Wage System positions/jobs at activities serviced by HRO Pensacola.  More specifically:

 
a.  General Schedule (GS).  All positions subject to Chapter 51, Title 5 of the United States Code and the Civil Service Reform Act of 1978.

 

b.  Federal Wage System (FWS).  All jobs subject to Chapter 53 of Title 5 of the United States Code, as amended by Public Law 92‑392.

1-2.  Authority
 

a.  Chapter 51 of Title 5, United States Code, and Chapter 53 of Title 5, United States Code, as amended by Public Law 92-392, implemented by FPM/CMMI 511 and 532 respectively, the Civil Service Reform Act of 1978, executive orders, and other official issuance’s, are the legal basis for the Federal position classification and job grading systems.

 

b.  The position classification and job grading authority may be handled through the delegated Managing to Payroll (MTP) process or the authority can be delegated to the HRSC for Non-MTP. Whoever exercises classification authority also is responsible for adhering to all statutory and regulatory requirements associated with position classification.




(1) MTP activities are given the authority to classify positions under their jurisdiction in GS grades GS-1 through GS-15, and FWS jobs at grades defined in job grading standards issued by the Office of Personnel Management (OPM) or DON.  This authority can be passed to the lowest organizational level that has also been given civilian payroll spending authority.  Any manager who classifies positions/jobs must complete the “Managing to Payroll” training course.  If an activity is designated a MTP, the local HRO will assist the activity with the classification process.




(2) Non-MTP activities’ classification authority can be delegated to the Head of Staffing/Classification Department, HRSC via the Director of HRSC.

 

c.  Positions/jobs for which authority has not been delegated to heads of activities are normally classified by an appropriate higher echelon.

 

d.  Classification and job grading actions taken by OPM and/or other higher authority are binding on the activities and may not be changed unless the duties, responsibilities, and other position/job requirements or the classification/job grading standards have significantly changed.

1-3.  Policy.  Position/job descriptions (PDs/JDs) and their classifications shall be maintained current to ensure a sound basis for personnel actions under the merit system, to provide for an orderly system of pay administration, and to maintain the principle of equal pay for substantially equal work.  PDs/JDs should be reviewed at the beginning of the performance appraisal when the performance standards are set.  Any PDs/JDs that are found to be incorrect at that time should be amended or rewritten and submitted to the appropriate classification authority within 30 days of the review.  All classification/job grading decisions shall be based on current position requirements and should be consistent with OPM and DON (if applicable) standards and guides.  An official set of these standards and guides is maintained by the Staffing/Classification Department, HRO, and may be examined upon request.  An additional source is available to review OPM classification standards, guides and appeals at www.opm.gov.

1-4.  Definitions.  Appendix A contains a glossary of terms.  The glossary defines frequently used terms in the field of Federal position classification, with particular application to the Department of Defense.  The glossary's purpose is not to change official definitions of these terms, but to simply state their more common meanings.

1-5.  Responsibilities
 

a.  Heads of Activities

 


(1) Allocate, within the activity, authorized levels of funding for civilian compensation by appropriation.  These authorizations will be consistent with the controls provided by any higher authority and will support the accomplishment of approved funded programs.

 


(2) Monitor actual payroll obligations, following existing financial management policy, to ensure compliance with authorized levels, and take corrective action as necessary.

 


(3) With the assistance of the HRO, administer and monitor the programs to ensure compliance with existing laws, guides, and regulations.

 


(4) Ensure that the Principal Classifier at HRO for MTP or HRSC for Non-MTP is provided with a current copy of the organization charts, functional statements, and activity instructions governing classification and position management so that classification actions can be monitored for accuracy.




(5) MTP management officials with delegated classification authority will be responsible for establishing and classifying positions under their cognizance.  They must ensure that adequate funds are available to cover personnel actions, that the actions are in accordance with applicable position classification criteria, that the position management aspects of proposed actions are sound, and that activity processing procedures for personnel actions are followed.




(6) Non-MTP management officials without delegated classification authority will forward request to HRSC for processing.  They must ensure that adequate funds are available to cover personnel actions, that the actions are in accordance with applicable position classification criteria, that the position management aspects of proposed actions are sound, and that activity processing procedures for personnel actions are followed.

b.  Operating Officials/Supervisors.  Operating officials and supervisors must:




(1) Ensure that the duties of all positions under their control are mission-consistent, do not overlap, and comply with policy.  Duty assignments should also not conflict with, overlap, or duplicate the duties of positions in other areas.  All management officials must discharge their responsibilities for position classification in compliance with policy.




(2) Ensure that each PD under their immediate control is maintained current and accurate on a day-to-day basis.  Significant changes which are "regular and recurring" (vice a one-time project) should be made promptly and not delayed or held off until the annual review.  Continued assignments of an employee to an inaccurate description (except for minor discrepancies) and/or assignment to work other than as reflected by his official description without an official detail constitutes a mis-assignment, which is prohibited by law and regulations.

 


(3) Assign duties and responsibilities and control work assignments of their subordinates to maintain the most effective and economical utilization of labor resources.

 


(4) Consult with HRO for MTP or HRSC for Non-MTP staff as soon as practicable for advice on major modification to positions caused by changes in assignments or reorganizations.

 


(5) Promote understanding and acceptance by their subordinates of the policies and procedures pertaining to these programs.

 


(6) Conduct an annual review of all subordinate positions in conjunction with the establishment of performance plans at the beginning of the performance appraisal cycle.  Incorrect PDs/JDs should be amended or rewritten and forwarded through the appropriate chain of command.  This assures that any personnel action that's necessary can be taken and recorded.




(7) MTP management officials with delegated classification authority will be responsible for establishing and classifying positions under their cognizance.  They must ensure that adequate funds are available to cover personnel actions, that the actions are in accordance with applicable position classification criteria, that the position management aspects of proposed actions are sound, and that activity processing procedures for personnel actions are followed.




(8) Non-MTP management officials without delegated classification authority will forward request to HRSC for processing.  They must ensure that adequate funds are available to cover personnel actions, that the actions are in accordance with applicable position classification criteria, that the position management aspects of proposed actions are sound, and that activity procedures for processing personnel actions are followed.

 

c.  Individual Employees.  While the immediate supervisor is responsible for the accuracy and currency of the PD, individual employees are responsible for two other things:  (1) drawing their supervisor's attention to changes in major duties and responsibilities that aren't accurately described in their PDs, and (2) supplying other classification officials with information about their positions and related positions (if requested).  Also, individual employees may be asked to draft descriptions of their position and amendments to them, or to participate in such drafting.

 

d.  HRO for MTP will:

 


(1) Provide heads of activities, managers, and supervisors who have classification authority with advice, which is technically, and administratively sound and in compliance with guides and instructions.

 


(2) Provide or approve "Managing to Payroll" training to those managers and supervisors, both military and civilian, which have been delegated classification authority.

 


(3) Provide or approve training for other supervisors and employees on position classification, wage administration, position management, and other related matters, as appropriate.

 


(4) Provide official advisory classification opinion, upon request.

 


(5) Provide advice and assistance to managers and supervisors in the preparation of PDs/JDs and all other matters regarding the classification program. This could include developing standard PDs/JDs, notifying the delegated point of contact with classification authority of inappropriate application of the OPM classification standard(s) on classified PDs submitted to HRO for processing, responding to classification consistency review requests, coordinating test application of OPM DRAFT classification standards, and preparing the case file related to classification appeal cases.

 


(6) Maintain official position description files and a copy of current activity organization manual.

 


(7) Process Requests for Personnel Action (RPA) and PD cover sheets [Optional Form 8 (OF-8)], Revised 8-77, (Navy Overprint) to include all information necessary for Regions.

 


(8) Provide liaison with OPM, OCPM, the appropriate OCPM Region, and other outside organizations concerning classification and wage matters.

 


(9) Submit such reports regarding the classification program as may be required by higher authority.

 

e. HRSC for Non-MTP will:

 


(1) Coordinate with heads of activities, managers, and supervisors, via the HRO, who do not have classification authority with advice, which is technically, and administratively sound and in compliance with guides and instructions.

 


(2) Provide advice and assistance to managers and supervisors, via the HRO, in the preparation of PDs/JDs and all other matters regarding the classification program.  This could include developing standard PDs/JDs, responding to classification consistency review requests, coordinating test application of OPM DRAFT classification standards, and preparing the case file in classification appeal cases.

 


(3) Exercise classification authority on those positions for which authority has been specifically assigned to HRSC by the head of the activity.




(4) Maintain official position description files and a copy of current activity organization manual..

 


(5) Process Request for Personnel Action (RPA) and PD cover sheets [Optional Form 8 (OF-8)], Revised 8-77, Navy Overprint) to include all information necessary for Regions.

 


(6) Provide liaison with OPM, OCPM, the appropriate OCPM Region, and other outside organizations concerning classification and wage matters.

 


(7) Submit such reports regarding the classification program as may be required by higher authority.

1-6.  Time Limits for Placing Classification Actions into Effect.  Classification actions are placed into effect on or after the date the action was certified, and the resulting personnel action should be effected not later than the beginning of the fourth pay period following that date, except as provided for by higher authority.

