STATE OF MARYLAND
MILITARY DEPARTMENT
FIFTH REGIMENT ARMORY
BALTIMORE, MARYLAND 21201-2288

MDNG- AG- SPMO ( 310- 2e) 24 April 1992

MEMORANDUM FOR SEE DI STRI BUTI ON
SUBJECT: Change 2 to Maryland (Arnmy and Air) National Guard

Techni ci an Personnel Regul ation No. 312-1, Position Managenent
Pl an

MDNG TPR No. 312-1, position Managenent Pl an, dated 31 January
1990 i s changed as foll ows:

On page 10, renove paragraph 4-3(c).

452%%%%%%?%§?§;§§?§§§j/

Col onel , GS, NMDARNG
Per sonnel O ficer

FOR THE ADJUTANT GENERAL:

DI STRI BUTI ON:

1 - Each Full-Tinme Support Mnager/ Supervisor (Arny and Air)
1 - NAGS Local R3-81

1 - NFFE Local 1692



STATE OF NMARYLAND
MILITARY DEPARTMENT
FIFTH REGIMENT ARMORY
BALTIMORE, MARYLAND 21201-2288

MDNG- AG- SPMO 28 May 1991

MEMORANDUM FOR SEE DI STRI BUTI ON
SUBJECT: Change 1 to Maryland (Arny and Air) National Guard

Techni ci an Personnel Regul ation No. 312-1, Position Managenent
Pl an

MDNG TPR No. 312-1, Position Managenent Plan, dated 31 January
1990 i s changed as foll ows:
On page 10, renove paragraph 4-3(f).

FOR THE ADJUTANT GENERAL:

- y v/
IAMC. Bl LO

Col onel , GS, NDARNG
Per sonnel O ficer

DI STRI BUTI ON:

1 - Each Full-Time Support Manager/ Supervi sor (Arnmy and Air)
1 - NAGS Local R3-81

1 - NFFE Local 1692



STATE OF MARYLAND
MILITARY DEPARTMENT
FIFTH REGIMENT ARMORY
BALTIMORE, MARYLAND 21201-2288

MDNG- AG- SPMO 14 February 1990

MEMORANDUM FOR SEE DI STRI BUTI ON

SUBJECT: Technician Personnel Regul ation Nunber 312-1. dated
31 January 1990, Position Managenent Pl an

1.  The attached appendi xes were inadvertently omtted. from
TPR No. 312-1 dated 31 January 1990, subject: Position
Managenent Pl an.

2. Please add these appendi xes to your regul ation.

FOR THE ADJUTANT GENERAL:

e am -:-m/

Encl osures AVRENCE F. McSEE
1.  Appendix A COL, GS, MDARNG
2. Appendix B Personnel O ficer
DI STRI BUTI ON:

1 - Each Full-Time Support Manager/
Supervi sor (Arny and Air)

1 - NACGE Local R3-81

1 - NFFE Local 1692

1 - Each Bulletin Board



DEPARTMENTS CF THE ARMY AND Al R FORCE
MARYLAND ( ARMY AND Al R) NATI ONAL GUARD
FI FTH REG MENT ARMORY
BALTI MORE, MARYLAND 21201-2288

*MD (Army and Air) NATI ONAL GUARD 31 January 1990
TECHNI Cl AN PERSONNEL REGULATI ON
NUMBER 312-1

POSI TI ON MANAGEMENT PLAN

This Maryland National Guard Technician Personnel Regul ation contains procedures
to be followed to effect position managenment in the Maryland National Guard
Technician Program  Unl ess otherwi se indicated, the term"technician" nmeans both
mlitary and conpetitive technicians and the use of either the masculine or

fem nine pronouns is intended to include both genders.
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CHAPTER 1
GENERAL PROVI SI ONS

1-1. AUTHORI TY AND RESPONSI BI LI TY FOR ESTABLI SHI NG PCSI Tl ONS. Federal agencies
are created by | aw and executive order to acconplish specific nmissions in the

furtherance of national goals. The Adjutant General, State of Maryland, is
vested with the authority and responsibility for organizing the Agency within
this framework and within requirenents of pertinent statutes and directives. The

Chi ef, National Guard Bureau (NGB) and the Directors of the Arny and Air Nati onal
Guard, through subordinate officials to which they delegate authority, are
responsi ble for structuring the National Guard Technician Programin a nmanner
which will assure that assigned nissions are legally and properly acconplished.

1-2. POLI CY GOVERNI NG ESTABLI SHVENT OF POSI TIONS.  The policy of the Federal
Governnent, and accordingly the NGB, is to organize constituent units in a nmanner
that will nake opti num use of manpower resources. Efficient and econom ca
operations are inherent parts of the continuing general managenent
responsibilities of the head of each Agency. These responsibilities are shared
in-turn by all subordi nate nanagenent and supervi sory personnel who are
responsi ble for the work of others. Limted nanpower resources and rising
personnel and equi pnent costs nake it increasingly inportant that human resources
and materi al be econonical |y nmanaged.

1-3. DEFI NI TI ON OF A POSI Tl ON. The work consisting of all the duties and
responsibilities currently assigned or del egated by conpetent authority and
requiring full-time or part-tine enploynent of one person
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CHAPTER 2
ASSI GNVENT CF DUTI ES AND RESPONSI BI LI TI ES
2-1. OBJECTI VES

a. Primary (hjective. The primary objective of assigning duties and

responsibilities to individual positions is to provide the basis for orderly,
efficient, and economni cal acconplishnment of work. Thi s objective requires
stri king an opti mum bal ance anong a nunber of conpeting factors:

(1) Managenent's desire for econony and productivity; and

(2) Technician's desire for work that is challenging and stinmulating
as well as nonetarily rewardi ng, and which provides an opportunity for increasing
their skills and advancing to higher |evel positions. The failure of nanagenent
to provide a reasonabl e neasure of these opportunities can result in high

turnover, increased training costs, and |l ower efficiency. Thus, managenent is
seeki ng a proper bal ance anbng the needs -for econony, productivity, skills
utilization, and technician devel opnent and notivation.

b. Lines of Progression. To the extent possible, positions should be
pl anned so that there are |ogical entrance |evels and |ogical career patterns for
progression to nore skilled and hi gher graded positions.

c. Results of Careful Design. Careful design of positions provides a
solid foundation for selecting and utilizing properly qualified technicians at
all skill levels. It also assures that assignnents requiring higher |evel and/or
scarce skills are concentrated in as few positions as possible; that there is a
proper ratio of support positions to professional, adm nistrative, and technica

positions; and that proper use is made of jobs at all levels in a career pattern
to achi eve econom cal operations and provide a source of trained technicians for
hi gher | evel positions. Thus, careful design of positions provides a basis for

bal anced and econom cal staffing.
2-2. PLANNI NG A PCsI Tl ON.

a. Factors to be Considered. Each position nust be systematically planned
so that it is logical and consistent internally and fits with other positions
into an orderly, productive, and efficient organi zati on. Poor position planning
can result in unsatisfactory productivity, high unit cost, confusion of
responsibility, technician dissatisfaction, grievances, and hi gh turnover. The
followi ng factors should be given careful consideration in position design:

(1) Del egating authority comrensurate with assigned responsibilities.
(2) Est abl i shi ng a reasonabl e supervi sory span of control
(3) Di sti ngui shing supervision from production.

[4) Maki ng effective use of technician's skills.
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(5) In positions conprised of a variety of duties, assigning duties
that are at approxinmately the sane skill |evel
(6) Concentrating duties requiring special skills or training into as

few positions as possible.

(7 Det erm ning the inpact of technol ogi cal changes in machinery,
systens, and facilities on manpower requirenents.

(8) Defining the requirements for contacts with others.
(9) Identifying requirenents for training and skills upgrading.

b. Steps in the Planning Process. Planning a position requires an orderly
procedure of arriving at a sound basis for assigning duties and responsibilities.
Anal ysi s nmust be nmade of the work to be acconplished and a deci sion nmade on
producti on nethods to be used. The volune and nature of production to be
acconpl i shed nmay affect the division of work specialization. Al so,
consi deration nmust be given to the requirenments of supervision and training,
speci ali zed technical support, quantity and quality control, and revi ew and
eval uati on.

2-3. PCSI TI ON DESCRI PTI ON. A witten record of the najor duties and
responsibilities assigned to a position nust be prepared before a technician can
be hired or assigned. A well-designed position has clearly defined operations,
tasks, duties, authorities, responsibilities, and provisions for supervisory
control and supervisory requirenents.

2-4. DI STRI BUTI ON CF COPI ES OF POCSI TI ON DESCRI PTI ON. The Support Personne
Managenent Office (SPMO will maintain a State naster file of position
descriptions and eval uati on statenents. The SPMO wi Il distribute copies of
position descriptions as foll ows:

a. Enoployee Copy. Each technician will be given a copy of his/her

position description. A copy of the technician's position description will be
attached to the appointnent Standard Form 50 (Notification of Personnel Action).
When a change occurs, the SPMOwi ||l attach a copy of the new position description

to the technician's copy of the SF 50 effecting the change.

b. Supervisor Copies. Supervisors will receive and nmaintain a copy of the

current position description for each technician under their supervision

c. Oficial Personnel Folder Copy. A copy of the position description
will be maintained on the left side of each technician's official Personne
Fol der (OPF) on file in the SPMO

2-5. STANDARD POCSI TI ON DESCRI PTI ONS. A standard position description is a

singl e description used to cover a nunber of |ike positions. Wenever a group of
substantially identical positions exists, use of a standard position description
shoul d be consi der ed. They are particularly effective in the National Guard

Techni ci an Program where organi zati on patterns and procedures are uniform or



MD (Arny and Air) NATI ONAL GUARD 31 January 1990
TPR No. 312-1

standardi zed in different
per f or ned.

i denti cal
i nci dent al .

| ocations where the sane activities are to be
They may al so be used in different

organi zati onal functi ons where
work is being acconplished or

when di fferences are only mnor or
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CHAPTER 3

ESTABLI SHVENT, REVI EW AND ABOLI SHVENT OF POSI TI ONS

3-1. ESTABLI SHVENT OF POSI TI ONS. Positions are established by NGB based upon
known or projected organizational needs or upon special State requests . The
nunber of positions which can be filled is determ ned by allocations from NGB

3-2. ELI M NATI ON OF POSI Tl O\S. Posi ti ons whi ch becone obsol ete because of
changes in functions and assi gnnents, organi zation, nethods and procedures, or
wor kl oad shoul d be eli m nat ed.

3-3. CONDI TI ONS PREREQUI SI TE TO FI LLI NG PCSI Tl ONS.

a. Basic Requirenments. Wen requesting to fill a position other than by
detail, supervisors nust,conplete a Position Certification Formand forward to
the SPMO al ong with the Standard Form 52 (Request for Personnel Action). The
SPMO will contact the National Guard Bureau Easterr~ Classification Activity (NGB-
ECA) to assure that the position is authorized and properly classified, that
funding is available, and that the position is not schedul ed to be abolished or
changed t hrough reorgani zati on or other nmanagenment acti on.

b. Action in Absence of a Vacancy. Wen a technician is absent for an
ext ended period but has not vacated the position, arrangenents to carry on the
work of the position may be nade by detailing another technician to the position,
or establishing a tenporary additional identical (overhire) position.

(1) Detail. A detail is the tenporary assignnent of an enployee to a
different position for a specified period, with the enpl oyee returning to his/her

regular duties at the end of the detail. Technically, a position is not filled
by a detail, as the enpl oyee continues to be the i ncunbent of the position from
whi ch det ai | ed. Technicians may be detailed in 120-day increnents to the sanme or

| oner grade positions for up to 240 days. Except for brief periods, an enpl oyee
shoul d not be detailed to performwork of a higher grade |evel unless there are
conpel l i ng reasons for doing so. Normally, an enployee should be given a

tenporary pronotion instead. If a detail of nore than 120 days is nmade to a

hi gher grade position, or to a position with known pronotion potential, it mnust
be made under conpetitive pronotion procedures. Ext ensi on beyond 1 year to
positions under the General Schedule require prior office of Personnel Managenent
approval . The request will be prepared by the SPMO on Standard Form 52 and
forwarded to the office of Personnel Managenent. A letter of request to extend
details to positions under the wage systemw || be prepared by the SPMO and

forwarded to NGB- TN for approval

(2) Additional ldentical Positions. The Adjutant General has the
authority to establish tenporary Additional ldentical (Al) (overhire) positions
for periods up to 60 days. These positions nust be identical to those on

exi sting nmanni ng docunents and will be funded through existing manpower
aut hori zati ons. When a position is needed for a period of tinme beyond 60 days,
the SPMO wi Il request the additional position or overhire authority by contacting

the appropriate ARNG or ANG manpower offi ce.
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(3) Procedures for Requesting Details and Establishing Additional

ldentical Positions. A SF 52 requesting the action (Detail or Establish Al
posi tion) whichever is appropriate is prepared by the i medi ate supervi sor and

f orwarded t hrough channels to the SPMO for appropriate action. Remar ks on the SF
52 must include the reason for requesting the action, and the expected | ength of
tine the individual will occupy the position

3-4. DEVELOPMENT COF STATEMENTS OF DI FFERENCE TO PGCSI TI ON DESCRI PTI ONS

a. A Statenment of Difference (SOD) nmay be prepared for a position
description for any of several reasons; e.g., to differentiate between
organi zational |ocations of otherw se identical positions, to renpve portions of
duties fromone of two or nore identical positions, to tenporarily |ower the
grade of a position to aid recruiting and/or fill at the trainee |evel

b. The preparation of any statenent of difference requires careful review
of the applicable office of Personnel Management (OPM classification or job
gradi ng standards, and an appropriate title assigned.

c. In devel oping statenents of difference three different approaches can
be taken depending on the reason for restructuring, the basic nature of work
perforned, and the restructured grade | evel desired. They are: (a) Decrease
the difficulty/conplexity of the duties and responsibilities; (b) I ncrease the
supervi sory controls exercised; or (c) bot h. To determ ne the best approach, a
review of the pertinent classification standard is recommended. Copi es of OPM
classification standards are nmintained in the Support Personnel Managenent
Ofice (SPMD). Supervi sors shoul d al so review pertinent classification standards
carefully to assure that work assignnents try incunbents for restructured
positions are commensurate with their grade(s).

d. Prior to requesting to fill a position at a | ower grade (s), the
requesting official nust contact the SPMO to devel op an appropriate statenent of
di fference.

e. I n devel opi ng statenents of difference for General Schedule (GS)
positions, the neaning of the work "level" nust be considered. "Level" refers to
the normal grade progression patterns within a specific occupational series. For
General Schedul e positions classified in series that follow a one-grade interva
pattern (e.g., GS-5, 7, 9, 11, 12) one |level equals two grades through GS-11;
above GS-11, one |l evel equals one grade. Wage grade positions foll ow a somewhat
di fferent progression pattern than GS positions, the exact pattern dependi ng upon
the established journeyman grade of the occupation. The journeyman grade is
determned by referring to the Job Grading Standard for that particular
occupation (series). After identifying the journeyman grade the SPMO will refer
to the Job Grading Standard for Internediate Jobs to identify the next | ower
grade | evel of the position. The Job G ading Standard for Trades Hel per Jobs is
used to restructure a position to a still |lower |evel. The hel per grade |evel is
WG 5 for all positions where the journeyman grade is W59 or above.

f. Statenents of difference are designed for recruiting and devel opnment a
use only to the journeyman | evel as defined by the appropriate standard.
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Nornmal |y statenments of difference are not used for: (a) Supervisory positions,
whet her GS or W5, (b) Snmall Shop Chief positions, (c) GS position above GS- 11
and (d) Above-journeyman | evel WG type positions (for exanple, Electronics
Mechanic W& 12).

g. After identifying the appropriate grade |evel pattern for a position,
the SPMO will make careful cross-reference to the classification criteria to
assure that duty assignments and controls over work are commensurate with the
various grade levels in the appropriate classification or job gradi ng standard.
As indi cated above, this can be acconplished by decreasing the difficulty/
conplexity of the duties and responsibilities, increasing the supervisory
controls exercised, or doing both.

h. The statenent of difference is prepared by the SPMO, using both an
Optional Form 8 and a suppl enental sheet that describes the differences fromthe
basic position description. Block 2 of the OF 8 will be checked "Qther" and
mar ked "Statenent of Difference." A SPMO representative will certify the OF 8 by
signing in block 21. The Statement Of Difference (OF 8 and Suppl enental Sheet)

will be forwarded to the i mredi ate supervisor for certification in bl ock 20 of
the OF 8, then returned for retention in the SPMO. Once’ an individual is
selected at a |l ower grade the appropriate statement of difference will be given

to the individual and copy forwarded the i medi ate supervisor along with a copy
of the basic position description.

3-5. PERI ODI C REVI EW OF PGSI TI ONS

a. O fice of Personnel Management and National Guard Bureau policy

dictates that all positions nmust be revi ewed. During the review the need for
each position is to be considered, and those positions found to be unnecessary
nmust be abol i shed. Positions determ ned to be necessary nust be reviewed to

assure that the position description is adequate and properly classified. Each
technician's position description is to be reviewed by the i medi ate supervi sor
and enpl oyee, in conjunction with the enpl oyee perfornance eval uati on

(appraisal). Supervisors should ensure that performance standards are in
correlation to position descriptions, with duties arranged i n descendi ng order
(maj or duties first). If the duties and responsibilities are accurate, the

i mmedi at e supervisor and enployee will recertify the supervisory copy of the
position description by conpleting item?23 a & b on the Optional Form 8. Changes
or deletions of duties and responsibilities may be requested by supervisors if a
position is incorrect. This is acconplished by conpleting a SPMO Form 312-1
avai |l able fromthe SPMO upon request. Conpleted SPMO Forns 312-1 are to be
returned to the SPMO for eval uation and deterni nati on of appropriate action
together with an up-to-date organi zati onal chart.

b. An organi zati onal chart nay be requested by the SPMO If requested the
organi zati onal Chart nust be conpl eted depicting each organi zati onal el enent of
the activity, and include all authorized positions (technician/AGR) as |listed on

the current manni ng docunent. Each bl ock nmust contain the title, position
nunber, pay plan, occupational series and grade, nane and nilitary rank/grade (if
appl i cabl e) of i ncunbent. Vacant positions nmust be so designated. Indicate with

an asterisk those positions that are authorized within AGR resources. Charts



MD (Armmy and Air) NATI ONAL GUARD 31 January 1990
TPR No. 312-1

must al so show the supervi sory chai n-of -conmand. Conpl eted SPMO Forns 312-1 and
current Organi zational Charts nmust arrive at the Support Personnel Managenent
office not |later than 15 days after the review peri od.

c. Peri odi ¢ mai nt enance revi ews of groups of positions nust be nade when

(1) Maj or organi zati onal and mi ssi on changes occur.

(2) There are significant increases or decreases in authorized
positions.

(3 An organization is consistently staffed at | ess than 100%

(4) New nati onwi de standardi zed position descriptions are inplenented
and revi ewed one year after they have been in effect.

The SPMO will determ ne the extent of such reviews which could be as sinple as
updati ng and revi ewi ng exi sting organi zati onal charts or as conpl ex as desk
auditing each position in the organization. The result of periodic maintenance

reviews nust be to ensure the official position description is accurate,
correctly classified, and properly used.

d. The Position Classification Specialist may perform desk audits as part

of the periodic review process to assure that duty assi gnnents are consi stent
wi th published position descriptions and that position classification

determi nati ons conformto published OPMcl assification and job gradi ng standards.
SPM>s nust perform desk audits under the follow ng circumnmstances:

(1) Maj or organi zati onal and ni ssion changes occur.

(2) Significant increase or decrease in authorized positions.

(3) An organization is consistently staffed at | ess than 100%

(4) One year after the inplenentation of new nati onwi de standardi zed
or local exception position descriptions.

(5) Prior to the inplenentation of any | ocal exception position
descri ption.

(6) At the request of nanagers/supervisors.
(7) At the request of the servicing NGB Cassification Activity.
Techni ci ans nmust be notified sufficiently in advance of such desk audits to

provide tine for preparation. The SPMO and/or supervisors shoul d expl ai n desk
audit procedures to technicians as part of the preparati on process.
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CHAPTER 4
PROGRAM RESPONSI BI LI TI ES

4-1. NATI ONAL GUARD BUREAU
a. Provide broad policy guidance
b. Def i ne organi zati onal nissions.
C. Det er mi ne manpower requirenents of all National Guard entities.
d. Est abl i sh organi zati onal structures.

e. Moni tor the National Guard cl assification and position managenent
prograns.

f. Ensure that statutory conpliance and reporting requirenments are met.
Qe Provi de other advisory services and policy gui dance.
4-2. NATI ONAL GUARD CLASSI FI CATI ON ACTI VI Tl ES.

a. Ensure conpliance with all pertinent directives, policies, position
classification, and job gradi ng standards, etc.

b. Provide interpretati on and i npl enmentati on gui dance on perti nent
publ i cati ons.

c. Provi de position classification and position nmanagenent advi sory
servi ces.

d. Conduct on-site position reviews to ensure that all positions are
properly described and cl assifi ed.

e. Devel op and cl assify position descriptions for inplenmentation
nati onwi de, and forward themto NGB-TN for rel ease.

f. Develop, classify, and release for local use position descriptions
required to acconmobdate a uni que | ocal situation

g. Respond to office of Personnel Managenent regional offices and NGB
per sonnel managenent eval uati ons.

h. Revi ew cl assificati on appeal s and nake recommendati ons to NGB- TN on
their disposition.

i Conduct position classification and position managenent educati on
prograns for SPMO representatives and for supervi sors and nmnagers.

i Provi de other services as required.
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4-3. SPMO RESPONSI BI LI TI ES

a. Revi ew every request (SF 52) for recruitnment or reassignnment to
deternine the foll ow ng:

(1) Are the duties of the position accurately described and essential ?

(2) Are the duties of the position able to be absorbed by anot her
position of equivalent or higher grade?

(3) Is funding available to support the position?
(4) I's the required nunber of subordinate positions filled to support
the classification of supervisor, |eader, and additive grade snmall. shop chi ef

positions?

b. Moni tor positibn description conpliance and request changes through the
NGB- ECA when st andardi zed position descriptions are i nadequate.

d. Restructure positions to | ower grades, when practical, for econony and
to provide upward nobility.

e. Ensure that supervisory, |eader, or additive grade small shop chief is
responsi bl e for the day-to-day supervision or |eadership of the required nunber

of subordinates. Also, process reclassification actions when the nunber of on
board subordinates falls below that required to support the grade of the higher
level (W5, W, or small shop chief) positions.

1dS51LZC: dC1Q | dG

g. Provi de recommendati ons to NGB- ECA for inproved organi zati ona
s tructur ing

h. Request the elimnm nation of any position deternmi ned to be unnecessary.

i Conduct on-site random position reviews to ensure that positions are
properly described and cl assifi ed.

4-4. MANAGER RESPONSI BI LI TI ES. Activity managers, as designated by The Adj utant
CGeneral, State of Maryland will have the responsibility for taking actions
af fecti ng position nmanagenent as foll ows:

a. Initiate procedures to nodify position managenent structure in order to

meet m ssion requirenents, inprove efficiency, inprove econony, or to neet |oca
requi renents.

b. Approve or di sapprove requests for action (SF 52) which effect
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organi zati onal structure such as recruiting for vacanci es, restructuring
positions to | ower grades, elinminating positions, or establishing new positions.

c. Revi ew the position structures periodically to determ ne that the
organi zation is not unnecessarily split into too many snall organi zati ons, does
not have too many | evels in the chain-of-command, does not have unnecessary
positions, and does not have npbre supervisory positions than are necessary.

4-5. SUPERVI SCR RESPONSI Bl LI TI ES

a. Ensure that positions are accurately described in position
descriptions.

b. Ensure that incunbents are performng the full range of duties and
responsibilities of their official position description.

c. Recogni ze changes in, position content and recomrend revisions to the
SPMO

d. Becone familiar with the principles and procedures of position
managenent and explain themto technicians as needed.

e. Inform technicians of classification actions affecting them

f. Revi ew all vacant positions, as well as positions that |ater becone
vacant, to deternine if the duties can be elimnated, assigned to other
positions, or nodified to permit filling at a | ower grade.

g. Provide up-to-date organi zati onal charts to the SPMO when request ed.

Users of this publication are invited to send comments and suggest ed

i mprovenents on DA Form 2028 (Recommended Changes to Publicati ons and
Bl ank Forns) to Support Personnel Management O fice, Fifth Regi nent
Arnory, Baltinore, - Maryl and 21201-2288-

BY ORDER OF THE GOVERNOR:

JAMES F. FRETTERD
Maj or Gener al
The Adj utant Gener al

CFFICIAL:

&Wu~wg7w~

LAWRENCE F. M BEE
COL, GS, NMDARNG
Per sonnel O ficer

DI STRI BUTI ON:

1 - Each Full-Time Support Manager/ Supervisor (Arnmy and Air)
1 - NAGS Local R3-81
1 - NFFE Local 1692
1

- EFach RBulletin Board 11
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APPENDIX A

POSITION DESCRIPTION tpleass,Reed instructions on the Back)

1. Agency Poslttan No.

‘ 6 csc Certification No.

Reason lot Submissions 7. Servo [4. Emolorinp Office Location 5. Duty Station
. i®
RwYectnotsoe 1 New Oeot'f f7FI Ia
7. Fate Laos Strtttrm Act g. ErtloloymentlPtnanC+al Stmt Requires; |9 S.olect to IA action
Rwatadtatutnrtt —Otnw .
Eapanatww(SnwMepwfrwMnlprxtNI Eaanmot Nornaernot Yet No yea No

10. Pmnlon States

~ contg-atwe

‘A Eataoad ISpec+lyl

11. Posaan n 11. Sam.tmly 13. COMasttt..e Leva COOf

Suarvsrv Crlacal
14. Agency Use
- "| mart-Orrw Noncnl.cal
Natmfr Nonsenlmve

15. Clantlledl6faofd by ofllelel Title of POettl-

Per PL.. O-won-I Cep G.-A- In.rdlt Date

a Cie.l Servo
Conennotcn

0. D-oanmant.
Agency. or
Estad.3nmwtt

t. Bureau

a Fwd office

e. Recommenced .
trY Sltamstx or

latrletitg Office

10. ClgertyaltorYt Title at Position Id different from Official title/

| & Ofoartmaat. Agency, or Estaotnnmant

a F.nt Sutso.vrtwt

0. Second S.od-siorf

18. Emo+Pre« R"ttra. This Is An ACCUtate OessonpllOA 01 IM major duties and

reipOr+si011(ftes Of my pmlir+on

10. Supervlaovy Cwtllltanwn. | cattily that this s an Accurate staremMt at rho,
major oulles and rfsOm$lodnre$ ol inrs pos+rlon and era wganraarlonal For&.
"Onsnlpll. and [not free 0031f1p111$ necessary 10 carry out GOver"ment functions
for wnn:h | am refOrm$IOl-.  Tnq c rntlcarron y made+ wren Ine a"owleege

a. Trots Nanr and Title of Imnraste

11. cCiaeatdwltoalaae G'M3rp CantficatlarL ) wrlly that this 001$10" has own
Cla3sitwdlgraofd as rwQwred ay 11M s. (. s. (:able. In conformance -1$h Stand-
eras p.0l1lsnod by Inf C-1 Satnca Commeafori or. if nor Gsib" SAfd standards

@Oply directly. COna,SIMhy w,Ift IM most aQatKaoll pual131140 slartOYd7.

TvI»0 Nettle area Title of OfftcsN Tahnp Action

Signature

17. Name of cmolovw u/iscancv. Spewyl
c. Third S.oo-an
d. F owth S.Oonr.s.on
€. Film 5,,ousitmon

Signature of Empovw, luatiahall

rnar this ArQfmalloft It to tie u3ed for tuf.lory purOpse3 relanng to adpolnl
MV-1 and Oaymf-1 01 0.011C 1.7011. and lhal 1313+ Or m111+40,nq Statements
mar constitute violation$ of such sutures or their Impwmanring requla-
non/

12. $lanOarm Uses In C1-lhenglOraolnqg Prwlitian

Intermallan far Erripl"we. The Stano4ra3 and ntofmal.on an Inf.r AOO.~C3na"
are av4l1ADIe I' Ihf Off3dnM1 olf.ce The Clas3d"llon of rne Dosjj,on mis !t =&
I O and Go 'Kle0 by the A9enCy or Ine C-Il Sol-ce Com-as.nn ln-orma
110N on UASNIIUIIONI1laa 90441n9 Appeala and comnlslnla on eupnpt.On rrom
FLSA. Is abblAOI+ from In* ppsonnel ollica or the Camm.ss,on.

71. Ptnmon Rwl- Inuutls | In.ttatr Data

Initials | Date Dew oatt

In.tau | In[&$ |

a Ewwovw
loononefl | !

s Suowrw

c. Cl-dwr 1 1

14. Renlwa4

15. Owa3ct.Otlon al Molar D.l.- and Rewanwalles Isw artacn.,al
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INSTRUCTIONS FOR COMPLETING OPTIONAL FORM 3
POSITION DESCRIPTION

In order to comply with the requirements of FPM Chapter 295,
su.tx:napter 3. and other provisions of the FPM, agencies must com-
plete the items marked by an asterisk. Agencies may determine what
other items are to be used.

'T.

'Z.

Enter position number used by the agency for control pur-
poses. See FPM Ch. 312, Subch. 3.

Check one.

o "Redescription'™ means the duties and/or responsibilities of
an extsuing position are Doing changed

"New" means the position has not previously existed

"Reestablishment" means the position previously existed,
but had been cancelled.

"Other" covers such things as change in title or occu-
pational series without a change m duties or responsibilities.

e The "Explanation” section should be used to "tosv the rea.
on if "Other" is checked, as well as any'posaionls) to-
placed by position member. title. pay plan. occupational
code, and grade.

. Check one. See FPM Ch. 338 Subch 3 for application of

apportionment requirements to positions in the Departmental
Service. Agencies may show apportioned positions by placing
"A., after "Dept'1."

'4. Enter geographical location by city and State for if position is

in a foreign country, by city and countryl.

'5. Enter geographical location if different from mat of #4.

6.

To be completed by the Civil Service Commission for posi-
tions at GS-16. -17, and -18, and for. Public .Law type posi-
tions. (See M 5a for)date of CSC certification.)

'7. Check one to show whether the incumbent is exempt or non-

11,

1.2.

exempt from the minimum wage and overtirne provisions of
the Fair Labor Standards Act. See FPM Ch. 551.

. Check one to show whether the incumbent is required to sub-

mit a statement of employment and financial interests. See
FPM Ch. 735, Subch. 4. -

Check one to show whether Identical Additional positions are
permitted. See FPM Ch. 312, Subch. 4. Agencies may show
the number of such positions authorized and/or established
attar the "Yes" block.

. Check one. See FPM Ch. 212 for information on the ctHnpati-

t(ve service and FPM Ch. 213 for the excepted service. For a
position in the excepted savior, enter authority for the excep-
tion, e.g., "Sch. A-213.31021d)" for Attorney positions ex.
cepted under Schedule A of the Civil Service Regulations.

Check one.

e A "Supervisory" position is one that requires the exercise
of at least the level of supervisory responsibility that meeu
the minimum requirements for application of the "Supervi-
sory Grade Evaluation Guide" for GS positions or for classi-
fication in the WS or WN schedules of the Federal Wage
System; or, the position meets the standard of minimum
supervisory responsibility defined in the job standards of
the applicable pay schedule. Agencies may designate first-
level supervisory positions by placing "1" or "lit"* after
"Suprvsry."

* A "Managerial" position is one that has the full range of
managerial functions as delineated in the "Definition of
Managerial Positions" in the introductory section to the
"Supervisory Grade Evaluation Guido" for GS positions.

Check one to show- whether the position is critical-sensitive,
nd.1ct:tical-sensitive, or nhonsensitive for security purposes See
FPM Ch. 732, Subch.I.

13. Enter competitive level code for use in reouction-in-force

actions. See FPM Ch. 351.

14. Agencies may use this block for any additional coding require-

ment.

'15. Enterclassification/iob grading action.

€ For "Official Title of Position," see me applicable classifica-
tion or job grading sondard. For positions not covered by a
published standard, see the General Introduction to "Posi-
tion Classification Standards," Section |11, for GS positions.
or FPM Supplement 512-1, "Job Grading System for Trades
and Labor Occupations,” Part 1, Section IIl.

e For "Pay plan’, code, see FPM Suppientent 292-1, "Per-
sonnet Data Standards," Book 111. Suoch. S1.

e For "Occupational Code." see the applicable standard; or,
where no standard has been published, see the "Hanobooa
of Occupational Groups and Series of Classes" for GS posi-
tions. or FPM Supplement 512-1, Part 3, for trades and
labor positions, For all positions in scientific and "ineer-
itsy occupations. enter the two digit functional classifwaton
code in parentheses immediately following the occupational
code, e.g., "GS-13101141." The codes are listed and dis-
cussed in the General Introduction to "Position Classifica-
tion Standards," Section V1.

16. Enter the organizational, functional, or working title if it dif-

fers from the official tale.

17. Enter the name of the incumbent. If there is no incumbent.

_-enter ".vacancy."

'18. Enter the organizational location of the position, starting with

the name of the department or agency and working down
from there.

19. If the position is occupied, have the incumbent read the

attached dscription of duties and responsibilities. The em-
ployee's signature is optional.

'20. This statement normally should be certified by the immediate

supervisor of the position. At its option, an agency may also
_have a higher-level supervisor or manager caruty the state-
ment.

'21. This statement should be certified by the agency official who

makes the classification/job grading decision. Depending on
agency regulations, this official may be a personnel office rep
resenrauw, or a manager or supervisor delegated classitica-
tion/job grading authority.

22. Enter the position claw lication/job grading stardard(s) used

and the date of issuance, e.g., "Mail and File, GS-305, May
1977."

23. Agencies are generally required to review at least annually,

each established position to oetermine whether the position is
still necessary- and. if -so, whether the position description is
adequate and classification/job grading is proper. See FPM Ch.
312, Subch. 4. This section may be used as part of the review
process. The employee's initials are optional. The initials by
the supervisor and classifier reprtrsent racertificatnons of the
statements in items 20 and #21 respectively.

24. This section may be used by the agency for additional coding

requirements or for any appropriate romerks.

'25. Type the description on plain bond pacer and attach to the

form. The agency position number should be shown on the
attachment. See appropriate instructions for format of the
-description and for any requirements for evaluation documen
tation, e.g.. "Instructions for the Factor Evaluation System "
in the General introduction to "Position Classification Stand-
ards." Section VII.
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ANNUAL REV1LW OR STATEMENT OF MAJOR CHANGES TO POSITION OESCAIFTIOM

PURPOSE:
QA14NUAL REVIEW

@l OTHER (Specify)

PROPOSKD CMANGL (Complete Pan | and Factors in
etart It Doing changed)

IOFFICIAL POSITION TITLE AND NUMBER PAY PLAN OCCUPATIONAL GRACE
cooL:

Continue on plain bona paper, it additional space is required.

PART 1 - MAJOR DUTIES

MAJO R DUTIES:

(Far change at existing position description, explain which duties &to cisanling. which remain in* same, and for the new Quite'.
"What" is done.)

PART Il -"ACTORS

KNCWLEDGEISKILL- IWnat orocsoures. worn oraGtlcss, regulations. processes. principals. idauences. aquiament, tools, facts. and jol11tlos are J'=dl
Q what are they aaclisa. for what puroafe, and '.a what Jelree or level?)

SU-IAVISORY CONTROLS: (Ham is worm assigned? What Is in* r*ponsibllity for carrying worm out! Mow ~% worm reviewed also DY whom!)

[UIOELINES. (What written and/or oral guides are Jsoo! |s aviation permitted at ucgmenl iisea in tnelr aponcatlon!)

COMPLEXITY (What is the nature of assignment' What varljole factors and conditions must be considered or exist in the worm!)

IS?‘:O :or'1 31--1 kAuqust 1985) Super sedes . PO .or-.-)
b=l



ScoP19 ANC 9FPRCT OR WORK: (Wow sea the worst -nfluence, guise. inform, and afeet’.he went of othen:)
THIS FACTOR SASICALLY APPLIt3 ONLY TO GS-TYP9 POSITIONS

09R30I"0A1- CONTACTS, (Ytlle woom are cOMov\l made. l.a. CewepKeri, worRM In atitel uP14(OlsIYsM/HQIAsonales-, ltit.ate sealer. MauenN 40414/, stef)

PURPOS< OF CONTACTSt (la It t0 oaenanee iMormation, m4Ke Wfaneerwelata, raseave afeaaewta, olows, reeurmmenm ins Instrtretlona, sehtrda. amr

PMVSICAL Ot14ANO/<FFORT: (What Are 1110 freo"hey and degfec of tYent bOTs"" asiMtlals as waielng, 11tling, e4n-In-, lifting. 4sn"ntroUite, ataf)
TNISFACTOR SA31CALLY APPI-iii ONLY TO 0004-TYPE POSITION,

WORK CNVIRONr49NT/MNOOTION3: CW11lere is worst oerfafmeal. |.a.. Offles, shoe, rranneute. Outside. 4ter what Is rrhusncv or aegna of nwt, silcomterl.
uaufoa"otneYf what Protection It used or grO-1ded to counteract aepertnal Co"tienftl

TYF(@ NANt ANO htILITAAY 3RAOt OF TICWNIG3AN OF TECHNICIAN (Annual a4t.Is- On-V)

ART 111 - CLRTIFVCATI0ON ANC RLEV
| :erttV that thr4 It an a"urave ttateanent of nt4tOf OYues and fstooasatNIlt144 Of 1Rod a-Ntlee ana ls ansnlaaU4nst fwstloniniPa. rnd Iflef -1
aeration Is 11alaasaar7 :al Carry Jilt iorern.nent tunctiena for wnleh 1 am raaeehwaM< Tili1 :*TlIfICJtlen la -44- ..9th 'ne an*-,aeee In+<a Inir Infgrmatlon ~at0 H

1444 for ItatutorY oureetat nfaung to snoelntmOnt and Mormons Of 211164 fun® and that -alto of Tlal0+4Ine llatsmento Tar Ganatltute Qel-tlon+ at IYan
statuty or their Imoismenting reeuu ttont

siaNATUat of l~+ewtolAT= sureRVtseR Oari
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