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1.

3.

PURPOSE

The purpose of this Organizational Work Instruction (OW)
is to docunent the processes by which the Human Resources
Department (HRD) cl assifies positions (other than Seni or
Executive Service and NASA Excepted positions) for all
personnel at the Marshall Space Flight Center (MSFC)

i ncl udi ng personnel perform ng services directly affecting
quality.

APPLI CABI LI TY

This ON applies to position managenent and position
classification activities perfornmed by the HRD

APPLI CABLE DOCUMENTS

U S Ofice of Personnel Managenent (OPM Functiona
St andar ds

U S. OPM Position Classification Standards

I ntroduction to the Classification Standards

The Cl assification Handbook

Handbook of Occupati onal G oups and Fam |ies

NASA Position Classification Handbook NHB 3510. 51
Title 5 Code of Federal Regul ations Part 511

Cl assification under the General Schedule

Di gest of Significant Cl assification Decisions and
Opi ni ons

NPG 1441.1 NASA Records Retention Schedul es
Position Description Managenent (PDM) Website
http://pdm nasa. gov

Avue Digital Services, NASA Classification Mdule Quick
Ref erence CGui de for Managers (ADS- QR&)7.12.02:

Cl assification- MGR)

www. avuedi gi t al servi ces. com nasa/ ads. ht n

Avue Digital Services Classification Mdule Quick
Ref erence Guide for HR Specialists (ADS- QRG01. 28. 02:
Cl assificati on-HR)

www. avuedi gi tal servi ces. cont nasa/ ads. ht n

NASA Position Description Managenent Quick Reference
Gui de for System Adm nistrators

www. avuedi gi tal servi ces. cont nasa/ ads. ht n
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*Note: Use current Revisions unless there is an overriding
aut hority.

4. DEFI NI TI ONS

Classification Act of 1949 - Established the
classification standards program for positions in the
General Schedul e, which was codified in Chapter 51 of
Title 5, United States Code. The statute established
the principle of providing equal pay for substantially
equal work.

Position — The duties and responsibilities which nake
up the work perforned by an enpl oyee.

Position Description (PD) — The official description of
managenent’ s assi gnnment of duties, responsibilities,
and supervisory relationships to a position.

Positi on Description Managenent (PDM) - An aut omat ed
process and system that enabl es supervisors, nanagers,
human resources staff, and adm nistration officers to
create new position descriptions online, easily and
promptly and will streamline the classification
process. It is directly linked to the “ONE NASA”
concept as a standard way of doi ng business and

i npl enents new enabling technology. Once inplenented

at all NASA Centers, a single systemw || replace the
varied and | argely manual process that currently
exi st s.

Class of Positions — All positions that are classified
to the same schedule, series, grade (e.g. GS, 510-12)
and are sufficiently alike to warrant like treatnment in
personnel processes such as testing, selection,
transfer, and pronotion.

Classification Standard — |Issued by OPMto relate the
grade | evel definitions in Title 5 to specific work
situation and thereby provide the basis for assigning
each position the appropriate title, series, and grade.
FES — Factor Evaluation System Position classification
standard format utilizing nine factor |evel
descriptions. Point values assigned under this fornmat
are total ed and the grade conversion table used to
determ ne the grade of the position classified.

General Schedule (GS) — The broadest subdivision of the
classification systemcovered by Title 5. It includes
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a range of levels of difficulty and responsibility for
covered positions for grades GS-1 through GS-15. “GS”
designates it for supervisory and non-supervisory
positions at all of the grade |evels.

Grade — The nunerical designation GS-1 through GS-15
that identifies the range of difficulty and
responsibility and | evel of qualification requirenents
of position included in the General Schedul e.

Hel p Desk — 1°' tier parallel support (i.e. functional
probl ens and technical referrals)

Hunman Resources Specialist (HRS) - |ndividual

aut hori zed by del egated authority to eval uate and
properly classify positions covered by the General
Schedul e.

Cccupati onal Group — A nmmjor subdivision of the General
Schedul e enbracing a group of associated or rel ated
occupations (e.g. the Accounting and Budget G oup).
OPM — O fice of Personnel Managenment; Federal Agency
with responsibility for regulating all aspects of
Federal personnel prograns.

Password/user 1D — PDM requires a password and user |D.
These are created by the vendor and supplied to the
user.

PIJ — Person in the Job, also known as “Man in the Job”
— see Classification Handbook page 49.

Position Description Archive — A back-up archive of
certified PDs is available to authorized Super Users
at each center. The primary purpose is to serve as
NASA security docunments are downl oaded nonthly fromthe
PDM Li brary.

Position Description Library — Automated PD Library
consists of electronic copies of agency position
descri ptions established in the PDM system This

l'i brary enabl es users to easily locate el ectronic
copies of PDA on-line via the Internet.

Positi on Managenent — The authority and responsibility
to establish, classify, and manage positions to
acconplish the Agency’s mssion in the nost efficient
and econom cal manner.

Series — A subdivision of an occupational group
consisting of positions simlar as to specialized line
of work and qualification requirenments. Series are
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designated by a title and nunmber (e.g. Accounting
Series, GS-510).
System Adm ni strator — Establish, edit, and del ete user

profiles as well as maintain associations between
users.
Super User — The functional expert in the HR office who

can answer questions on the use of the ADS system

5. I NSTRUCTI ONS

5.

5.

5.

1

2

The gui delines established in the reference
“Applicable Docunments” would be adhered to in al
matters related to position classification within the
MSFC Human Resour ces Departnent.

Managenent Responsibility — The Human Resources
Department Manager will redel egate classification
authority to qualified classification/human resources
speci alists as required.

New Busi ness Process — All position descriptions wll
be created electronically and transmtted to the Human
Resources Departnent. The NF-692 (PD Cover Sheet) is
al so on the system however, the SF-52 (Request for
Personnel Action) is not. The SF-52 nust be conpl eted
manual |y and attached to the position description.

The process for using the Avue Digital Services (ADS)
I S:

Revi ew t he Agency Position Files. |If established
file avail able, copy and tailor.

If no established PD, draft a PD using ADS.

Each organi zation creates their own position

descri ption

Each position description requires a file name (org
code, manger | ast nanme, sequential nunber of three
digits)

After the organi zation has conpleted their draft of
the position description and the Form 692, they
should submt a SF-52, attaching the appropriate
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forms. The file nane of their docunment should be
annotated on the SF-52. At this point the PD cover
sheet is not required to be submtted.
The HR Specialist should be notified by the
organi zation of the file nane of the position
description, either via telephone, e-mil, or
recei pt of the SF-52 that a position description is
awai ting final classification.
Once the HR Specialist has received the package
with the File Nane, the HR Specialist will be able
to access the file to pull up the docunent
el ectronically.
Any change to PD as a result of discussions between
HR Speci ali st and Supervisors automatically
overwrites previous versions with each “save” to
the file.
Once PDis in final draft and assigned a PD# from
ADS by the HR Specialist, the HR Specialist wll
request the signed PD cover page. Once received,
PD wi |l |l be:

Cl assified/signed by the HR official; and

Archived in Agency Position Files by HR
Copi es of new PD will acconpany the processed
action, and signed PD cover page will be maintained
by cogni zant HR Speci al i st.

Each new Position Description Record is classified by the
Human Resour ces Speci al i st.

Training — On-the-Job-Training and conpl etion of the Basic

Position Classification course is mandatory before
authority is delegated to classify positions. Upon
conpletion of the required training, a record of
successful conpletion shall be maintained in the
enpl oyee’ s I ndividual Training Record

PDM Trai ni ng — Hands-on-training for HR Specialist,

Adm ni strative Oficers, Supervisors, and Team
| eaders.

Overview training for Supervisors and Team | eaders.

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Space Flight Center Organizational Wrk Instruction

CD10
Title: Position Managenent CD10- OWN - 004 Revi sion B
and Position O assification
Date: 10/16/02 Page 8 of 10

HR Speci alists receive train-the trainer training
and serve as consultants for training future HR

users, supervisors, managers, and Adm nistrative
Officers, either one-on-one or in-group settings.

PDM on-line tutorials and Quick Reference CGuides
Avai | abl e.

NOTES

None

SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

APPENDI CES, DATA, REPORTS, AND FORMS

NASA Form 692 — Position Description
NASA Form 2938 — Position Record Anmendment

RECORDS

Type of Record: NASA Form 692
Responsi bl e Party: Human Resources Departnment Team Leader
Location: Human Resources Depart nent

Bui | di ng 4200

Room 334
Records Retention Schedule: Maintained in accordance with
USOPM Gui de to Personnel Recordkeepi ng.

Type of Record: NASA Form 2938
Responsi bl e Party: Human Resources Departnment Team Leader
Location: Human Resources Depart nment

Bui | di ng 4200

Room 334
Records Retention Schedule: Maintained in accordance with
t he USOPM Gui de to Personnel Recordkeeping.

10. TOOLS, EQUI PMENT, AND MATERI ALS

None
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11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

Al'l position classifiers require conpletion of “Basic
Position Classification” Course.

12. FLOW DI AGRAM

See attached sheet.
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Fl ow Di agram

[ Requesting Organization

Review Agency PD Library for
established PD to copy & tailor
Or
If no established PD, draft a PD using
ADS

l

Submit Draft PD, Form 692 and SF52

!

The organization should notify the HR

[ Human Resources

Specialist of the Draft PD via
telephone, email or receipt of the
SF52

I —

Classify PD
Secure Agency PD #
Archives to agency position files
Notify Org. of PD #

Request signed PD cover sheet from Org.

[ Requesting Organization ]

Submit signed PD cover sheet and
copy of classified PD for processing

e

[ Human Resources

\

«—

Sign PD cover sheet and attach to SF52
package and process action

New PD will be archived in agency PD
Library

Signed PD cover sheet will be maintained
by Human Resources Department
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