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____________________________________________________________________________________

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is: In a sentence or two, briefly describe the overall purpose of this position.  For instance:

To perform technical work in support of management analysis, the purpose of which is to evaluate and improve the efficiency, effectiveness and productivity of organizations.
The organizational location of this position is: Indicate the entire location of the position including MAJCOM, base, organization and state. For example:

99 Tactical Fighter Wing (ACC), 99 Support Group, 99 Mission Support Squadron, Manpower Office, Big Blue AFB, IA. 

____________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: Describe in a sentence or two the goals of your immediate organization and how they contribute to the overall AF mission. Or, you may include a standard statement issued by your Civilian Personnel Flight, such as:

Mission and functions are described in AFI 38-201. 

____________________________________________________________________________________ 

DUTY 1:






%
Critical

Duties, also known as major job requirements (MJRs) or performance elements, are a critical part of the Core Personnel Document (CPD). Each duty plays a significant role in recruiting qualified employees for the position and evaluating an employee’s performance once the position is filled. 

The order in which duties are listed may vary. The first duty paragraph should normally be the one that constitutes a majority of the employee’s time (by percentage) and/or which is the highest level of work being performed (by grade level, if known). Consider position management principles in the development of duties.

While there is no minimum number of duties required in the CPD normally, four to five duties will be sufficient. Remember, only significant duties and responsibilities should be described, not every task the employee must accomplish. 

The duty paragraph should begin with a short sentence that summarizes the paragraph. This sentence serves as a major job requirement (MJR) upon which the knowledge, skills and abilities (KSAs) used for recruitment are based. (KSAs are explained/listed later in the CPD.) This sentence also serves as a performance element to be used when an employee’s performance is being appraised. Each duty will be identified as critical as part of the appraisal function of the CPD.  If possible, this first sentence should be distinguished from the rest of the paragraph by bold type, underscoring, etc.

If desired, a performance element that is not critical may be added as an additional element in order to communicate performance expectations that are a dimension or aspect of individual, team, or organizational performance.  Additional elements cannot be used in assigning a rating of record.

NOTE:  For those installations that have not completed negotiating the new performance management program locally, the CPD will require a minimum of four duty statements.  Each duty will be identified as critical or non-critical.  There are no requirements for a specific number of critical or non-critical duties/elements, however, it is recommended that at least one is non-critical and the majority be critical.

The remainder of the paragraph should describe the supporting tasks of the duty in greater detail and should include all information necessary to meet the classification standard of adequacy. Use active verbs, such as writes, creates, recommends, lectures, etc. If incidental duties are described, explain how often they occur, such as "once a month, as requested, etc." Finally, indicate the percentage of time spent by the employee in accomplishing the duty as a whole. 

EXAMPLE OF DUTY 1:

Interviews and observes employees of various organizations base-wide to collect information on workflow, lines of authority and/or organizational layout. Produces charts to depict the workflow and organizational design of these units. Assists managers in preparing reorganization requests based on information gathered. Advises organization representatives of how to complete the necessary forms. Once information is gathered, refers complex situations to management analyst. 

If you need any assistance in developing or writing the duties of this position, contact the appropriate personnel specialist within your servicing CPF. 

Supervisory positions have somewhat different considerations and requirements than non-supervisory positions.  A template that will assist in the development of supervisory duties and standards can be found in the Standard Core Personnel Document (SCPD) Library.

STANDARDS: 

How you measure the performance of the duty is described in this area by performance standards. Standards should relate to the duty described, should be within the employee’s control and should address quantity, quality, timeliness and/or work behaviors necessary for fully successful performance of the duty. A standard may address one or all of these factors, depending on what attributes you need to measure to indicate successful performance. 

· QUANTITY standards describe how much or how often something is performed. 

· QUALITY standards describe how well something is performed. 

· TIMELINESS standards describe when or how soon something is performed. 

· WORK BEHAVIOR standards identify observable behaviors, which lead to success on the job. 

Three performance standards for each duty element should be sufficient; complex duties may warrant more.

EXAMPLES OF STANDARDS FOR DUTY 1: 

A. Routinely conducts thorough fact-gathering inquiries and interviews and provides accurate information to management analysts and organization managers. 

B. Personal interviews and fact-gathering inquiries are, with rare exception, conducted in a timely manner.
Remember, these standards are what you as a supervisor will use to measure the employee’s performance. Therefore, it is important that each standard be measurable and reasonable. A quantity standard that can not accurately be measured is of no use to you as a supervisor and is unfair to the employee. When writing standards, avoid using absolute retention standards that have the appearance of requiring perfection.  Standards are considered absolute when they appear to require that work "is always timely and efficient" or that the employee "always communicates effectively".  Avoid simply listing tasks without describing the regularity of the occurrence of the task but also avoid the requirement to do it always.  Each standard should be written for a successful level of performance.

The following qualifiers may be of assistance when writing standards:

	almost always
	most
	generally
	routinely

	normally
	typically
	ordinarily
	often

	regularly
	frequently
	customarily
	usually

	with rare exception
	nearly all the time
	in most cases
	with few exceptions as a rule


KSA: After the standards are listed, indicate the number(s) of the KSA(s) that pertain to the duty as a whole. (Again, these will be listed later in the CPD). For example: 

KSA:  1, 3

____________________________________________________________________________________


DUTY 2:






%
Critical

               
STANDARDS: 

KSA:
____________________________________________________________________________________ 

DUTY 3:






%
Critical

STANDARDS:

KSA:
____________________________________________________________________________________

DUTY 4:






%
Critical

STANDARDS:

KSA:
____________________________________________________________________________________ 

RECRUITMENT KNOWLEDGE, SKILLS AND ABILITIES (KSA) 

Knowledge, skills and abilities (also known as KSAs) describe the qualities a candidate must possess in order to successfully perform the duties and responsibilities of the position. KSAs represent the essential requirements of a position, not the "most desirable" attributes of the very best qualified candidate. In most cases, KSAs may not be "agency-specific." In other words, they seldom require that an employee have a knowledge of or skill in a particular Air Force program. Requiring these specific items would eliminate all non-Air Force candidates and unduly restrict open competition. 

A KNOWLEDGE is information about a subject matter area, which must be applied directly to the performance of work. For example: 

1. Knowledge of practical techniques of management analysis. 

A SKILL is a proficient manual, verbal or mental manipulation of data or things. For example: 

2. Skill in written and oral communication. 

An ABILITY is a competency to perform an activity that can be demonstrated by experience, education or training. An ability is not used to measure a candidate’s "potential." For example: 

3. Ability to modify standard shop practices. 

KSAs are critical to the entire recruitment process and are used in a variety of ways. For example, they often are listed verbatim in job vacancy announcements when recruitment for a specific position is being conducted. They also are used throughout the merit promotion process for screening out unqualified candidates and determining meaningful differences in rank-ordering qualified candidates for referral. 

Normally, there are no more than four to six KSAs identified for a position; complex or multi-skilled positions may require more in order to determine quality-differences among competitors.  Knowledge should be listed first, followed by skills, then abilities. Since knowledge and skills are more observable behaviors, they can be measured more readily than abilities. Therefore, it is likely that fewer abilities need to be identified. All KSAs should be complete but not overly-detailed. It is not necessary to describe how a KSA is used as long as it relates to the duty element where it is listed. If a KSA can not be related to a specific duty, it should not be used. 

____________________________________________________________________________________

The Factor Evaluation System (FES) is the job evaluation approach applicable to most non-supervisory General Schedule (GS) positions. There are nine factors within the FES, and some of these factors include two or more subfactors. These factors and subfactors help clarify the meaning of the factor as a whole and each should be addressed specifically. As a supervisor, you are responsible for supplying the information for each of the factor levels (and subfactors within them) to ensure the personnelist classifying the position has the information needed to accurately grade the position. The personnelist, based on your responses and the appropriate classification standard, will determine the levels and points assigned to each factor.  When writing factor level descriptions, remember the factors and duties listed above should compliment one another. Information you supplied under the major duty paragraphs is often repeated and expanded upon in the below evaluation factors. Information you supply in the evaluation factors must be related to, and supported by, the major duty paragraphs above.

Factor 1, Knowledge Required By The Position Level 1- Points  

· What kind and level of knowledge and skills are needed? 

· How are the knowledge and skills used in doing the work? 

The FES Classification Standard for the occupation may be used as a reference for how knowledge can be treated. Show only the knowledge and skills essential for full performance of the work. Label a knowledge “professional” only when the nature of the work meets the definition of a professional occupation. Do not list desired licenses, levels of education, or certificates. Include any special knowledge or skill that would be required as a selective factor in recruitment. (The personnelist responsible for recruitment can assist you in this.) Avoid listing "abilities." They often are vague when used to describe Factor 1. Instead, show what the employee must know in order to demonstrate the ability. Don’t describe personal characteristics (such as patience, adaptability, integrity, or creativity). Four to five knowledge or skill sentences are considered adequate for Factor 1. 

EXAMPLE: 

· A practical knowledge of established technical procedures and requirements related to management analysis. 

· Knowledge of basic arithmetic sufficient to use established formulas to make routine calculations of staff hours or funding use. 

· Skill in applying basic data gathering methods, such as standard interviewing techniques, to collect various types of factual information. 
Factor 2, Supervisory Controls Level 2- Points 

· How is the work assigned? Supervisors either directly or indirectly control work. They may assign work with either detailed or vague instructions. They may suggest exact procedures to follow or simply provide information about deadlines, objectives and priorities. 

· What is the employee’s responsibility for carrying out the work? This relates to the amount of independence an employee has when making decisions. Does the employee refer situations not covered by specific instructions to the supervisor or make determinations independently based on established policies and past practices? 

· How is the work reviewed? What is the nature and extent of the review of work? There may be a close and detailed review of the work during each phase of the assignment, detailed review of the finished work, spot-checks of finished work for accuracy, or reviews only for adherence to the policy established in the office. Not only is the employee’s independence being evaluated, but also the degree to which the nature of the work allows the employee to make decisions and exercise judgment. 

EXAMPLE: 

The supervisor assigns work in terms of project objectives and basic priorities and is available for consultation in resolving controversial issues. The employee independently plans and carries out the assignments, selecting the approaches and methods to be used in solving problems encountered. Projects are reviewed to determine that the objectives are met and for compliance with agency policies and regulations. 

Factor 3, Guidelines Level 3- Points 

· What kinds of guidelines are used in doing the work? Guides may be operating procedures and policies, traditional practices, or references (manuals, handbooks, etc.). Individual positions vary in the degree to which the guidelines are specific, applicable to the work, and available for doing the work. 

· How much judgment is needed in using the guidelines? Do specific instructions, procedures, and policies, traditional practices, or references (manuals, handbooks, etc.) exist? Individual positions vary in the degree to which the guidelines are specific, applicable to the work, and available for doing the work. 

EXAMPLE: 

Guidelines include agency instructions and directives, established precedents, written operating procedures, and files or previous projects. While these guidelines are generally applicable, the employee makes adaptations in dealing with unique situations. 

Factor 4, Complexity Level 4- Points 

· What is the nature of the assignment? Briefly describe the general nature and variety of the tasks, methods, functions, projects or programs carried out in the position being described. 

· What facts or conditions does the employee consider in identifying what needs to be done? The employee may have little or no choice about what needs to be done. On the other hand, certain facts may have to be developed, checked, analyzed, interpreted, or evaluated by the employee before work progresses. The level of difficulty in carrying out the work varies based on the facts provided (are they clear-cut and directly apply to the problem or issue?); the nature of the subject matter, phase, or problem being handled; or the unusual circumstances and incomplete or conflicting data that may be involved. 

· How difficult and original are the employee’s actions or responses? In some situations, the work is easily mastered, and the employee takes the obvious course of action. The level of difficulty and originality increases as the employee is required to consider differences in courses of action and refine methods or develop new techniques, concepts, theories, or programs in solving problems. 

EXAMPLE: 

Projects involve routine management analysis technical processes. Assignments involve various sources of information but require little modification of established procedures and methods. The incumbent must decide what course of action is required based on a review of the characteristics, practices, objectives and interrelationships of numerous work units and program areas. Projects rarely require departing from past approaches or traditional techniques. However, incumbent may occasionally be required to develop new approaches to meet major objectives without compromising established management analysis techniques and principles. 

Factor 5, Scope and Effect Level 5- Points  

· What is the purpose of the work? What is the ultimate goal to be achieved in the position? "Purpose of the work" concerns the end objective such as conclusions reached, decisions or recommendations made, treatment or service provided, reports written, results of tests or research performed, and approvals or denials made. Keep in mind this component is different from the component under Factor 4 (nature of the assignment). Nature of the assignment concerns the kind and variety of tasks, functions, or projects required to fulfill purpose or objectives of the work - "how" the work is done. This factor concerns "why" the work is done. 

· What is the impact of the work product or service? Who or what benefits from the employee’s work? How is this benefit realized? 

EXAMPLE: 

The purpose of the work is to plan and carry out assignments to improve the efficiency and productivity of organizations. Incumbent provides written reports and recommendations based on information obtained in fact-gathering studies and interviews. The work affects the organizational design of offices base-wide which, in turn, affects the productivity of individual organizations and the base as a whole. 

Factor 6, Personal Contacts Level 6- Points  

"Personal Contacts" covers the people and conditions under which contacts are made. Describe the face-to-face, radio, or telephone contacts which the employee has in terms of the work relationship of the people contacted by the employee. Different kinds of contacts might be co-workers on the same project, patients receiving treatment, applicants seeking jobs, students in a class, etc. Indicate if the people are internal or external to the agency. Describe any unusual circumstances or conditions such as problems making appointments (i.e., inaccessibility of people in high-level positions), problems in identifying the role or authority of the people contacted, or the use of different ground rules for different contacts. Do not include contacts with the supervisor as this is covered in Factor 2. 

EXAMPLE: 

Contacts are with employees within the immediate office and other organizations base-wide. Contacts typically include other support personnel, management analysts, supervisors and managers. 

Factor 7, Purpose of Contacts Level 7- Points 

Explain the purpose of the personal contacts described above (i.e., to give or exchange information, to resolve problems, etc.). As appropriate, include other information which affects the nature of the contacts (i.e., dealing with people who are skeptical, uncooperative, unreceptive, hostile, and/or settling controversial issues or arriving at compromise solutions with people who have different viewpoints, goals, objectives.) 

EXAMPLE: 

Purpose of contacts is to obtain and exchange information to resolve organizational design problems. May occasionally include contact with uncooperative individuals when obtaining facts through interviews or data-gathering techniques. 

Factor 8, Physical Demands Level 8- Points  

Describe the nature of physical demands placed on the employee, such as climbing, lifting, pushing, balancing, stooping, kneeling, crouching, and crawling. Indicate how often and how intense the activity is (prolonged standing requires more effort than intermittent standing). Include any physical characteristics or special physical abilities needed, such as specific agility or dexterity requirements. 

EXAMPLE: 

The work requires no special physical demands. It may involve some walking, standing, bending or carrying of light items such as files, computer reports or office supplies. 

Factor 9, Work Environment Level 9- Points 

Describe the physical surroundings in which the employee works. For example, is it in an office where there are normal, everyday risks, in a hospital where there is possible exposure to contagious diseases, or in a coal mine where there is potential for roof falls? Also describe any special safety instructions or precautions which must be observed to avoid mishaps or discomfort. This includes protective clothing or gear such as masks, gowns, coats, hard-toed shoes, etc. It is not necessary to describe normal everyday safety precautions such as use of safe work practices in an office, observance of fire instructions and traffic signals. 

EXAMPLE: 

Work is performed in a normal office setting where basic safety precautions are required. 
____________________________________________________________________________________

Other significant facts pertaining to this position are: List other important facts about the position such as temporary duty (TDY) and other travel requirements, rotating shifts, uncommon tours of duty, etc. If there are no additional facts worth mentioning, list "None." Examples include: 

Work occasionally requires travel away from the normal duty station. 

____________________________________________________________________________________

The servicing CPF will provide the following information when the position is officially classified. 

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  


CLASSIFICATION REMARKS:

_______________________________________________________________



