
U.S. I M GRATION AN!) CUSTONIS NFOR .TM ENT 

1023.1: Position Classification tinder the Gcticrnfl Schedule 

Issue Date: October 1.2009 
Illf#`ecti 'c 1)arte: October 1. 'tit x) 

Superseded: "l his Directive is the o iginatinzg and establishing document 
reed <liiig I 1. posittr n classification under die general 
'h€edule:'. 

Federal I rite lit ibe . relriteet:ur°e Ntrnr e.rQ 2 -0l 

1. 1'urpo sefB'tckgrounti. The l tt -pt3sc or his IDii-OW e h to r't hlish policy and 
proeccures for promotion and intenml plxiccineia ii ithin the I_.`.S. Immigration and 
Customs 1: i3f47re:em nt. tl{'Ih. The I(.1 Office of l In ilea Capital (OIIC) has delegated 
tti rti 9 er.nent. n\ crsiaht. and operational rc lwnsibilities f or the Position Classification 
Program . 

I,l. To ensure effectiveness and regulatory cuiitpliance, an ongoing ongoIng rains bused on a cycle 
determined by a risk assessment Nvill be.exccoted by C)1IC. The method u'`t ,_e review 
will consist of an overall IC,E-wide evaluation ol'procedural. pr uei.ti-€t. and regulatory 
compliance with ICE and Department: of I kimeland Security (DI-IS> Directives: and 
Federal regulations. Reports " Fill be sent to the Dire.?etor, Ali C, or his or her sip dy nee, 
upon request. 

2. Policy, 

2.1. This ICE l:)imerhive dehues ICE nosi.tion classtl cation l {:.}lii 1. €firtlEEtfity, and procedures. 
I(, Ps poucy i ':r the lit.? tlon Classification Program is us hJl1s_2'..' 

It is  the Policy of It I:. tli It 4:1.e 1. =chat ( I,r..siliicutii::,ra Program 1 he tap r;ited itn a 
€t €t.i' e tlio:iii t!t 4 t1t trricutcu ;1"I, r uer, Cin: st t;t with oveiuiu5 law. r:€311?lcnt tnt1:11a, 

regulations and 
i) 

:, par€mental policies and guidance, 

2) ICE employees paid rates of pay eoniparabl : to those on the General Schedule (6S), 

but excluded from its statutory coverage, will be treated th e same as OS covered 

employees with regard to rights, benefits, and general administration, 

3) i ll position classification deters €inatOns and decisions :;hall be made o jcat tively and 

without discrimination for an' non -merit r : no  such as nice. 
cc

olor, religion, national 

origin, politics. marital status, sex, handicap, age, or personal favoritism, 

2.1. All 
positions in the (i, anti Performance Management and Recognition 'S y stem (P IR ) 

are covered 1w this I )irecti\e. I he Following is pes of positions in lCl are exempt .from 

emer ra. 

h 

mlh l iree.ai fe;: 
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1) \ agc Sv.tw Positions - Title 5. United ited ,ants. Code a t 3,S.C.), Section 5102(c)€ 7 
e~<eltlde Irer€. c r~ +e of the Dell;ral , Cl', i:`f. ek and its related classification s ate 

Wage t rod ` i Wt..aD employees in recognir f i codes or crafts, or of ier,skilled manual 

labor i€a.ecat <aoioa€s, and other eninlovcc:s aaac iva in- tdaremen and supervisors in 

OOO, itiOl5 hllvi,aO trade. crafts, or laboring experience avid knowledge as the paramount 
a"ccltiei ents. 

2) A loreign Service National (FSN) Position is an ICE position held by a noaa-United 
States citizen in a foreign country. The State Department's classilleation system for 
Foreign Service is applied by. the State .Department to FSN positions. 

3) Administrative !'';ay Plan Positions IC ` positions in Puerto Rico and the Virgin 
Islands which Alas paid out c>.I'€ac, i appropriated Iduds are cx ;.atal. t from coverage, , of 
both Tithe t U.S.C.. cud the l ed .r<fl \Vac,c S .stem, I to ever ii has been 
aachninis.aartively decideddd that the US system of position classification and the :Federal 
`,', c e System gill be followed. The Office of'Personnel Manacemcnt €UP M) has no 
lasaeei ion or other authority over classification of these positions except appeals 

under Part 752 of'I"itle 5 of the (ode of Federal d t'aal Regulations, Changer in the 
compensation schedule of alts:'Sf-a posit ions require prior approval  by O.HC. Tile 
symbol 'G j-  is rased before the series and grade to identify positions to which the GS 
is aapl li S:l, "Cl 1 for those positions which are parallel to the .PMRS System, ann.d. 
"wt•i•,. " 4r.L, e°DVS, 

>N," or °`d'a'l" for positions to which the Federal Wage 
System is applied. 

4) senior Executive Service Positions. 

3. Definitions. Definitions issued in the OPM position classification standards, guides, and. 
handbooks apply throughout this Directive. 

4. Responsibilities. 

l) 'i'itle 5, U,S C requires OPM to prepare and publish standards for placing positions 
in their proper el asses and grades and to ensure consistency in agency position 
classification by periodic reviews and other appropriate action. 

2) The Departmental Chief Human Capital Officer will provide general policy and 
guidance regi:trding the position classification proraa:ama and related functions. 

3) U.S. Immigration and Customs Enforcement. c€ aaaent. 

a a)) The Assistant Secretary has overall responsibility for the Position Classi.flcaation 
Program in ICE. 

ht The Director. Office of Human Capital, tin +.,aawla the I)epui . ..a:stx€rat E, ca ; =;i 
thr Management, is responsible for pru dm. the trill cat gepit l,fa,.iti :?€ a 
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c:lars. rlicat€talk .urs icon con ical fC E dud fi r c valalatinw the quality of the 
Position t 1 i :sifiicatic n Prc3grarrmr. 

C) Managers and supervi got: ,vho have the ar€Itltoi lv to t:siahirsll ,>bol sh, m,  11 srw'.r 
duties to positions are responsible for n lr i; e uv and €eettt'Mtt 
descriptions of assi +,niucnIs (:position descrip€Ii rtlsi a Iitt udIlering, to has :e 
classification principles. rccognizing Cllfinues in pos'ili€Ell conl.ent and 1.n tianno.

rcdcsrnptions cit duties, and maintaining an €:t`t'cci vc po tuna structure Consistent 

itIi !if)t rO ed }i'nsiion and F nfl l ii roI:c:tt:i ,€lt nt-posit:ion controls. They should. 
be la€rnrl liar 1vi1;l the Classification and [luau lcation standards I,or those 
occupations in their or"ganizutin.'n and should review positions to determine 
posiible improvements and realignnicnts. 

d) I mtployees are responsible tbr identifying and discussing inaccuracies in their 
position description with their supervisor and thmiliarizing themselves with the 
position classification system. 

4) Delegations of Authority \' 'itl1i1i ICE 

a) 'las.•i fic ttion authority for positions in IC', has been delegated from the Assistant 
Secretary, through the I: elpui  Secretary for .Management, to the 
Director, OHC for: 

:i) Positions (; a-I through GS--15; 

ii) PINIRS positions; 

iii) Administrative Pay Plan positions in equivalent grades; and 

iv) Federal Wage System positions. 

bt This authority has ben redelegaated to the I ItuTaman Resources Program Managers 
at t;tI I(` Headquarters mid I"h..uiiau Resources Officers at the Human Resource 
Service  Centers (HIASCs). The Human Resources Offccrs.mayre-delegate this 
autlaorrity throu yh the chain-ol-conumaand fir human resources administrutia n. 
Classification authority may be delegated in writing to individual start( r:r :.lr} ers. 

5) In o cler to achieve management objectives thr iti,_ h the Posit ion ( las i if ca€tion 
Program, OHC performs the Ibllowrng function,. 

a) l f.umarn Resources Program Managers (at OliC-1-1ec i€Igt,rrtrters) 

i) Dcvels)Et 'eacv- id lassil. x s?'s>l; pal i E's and pored arcs: 

r'i) Evulua c. zay,. ncy 1 ide poshion clan., Mal ion and position management 

quality; 
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iii) Coordinate OPiMfDepartnent of Homeland Security and ICE human resources 
Management e °aalaiations in the l IRS( s.,

iv) Review and coordinate the use of agency-wide Standard Position 
Descriptions; and 

v) Serve as the final classification assikation appeal level within in. ICE,. 

b) Harman Resources Service Centers., 

it Process request''  lbr classtticaati£aaa action and maintain position classification 
records; 

ii) Meet agency requirements for position classification reviews; 

iii) Pro`s at e aad,, ice and ass.istaiice on po it€on classification and position 
rnar,,auci aeut to aaa wave.  €s and supea v, isnas@ and 

iv) Serve as the first classification appeal level within ICE, 

c) Position Clmsi heat ion Plans and Reviews: 

i) W °ith the view that position classification accuracy is a legal requirement and a 
component of sound personnel management. the Human Resources Program 

mmgers will de eMp and monitor various criteria to indicate. when 

classification icy ic`i s of maps of'pOSitiOns should be performed. Such. 
criteria will mind signinfi in t€ to Uon ti Irt tr x tr {3. :<alri
Trade chaanges. I. i noloµr.aa.. ._I t: a,ita~':.' , ,Fars. £ th a :aa a a;i to be, detci-ini cd troni 

on=going review or OPM a1tr ti 

A) Based on input .front the 11RSC and on the criteria noted above, the 
Human Resources Program ; Ian a er will issue an annual classification 
Aran. The classification plan will include naaticipate reorgani/aations, 
occuOaatt£an al surveys, eys, scheduled oya situ surveys and reviews, 
implemcnt=atian of 'new standards. etc. 

B) To ensure that vo site. position management reviews and position 
ciassi heat am surveys cover the entire. ICE organization on a recurring 

taa~t: (gono il ls : --5) irsi, the I turnan fR ,rya.€rtes Program Manage ill 
monitor the uccorrenee oh on site reviews and propose additional reviews 
as needed in the annual claassiticaation plaane. 

ii) 'the Service Centers will participate in the development of' the annual 
classification plan and will ataalalL'iita`:€at leo6-get€alr,4:iltkllo. :alt' cy% &t.v t .>` . 

occupational studies, and new standards in their at en oCresl)t_Invihilily '1"he 
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Service Centers Will also  ensure that each major geographic location receives 
sonic form o`on-:rite classification review within a. 3-5 year cycle. 

A) Service Centers will keep records of those positions reviewed and the 
results' in accordance w ith internal operating procedures. It is important to 
CCI tiiv or recertify item 23 of0ptionaal Form S (OF-14r-Fositi.on 
Description, which can be located at the O' 1 websitc, to reflect the date 
each po5111011 was reviewed. 

13) All classification errors must be corrected within four pay periods except 
in unusual s.it :cations. 

5. Procedures. 

1) Position Classification Standards. 

a) All new position classification standards and/or classifcation guides to covered 
positions Horst be applied within 12 months of the date of issuance. From the date. 
of receipt of the new standard, no new classification action may take place unless. 
the position has been redescribed in the required format and classified according 
to the new standard. 

b) The Human Resources Program Manager will coordinate the review of draft 
classification standards and encourage management participation in this process. 

2) A copy ol'all correspondence pertaining to position classification matters with. OP.M. 
will be sent to the Director, 0I-IC, or his or her designee.. 

3) Given the significant impact of certain classification actions, the Human Resources 
Program Manager will coordinate consultation with the Departmental Chief Human 
Capital Officer on actions which affect large blocks of positions. 

4) Circumstances Requiring Position Classification Action. 

a) Managers and supervisors have a continuing responsibility for ensatrir _. that 
position descriptions are current and accurate in terms of assigned 
d rtie , € ,pnrt: it il:tits and that necessary position classification action is initiated 

i) A new position is established; or 

ii) The principal duties and responsibilities of a position have changed tnaaterially,. 

b) Other Conditions Requiring Classification Action: 

Position E assification Under thu enerar Schedule 
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i) OPM regulations, and DHS and ICE Directives requiring position description 
f brmaat changes; 

Ii) I.)etails, pro1Yaoiions, reas:signinents. interim positions, 'vice actions, 

reds sc;iptions of duties, statements of difi rences, identical additional actions, 
collateral duties, and establishment of career ladders.; 

iii) Employee or supervisory request for review or reconsideration of 
classification; 

iv). Implementation of new classification standards/guides; and 

v) Classification certifications (e,<,., as a result of an appeal decision or survey 

finding) to determine if there is impact on similar;, related, or identical 
positions. 

5) Position Descriptions, 

a) A position description is aidcc{a at.e if it states the principal duties and 
d csl odr ihiliti. s and the Stu et i or la too .aslups efa position with sufficient 
ch-iri.ty and detail for proper classification of the position. 

b) Preparation. 

i) A position description should be written by the person who knows the job 
best (usually the supervisor- or employee) with the aid of the human resources 

specialist, who will provide information to line managers on the format and. 
structure of the position description and provide specific and constructive 
feedback on thcw adequacy of draft descriptions, 

ii;} All non-supervisory position descriptions covered by classification standards 
Britten in Factor l r.rluatican Syst rad (l ES) must be written in. F.E.S format. All 

other nonsupe visors position descriptions may be written  in FES format but 
r in::;t, gat a mirrirnuawr provide. major dudes and responsrhil1ties and super isory~ 
controls. 

iii) All supervisory position descriptions swill list supervisory responsibilities by 
ref:ereiace to the Office.. of P er°sonnel Management's General Schedule 
Su cr isory Grade and other applicable claassi tic ation guide ?. 

c) Types of Position Descriptions and Related Documentation. 

i) Standard Position Descriptions (SPDs) are used to cover large numbers of 
positions which are: sufficiently alike to warrant the s une classification. 
treatment. Agencv-w ide SPDs are authorized for use in more than one 

an Ckassit'ic.aaion liniki the Gene al sc`haluic 
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HRSC and are class:i lied by the ll.R.SC;s after requirements for 

documentation and Coordination have been met. 

ii) Periodically, the human resources specialists vill develop guideline or 
rototyp position descriptions for new positions (e.g, when a Iiew 

piocraa n .s beinu established in iCE h'latllagemctatl. Unlike idaid 
position descriptions, the prototypes may be adusteel and revised to fit the 
local si:t:uati.on. '1'lie position description resulting_ from the prototype will be 
classified by the servicing human resources specialist. 

iii) Career ladder position descriptions are .re structured to provide increasing 
la4v r: Is cvf difficulty and respczaasil ility. An employee in a career ladder 
position is given grade building assignments,  and there is p •omotion 
potential from one level to the next. 

iv) This is a statement describing the grade controlling distinctions between a 
position and the next highest, lull\'-deseritaed position in the same series and 
to which promotion potential exists. 

v) Collateral duties are un=related to the primary purpose ot'the position. 
Collateral di. ties iu.€ malls take early as smill percent of the emp cos ee's tiMe 
(never mote than 5t,%} and cannot (by definition) affect the classy tacation of 
tl.c los tion. Call :.itcraal duties must be close°riled including time percentage 
si e eat on the duties. The dttt % statement should he typed on bond paper and 
dated. A typical collateral duty assignment would he, an Employee e e 
Assistance Program Coordinator,,. 

vii it is acceptable to develop and classify position descriptions based on 
nianaagcment's best estimate of what the duties and responsibilities of a 
l €~sition will be fnllr \ tie a reorganization or the establishment ofai Iaev. 
proararm. Position descriptions will be appropriately annotated to i-ril:ect 
their projected basis and are subject to review 6 months after incumbency to 
ensure accuracy. 

vii) Amendment is convenient and practical when the, change is not great enough 
to require a new position description. No ch an es in OPM pi scribcd titles,. 
series, or grades may result from amendments, If duties have changed 
enough to affect the approved title. series. or grade, the position must be 
redescribed, :No n-Ioi'e i ion two ataac=ndments n:aay be made to any pOsitiura 
description. The amendment should be typed on bond paper and must be 
dated and submitted with a lady h certified 01-8 

viii) v=iii) Pen and ink changes are similar to .amendments but less significant. The 
main difference is that an amendment requires a new OF-8 far classification. 
purposes because it va ill add or del tc significant criteria from the positicrra 
description. Pen and ink chant es do not acquire a new OF-8 because they 
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merely change percentages of time, update organization titles, correct 
editorial errors, etc. and do not affect the basic position description. Pen and 
ink changes cannot change any major duties or responsibilities or the 
classification of the position. 

d) Position Classification Records. 

i) Cancelled position descriptions for positions covered by special law 
enforcement retirement provisions will be retained on a long-term basis to 
ensure adequate documentation when employees ees l.ormerlyf holding those 
positions retire. 

ii) The l- l RSCs will determine the routing and distribution of position 
descriptions. As a minimum, however,, the following will apply: 

Original - Kept by the HRSC,, or O lC-Heaadquaarters, as appropriate. 

Copy, I - To the employee. 

Copy 2 To the supervisor. 

Copy 3 - To the employee's Official Personnel Folder. 

iii) Position description numbers are assigned by the HR Cs and/or  OHC-
Headquarters, as appropriate, in accordance with internal operating 
procedures. 

e) There are many factors which may cause the human resources specialists to 
audit a position, and the audit itselimaay'take the form ofan on-site desk audit, 
telephone interview(s), questionnaire, or other written correspondence. 
However, at a minimum, an audit is required in the following situations: 

i) A promotion is requested based on accretion of duties; 

ii) An audit is requested by a supervisor or by an employee through the 
supervisor; 

iii) An employee or description based on projected duties for at least Ci 
months; and 

iv) •OPM, DH. a, or the Human Resources Program Manager requests an audit, 

1) When new position descriptions are classified, an evaluation statement will be 
prepared which explains in sufficient detail the basis of' the position 
claassi.t cation.. Evaluation statements will be attached to official .HRSC and 
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l"ltitttatt RCs-.e)€irecs r gran \ I i .cr Copies of the pcasitior L iptic?il and wi ll 
ie fig =i to the I€uue uvmit er and eillployce to ,on re lust. 

Super\ Iai.0 and emplc> ;should review position descriptions, at lcast 
ar r ualle, to ensure  tth t they are accurate. lt' a position description iss no longer 
current and accurate, the supervisor should contact the appropriate I IRS(:' and 
in loon ilie servicing spa ~`.iai ht. The servicing specialist will dctcrta.inc the 
amount of chaanf$e that has occurred in the assigned duties and responsihilit€w s 
and advise the suocr'\ i sor on the € fì s(Ft"ul f`aaate format and procedure for up'dru€ne 

the position descrymit n. For cxt mple. pen and ink change, amendment. 
redescription, etc Sce the Section

6) The follou ink; material applies only to appeals on positions covered by Title 5, of 
the W.C. and appeals regarding whether or not a position is subject to or exempt 
fron-1 it u' :rant,` ofTitle 5 U'.S,C. (ltaai - Labor Standards Act). For employees 
covered by the National A reetttent with the union, there may he ;aciclitionul 
provisions or entitlements nts tatd_:d in the Agreement. 

a) A position classification appeal is an aa; .tiiara taken by an employee v hen the 
a mplovew. feels that the etanenilt as i ned duties and responsibilitks oChis at-
her position tare not properly classi tied as to tiny plan, title, series, and/or grade, 

b) Employees of'i E have the right to appeal the classification i.ficaation of the position that 
the officiall occupy at any time. A noun a t'eimiployees may appeal jointly if 
they occupy identical additional positions and nitrite an the Masi; of the appeal. 

`aOT1h All eIuplovCcs m ay appeal directly or niny designate, in v itin , =a 
it pa+ <wi aaata `e ti: handle appeals for them fm an employee covered by ilie ationaal. 
Agreement, and if it so stipulates, the employee may Ise entitled to 1101011 

representation. 

d) Employees should be made aware of their appeal rights and the importance of"an 
equitable appeal procedure in the position classification process. Supervisors 
and IS specialists are responsible dil explaining the appeal procedures and, at a 
minimum, must make available the posittoai cOssification .standards and other 
evidtmatim n criteria  used in the classification of'the positions. 

d) The first l; . el in the appeal  process is the RISC. However, it is the employee's 
prerogative  to appeal Bartle - either through successively higher levels in a series 
of appeuls. or directly. to arty of the following: 

i) human Resources Program Manager, OHC4ieadquaarters; 

ii) Department of Homeland Security, Chief Human Capital Officer; or 

iii) United States Office of Personnel Management nt (OPM), 
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NrO"j E: Appealing directly to a higher organizational level (fur example, PP'M) 
precludes a later appeal to a lower organ zationaal level.. 

e) .Information Requirements. 

i) Appeals under tin internal [CL,. procedure must he made in writing and 
1brwarde d through normal supervisory channels to the l IRSC tar the i'ir;rnaan 
Resources I'm .,F,rarrra 11;tra ?e>r", ii'the employc;e' so dee idc s), All app °al;s must 
include: 

A) Organizational location oi'the position: 

B) Requested title, series, and grade; 

C) Reason . ,, 1my the position is believed to be incorrectly classified: 

I) a At suncurent cal any relevant cue rrral tartlet , iIItunIarion or position 

c 11 silic..rtic,rr iaud rik which may h c a h arrirr on the appeal and 

I.; Name, addze;s. , and telephone number where the appellant or his or her 
representative can be reached. 

ii.) Appeals made to DITS or OPM should include information as specified in 
the related issuances and guidance. OHS and OP 'i require certain 
additional position-related documentation (position de_scril t;i:.err, orgdanitaiiota 
chart, etc) which will be provided by the appropriate I lR C 

iii) An appeal decision which reverses a eltrssifeattion action that resulted in a 
down gratin+tt or loss o compensation may be rr mid c ti:tror~..ti e on lc c is 

A) The appeal decision reverses in whole or in part the original 
classificartiou decision which changed the position to a lower grade or 
resulted rra loss of i ay; and 

B) The employee tries an appeal in a timely manner. In order or the 
employee's appeal to he considered timely, the employee must: 

I) File an appeal w ith IC';E, OHS. or. OPM no later than 15 calendar 
days after- the:. e:rn.cimie daat.ar'the agency personne i action, and 

2) File: any appeal subsequent to the initial one within IS days of 
rccOvinn the mniti l appeal dccisicari. 

3) Appeals sv=ill be cancelled under- these conditions: 
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this request to etmcel is made by the. appellant in 
i citing.; 

b,) \Vhc ies e:r the a>l pelIait t vacates the posit ion being appeal d, 
i_.ittless t.i~tey is it possibility oftetroactive benefat, 

e? Whenever the al pellant reconsiders his car tier initial appeal 
within ICE and instead tiles directly to a higher level (DU (DUS or 

Or 

d) On Oiltae to IFFoset 1dte. ?oiicn the appellant. does not itirnish 

cc quested in ot"ii' ati€gin and duly proceed  with the advancement ol.
the appeal. 

iv) Certelicatiou:. 

A) A ceI ii f ica is is a dec anon issued by higher classification authority 
(OPM. D HS), which is fi nal and binding to O IC. The certificate 
specifies and corrects title (where a specific title is authorized), series. s. 
grade, or the proper pay ; stem. 

B) A certificate issued under Sections lti , l Itl, or 5112 of l itic: , 
U . .C:`,t is effeett e no er t lic r t"";tart t:hc date of the ecrti licate and not 
later than the beynrnng of the second full laay period iol1.onin'=; r ipt 
of the. certificate, unless a later date is specifically stated in die 
certificate. Decisions on appeals within ICE will also he effective no 

later than, tile. beg' wun of tllL ~mond gill pair period fi lloNvnut tee 
decision. 

C$ When CWX1 has c .rtitkd a nosinon classitica son action. or [wo, ided an 

<lts\';<aCfl • opt=iiofl in the past. the Ol'-4I peC:ided clnssif:cation inns not 

be charged miles t re are signiticaut changes ill chides and 
iesponsib ilities which warrant a different class.iicatio n or unless the 
position classification standards themselves are revised. The si_i.me 
holds trice for ccitt lip Fite, i sired I Tell; a and Or classific6atinta 
decisions issued by 3( `I I itiut in Reamces Pn, catch \t it iar s. 
However, decisions [mm the Department or IC.t. llumtm Resources 
Program Managers nine also be overturned by a higher level, either on. 

an appeal o dur nap a snc c.\,, 

7) Position Management. 

a) Position management is the structuring of posit ons, functions, and € r an i ', iti€iia 
in a manner that Optimizes off icien:y, producti -ity, and organizational 
effectiveness. 
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b) Managers have the Iii'€n ar_y' i"t,'a, ta `i it to d igu their o gai€E, :I.ILSItti Y: 1i@ 

position rtiailiagenwilt lain iple>a oIk s ing such principles reduces ol~crati€l;f 
Costs, utilise s ::aarcc resources more effi ctivel'tr, and improves class cation 

accuracy. 1 here are various support personnel to bailable to assist ultana, ers lla 

de i ning effective tive position structures, career ladders. and orgaanhtations. 

€:l Pos€:ion classification is integral to goat! position manacement, Human 
Resources Specialis,ts arc m ost e tts;ctivc; when the work v' th line nianag ", to 

tae l tc i'i agency ncyy 17dfsii.ioti nmanagenment goals. Classifiers can :m d\ sc management. 

on: 

i.I l d ,inctrainee and c try-lev l positions; 

ii) Using special personnel programs and appointment authorities in order to 
design Positions to meet short-term, intermittent, or temporary management 
needs, 

iii) Reviewing functions to cktu l ielentily ek ical, technician, and professional 
duties in order to design the appropriate kinds of positions for an 
organization; 

iv). Not dividing grade controlling duties among more positions than n necessary; 

Creating a balance among super visory, specialist, technician and clerical 
positions; 

vi) Avoidin, overlap in functions, unnecessary organizational levels, and 
teal ntentation; 

ii) `dining the organization consistent with current mission and staff 
resources; 

viii) Jderdi ing positions which are no longer essential for mission 
accomplishment 

ix) Establishing supervisory positions based on an effective spa-of eor°itrol; and 

x) l stablishing Deputies„ Special Assistants, and Assistant positions only when 
clearly needed and consistent with current pol lena n ft  area. 

8) Reorganization 

a) Field and l cuiq€€arte:rs mnanaaeurs should cs.aisuh ; itla their scr~'icing Human 
Resources Specialist and 'vhu agemneat Anal) at and othcr ul:al>lie alalc person ia€ ;I l at 
tine; cam l ' stages of reorganizat€onn. planning. It is I€x11 aim -tau t to <<.d , it a. :t the 01I " 

poor to submission off irnal pr alaosal in order to Identity: any 12•):iitttkrr 
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t< :':.ssIIL(.:sUun LS ucs inv&.dIvcd: that @s oi: 10n. I3 Ifsa u cl1iciL considciaiICY83 : and 

13r p.tr o@. It < ti: : rota,€ of @r it on tkcr iions. 

b) t't~: ccssi g t'cgat;rc@aa .rats are covered by it ternal operating prucedures, The 
cll:c ctive date chosen should allow Sul t,c ent time for the .stir to submit all 
required position classification/personnel actions and is r the 1 .RSC to process 

those actions. 

6. Attachment. None. 

7. Authorities. 

7.1. Title 5, United States Code, Chapter 51, 

. . Title Code of Federal Regulations, Part 511. `(:`lassil etatir n Under the General 
Schedule," current edition. 

7.3. Office of Personnel Management 1l t@.cil;tya,iz I'€.€ :Wlrefat ct 1:S-107. "Introduction to the 
Position Classification Standards," August 2@;r 9. 

7.4. Civil Service Reihrin Act of 1 97& 

7. . Other laws and regulations Pertinent to the position classification system. 

US. tmmi ait':uu and CuCusioms 1 @€t :,`L mL.tt$ 
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