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As provided in section 511.612 of title 5, Code of Federal Regulations, this decision constitutes a
certificate that is mandatory and binding on all administrative, certifying, payroll, disbursing, and
accounting officials of the government. The agency is responsible for reviewing its classification
decisions for identical, smilar, or related positions to ensure consistency with this decision. There
isno right of further appeal. This decision is subject to discretionary review only under conditions
and time limits specified in the Introduction to the Position Classification Standards, appendix 4,
section G (address provided in appendix 4, section H).
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Introduction

On December 15, 1998, the Atlanta Oversight Division, Office of Personnel Management (OPM),
accepted an appeal for the position of Fire Program Assistant, GS-303-5, at the [agancy’s name],
National Park Service,[city/state]. The appellant is requesting that her position be reclassified into
the Forestry Technician Series, GS-462, at the GS-6 or GS-7 level.

The appeal has been accepted and processed under section 5112(b) of title 5, United States Code.
Thisis the fina administrative decision on the classification of the position subject to discretionary
review only under the limited conditions and time outlined in part 511, subpart F, of title 5, Code of
Federa Regulations.

General issues

The appelant believes that the increase in her responsibilities warrants an increase in grade. She aso
dtates that she directs the program in the absence of the Fire Management Officer and should be given
credit for that extra responsbility. In addition, she believes that her postion is classified
inconsistently with similar positions in her agency.

Issues such as volume of work and duties performed in the absence of another employee are not
consdered in determining the grade level of apostion. Also, by law OPM may not classify positions
based on position-to-position comparison but only by comparison to published OPM classification
standards and guides.

Position information

The appellant provides a variety of administrative/clerical, technical, and budgetary support duties
for the Fire Management Program. She spends 50 percent of the time on budget administration
where she tracks, monitors, and reconciles expenditures for the Fire Management Program and
provides data for inclusion in the annual operating budget. She spends 30 percent of her time on
administrative/clerical duties where she isresponsible for preparing personnel actions and training
forms, maintaining records and logs, reviewing procurement orders and requisitions, completing time
and attendance reports, coordinating fire training courses, serving as primary fire dispatcher, and
processing travel authorizations. She spends 20 percent of her time operating the Department of
Interior Shared Application Computer System (SACS) which tracks red card certification and
expenditures for qualified firefighters. She uses automated accounting systems to track the budget
expenditures and the weather information system and the remote automatic weather system to
retrieve weather data for fire control and reports. The appellant serves as the computer software
subject-matter expert for these programs.
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The appellant receives direction from the Fire Management Officer who provides instructions on
overdl policiesand goals. The appellant works independently within the parameters of established
policy and regulations for budget and support services. She selects the methods to be used and
resolves most problems which arise in the course of the work. She consults with her supervisor on
unusud Situations she encounters. Completed work is reviewed for conformance, compliance, and
effectiveness in achieving objectives.

Standard determination

Miscellaneous Clerk and Assistant Series, GS-303, January 1979 and November 1979.
Forestry Technician Series, GS-462, December 1991.

Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-500,
December 1997.

Grade Level Guide for Clerical and Assistance Work, June 1989.

Series determination

The agency has determined that the appellant's position is properly placed in the Miscellaneous Clerk
and Assstant Series, GS-303, which covers positions that perform or supervise clerical, assistant, or
technical work for which no other series is appropriate. The work requires a knowledge of the
procedures and techniques involved in carrying out the work of an organization and involves
application of procedures and practices within the framework of established guidelines.

The appdlant bdievesthat her work compares best to the Forestry Technician Series, GS-462. This
seriesincludes all positions that primarily require a practical knowledge of the methods and
techniques of forestry and other biologically based resource management fields. Forestry technicians
provide practical technical support in forestry research efforts; in the marketing of forest resources,
or in the scientific management, protection, and development of forest resources. The appellant’s
primary focus is to provide a variety of technical, operational and administrative functions to
coordinate the fire management activities for the park. Her duties do not involve the specialized
functions covered by the GS-462 series nor is she required to have specialized knowledge of forestry
resources, research, management, protection, and development as described by this series.

We agree with the agency’ s decision that the appellant’ s position is best placed in the Miscellaneous
Clerk and Assistant Series, GS-303.

Title determination
There are no titles specified for postionsin the GS-303 occupational series; therefore, the title is left

to the discretion of the agency. The parenthetical title Office Automation is added since the position
requires aqualified typist, as well as skill in the use of office automation equipment.



Grade level determination

The appellant's paramount responsibilities include two distinct functional areas.
(1) administrative/clerical and assistance work; and (2) budget assistance. The clerical,
administrative, and technical support work are covered by the Miscellaneous Clerk and Assistant
Series, GS-303, which directs that positions classified to this series be evaluated by the Grade Level
Guide for Clerical and Assistance Work. The budget assistant work is covered by the Job Family
Standard for Clerical and Technical Accounting and Budget Work, GS-500.

Evaluation of the Administrative/Clerical Work:

The Grade Level Guidefor Clerica and Assstance Work provides two factors for evaluation: Nature
of Assignment and Level of Responsibility.

Nature of Assignment

Work at the GS-5 level involves performing a full range of standard and nonstandard clerical
assgnments and resolving a variety of nonrecurring problems. Work includes a variety of
assignments involving different and unrelated steps, processes, or methods. The employee must
identify and understand the issues involved in each assgnment and determine what steps and
procedures are necessary and the order of their performance. Completion of each transaction
typically involves selecting a course of action from a number of possibilities. The work requires
extensive knowledge of an organization’s rules, procedures, operations, or business practices to
perform the more complex, interrelated, or one-of-a kind processing procedures.

The nature of the appellant’ s assignments meets the criteria described at the GS-5 level. Her work
involves the knowledge and application of administrative procedures, supply and procurement
regulations, park operations and procedures, personnel processes for recruitment and training, federal
travel regulations and procedures, and skillsin both verbal and written communication. These duties
require the appellant to make decisions within the parameters of established regulations and policy,
select an gppropriate course of action, and use a variety of different work processes to complete her
assignments.

Work at the GS-6 level typicdly entails processing a wide variety of transactions for more than one
type of assigned activity or functional specialization. Assignments are subject to different sets of
rules, regulations, and procedures. The issues being examined must be such that a course of action
has substantive impact on the outcome of the assignment. Work requires comprehensive knowledge
of rules, regulations, and other guidelines relating to completing assignments in the program area
assgned. Thisknowledge is usualy attained through extensive, increasingly difficult, and practica
experience and training in the subject-matter field. The work aso requires ability to interpret and
apply regulatory and procedural requirements to process unusualy difficult and complicated
transactions.
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The full intent of the GS-6 level is not met. The appellant’s assignments are limited to the Fire
Management Program. Sheis not responsible for more than one functional program. While she uses
different established procedures for her administrative support work depending on the type of
transaction she is processing, her duties do not involve the wide variety of substantive, unusually
complicated transactionsintended to credit thislevel. Her transactions tend to be repetitive in terms
of regulations and procedures to be applied and problems handled. For example, the appellant
prepares travel documents, arranges travel accommodations, prepares requests for personnel actions
and training, maintains rosters, tracks schedules and coordinates training, etc. Although she may
prepare travel documents or make arrangements, for instance, for a number of different individuals
and destinations, the same procedures generally apply each time.

Level GS-5isassigned for this factor.
Level of Responsibility

At the GS-5 level, the supervisor assigns work by defining objectives, priorities, and deadlines and
provides guidance on assignments which do not have clear precedents. The employee works in
accordance with accepted practices and completed work is evaluated for technical soundness,
appropriateness, and effectiveness in meeting goals. Extensive guides in the form of instructions,
manuals, regulations, and precedents apply to the work. The number and similarity of guidelines and
work stuations require the employee to use judgment in locating and selecting the most appropriate
guidelines for application and adapting them according to circumstances of the specific case or
transaction. A number of procedura problems may arise which aso require interpretation and
adaptation of established guides. Often, the employee must determine which of several dternative
guidelinesto use. If existing guidelines cannot be applied, the employee refers the matter to the
supervisor. Contacts are with a variety of persons within and outside the agency for the purpose of
receiving or providing information relating to the work or for the purpose of resolving problemsin
connection with recurring responsibilities.

The GS-5 leve is met. The gppellant independently carries out the day-to-day administrative/ clerical
assignments and assists with the other aspects of the Fire Management Program. She uses judgment
to determine the appropriate course of action to take when performing her duties. The work requires
the use of anumber of guideines and procedures. Contacts are with employees within the install ation,
agency and department personnel from other divisions, as well as Federal and State management
agencies and private parties for the purpose of receiving and imparting information, coordinating
efforts and ensuring cooperation.

At the GS-6 level, the supervisor reviews completed work for conformance with policy and
requirements. The clerical employee is recognized as an authority on processing transactions or
completing assignments within a complicated framework of established procedures and guidelines,
often when there are no clear precedents. This recognition typically extends beyond the immediate
office or work unit to the overall organization or, in some cases, outside the organization. The
employeeisregarded as an expert source of information on regulatory requirements for the various
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transactions, and is frequently called upon to provide accurate information rapidly on short notice.
Guiddinesfor the work are numerous and varied, making it difficult for the employee to choose the
most appropriate instruction and decide how the various transactions are to be completed. Guidelines
often do not apply directly, requiring the employee to make adaptations to cover new and unusual
work situations. This may involve deviating from established procedures to process transactions
which cannot be completed through regular channels or involve actions where guidelines are
conflicting or unusable. Contacts are with employees in the agency, in other agencies, or with
management or users or providers of agency services. The employee provides information, explains
the application of regulations, or resolves problems relating to the assignment.

The GS-6 level is not fully met. The appellant performs the full range of administrative duties in
support of asingle program and generaly covered by applicable regulations and procedures. The
supervisor is available for unusual or controversial matters that require the interpretation of guides
or aternatives when guidelines or precedents are not applicable, and the supervisor provides
additiond ingtruction on specia projects. Additionaly, the appellant’ s contacts are primarily for the
purpose of gathering or exchanging factua and/or technical information as opposed to identifying and
resolving problems or coordinating work when guiddines and precedent cases do not apply or do not
exist.

This factor is credited at the GS-5 levdl.

Since both factors are evaluated at GS-5, the overdl evauation of the clerical and administrative
support functionsis GS-5.

Evaluation of the Budget Work

The budget work occupies a large percentage of the appellant’s time and is evaluated separately to
determine its impact. The Job Family Standard for Clerical and Technical Accounting and Budget
Work, GS-500, is published in the Factor Evaluation System (FES) format, which assesses grade
level by evaluation of nine factors.

A point value is assigned to each factor based on a comparison of the position’s duties with the
factor-level descriptions in the standard. The factor point values mark the lower end of the ranges
for the indicated factor levels. For a position factor to warrant a given point value, it must be fully
equivaent to the overall intent of the selected factor-level description. If the position fails in any
significant aspect to meet a particular factor-level description in the standard, the point value for the
next lower factor level must be assigned, unless the deficiency is balanced by an equally important
aspect which meets a higher level. The total points assigned are converted to a grade by use of the
grade conversion table in the standard.

Under FES, positions which significantly exceed the highest factor level or fail to meet the lowest
factor level described in a classification standard must be evaluated by reference to the Primary
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Standard, contained in Appendix 3 of the Introduction to the Position Classification Standards. The
Primary Standard is the * standard-for-standards’ for FES.

Factor 1. Knowledge Required by the Position

Thisfactor measures the nature and extent of information or facts which the worker must understand
in order to do acceptable work (e.g., steps, procedures, principles, concepts) and the nature and
extent of skills needed to apply them. The agency credited Level 1-3 and we agree.

At Level 1-3, the work requires a knowledge of a body of standardized regulations, requirements,
procedures, and operations associated with clerical and technical duties related to the assigned
accounting, budget, or financial management support function. For example, (1) knowledge of the
various steps and procedures required to perform a full range of accounting, budget, or financial
management support duties related to recurring or standardized transactions; (2) knowledge of
various accounting, budget, or other financial processing procedures to support transactions that
involve the use of different forms and the application of different procedures; (3) knowledge of one
or more automated data bases associated with a specific accounting, budget or other financial
management function sufficient to input arange of standard information or adjustments, understand
recurring error reports and take corrective action, and generate a variety of standard reports; (4)
knowledge of the structure and content of accounting, budget, or other financial management related
documents (e.g., invoices, reports, travel orders, payroll forms, etc.), to investigate and resolve
routine or recurring discrepancies, check documents for adequacy, or perform comparable actions
that are covered by established procedures; and/or knowledge of frequently used and clearly stated
regulations and rules to determine if atransaction is permitted or to respond to recurring questions
from agency personnel, clients, and others.

The appellant meets Level 1-3. She maintains accountability for a budget of $537,000 by assisting
with budget needs analysis and reconciliations for the Fire Management Program. The appellant’s
position requires knowledge of the rules and regulations governing the various budgetary processes
and procedures in order to track and monitor fire related expenditures, to make adjustments as
changes occur, to do mathematical computations and data entry, to generate reports, and to prepare
the final budget. She must be knowledgeable of numerous budget related documents in order to
verify their accuracy, resolve discrepancies, and perform required actions.

At Level 1-4, the work requires in-depth or broad knowledge of a body of accounting, budget, or
other financial management regulations, practices, procedures, and policies related to the specific
financid management functions. Thisincludes: (1) knowledge of awide variety of interrelated steps,
conditions, and procedures or processes required to assemble, review, and maintain complex
accounting, budget, or other fiscal transactions; (2) knowledge of various accounting, budget, or
other financid regulations, laws, and requirements to ensure compliance and recommend action; (3)
knowledge of avariety of accounting and budget functional areas and their relationships to other
functions to research or investigate problems or errors that require reconciling and reconstructing
incomplete information, conducting extensive and exhaustive searches for required information, or
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performing actions of amilar complexity; (4) knowledge of automated accounting and budget systems
to reconcile errors that require an understanding of nonstandard procedures or to provide assistance
in the development of automated procedures for clerical operations; and/or (5) knowledge of
extensve and diverse accounting, budget or other financial regulations, operations, and procedures
governing a wide variety of types of related transactions to resolve nonstandard transactions,
complaints, or discrepancies, provide advice, or perform other work that requires authoritative
procedural knowledge.

Level 1-4 isnot met. The appellant uses established processes and procedures to maintain budget
accounts and to adjust accounts to reflect obligations and expenditures. There is no evidence in the
appeal record that the appellant is required to have an in-depth or broad knowledge of a body of
accounting, budget, or other financia management regulations, practices, procedures, and policies
of the complexity or diversity described at this level. She compiles the budget estimates for one
program. The sources of budget data and other documents are easily verified. The knowledge
required of the position does not meet the full intent of Level 1-4.

Level 1-3iscredited for 300 points.

Factor 2. Supervisory Controls

Thisfactor covers the nature and extent of direct or indirect controls exercised by the supervisor, the
employee’s responsibility, and the review of completed work. The agency credited Level 2-2,
however, we believe Level 2-3 is appropriate.

At Leve 2-2, the supervisor or other designated employee provides general standing instructions on
recurring assgnments by indicating what is to be done, applicable policies, procedures and methods
to follow, data and information required, quality and quantity of work expected, priority of
assgnments, and deadlines. Additiona, specific ingtructions are provided for new, difficult, or specia
assignments including suggested procedures and sources of information including the location and
type of written materid that may be used as an ad in completing the assgnment. The employee uses
initiative to perform recurring assignments and resolves recurring clerical or technical tasks without
gpecific ingtructions. The employee refers situations not covered by instructions or precedents to the
supervisor for decision or help. The supervisor or other designated employee assures that finished
work and methods used are technically accurate and in compliance with established instructions,
methods, procedures, and deadlines.

The appelant exceeds Level 2-2.  The appelant functions with considerable independence in
carrying out the recurring aspects of the work, and she resolves most problems encountered by
gpplication of established policies and precedents. Her work is not reviewed to the extent described
a thisleve.

At Level 2-3, the supervisor or other designated employee assigns work with standing instructions
on objectives, priorities, and deadlines and provides guidance for unusually involved situations.
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The supervisor may assign work according to a standardized control system such as batched work,
casdload levd, or other defined structure and provide standard general instructions about timeliness,
objectives and relative priorities for doing the work. The employee independently processes the most
difficult procedura and technica tasks or actions and handles problems and deviations in accordance
with instructions, policies, previous training, or accepted practices. The supervisor or designated
employee evaluates completed work for overall technical soundness and conformance to agency
policies, legd, or system requirements. Completed work is reviewed by sampling in a quality review
system and/or spot checked by the supervisor or a senior worker for results and conformity to
established requirements and deadlines. The methods used to complete the assignment are seldom
reviewed in detail.

The appellant’s latitude in accomplishing the work is comparable to Level 2-3. She works
independently on budget and administrative projects unless she encounters problems clearly not
covered by existing guidelines or precedents. She makes adjustments to the appropriated fund
accounts without supervisory intervention, only informing the supervisor of the status of the budget
and accounts. She identifies problems and makes recommendations for potential solutions in
resolving budgetary transactions. The supervisor depends on the appellant to complete the budgetary
processes and maintain the different control points.

Level 2-3 is credited for 275 points.

Factor 3. Guidelines

This factor covers the nature of the guidelines used and the judgment needed to apply them. The
agency credited Level 3-2, and we agree.

At Level 3-2, a number of established procedures and specific guidelines in the form of agency
policies and procedures, Federal codes and manuals, specific related regulations, precedent actions,
and processing manuals are readily available for doing the work and are clearly applicable to most
transactions. The number and similarity of guidelines and work situations require the employee to
use judgment to identify and select the most appropriate procedures to use, choose from among
severd established dternatives, or decide which precedent action to follow as amodel. The employee
is expected to use some judgment and initiative to handle aspects of the work not completely covered.
Inlocating, selecting and applying the most appropriate instructions, references, or procedures, the
employee may make minor deviations in guidelines to adapt to specific cases. The employee refers
stuations in which the existing guidelines cannot be applied or significant deviations must be made
to the supervisor or designated employee.

Level 3-2 is met. Budgetary guidelines used by the appellant include agency manuals, policies, and
written and ord instructions that are applicable to the work. The appellant uses judgment in selecting
appropriate guidelines to accomplish tasks and meet reporting requirements. Considerations include
changesin format when entering, consolidating, or reporting budget data; adjusting figures on related
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forms and schedules to obtain internal agreement and consistency with overall totals and subtotals;
or seeking alternative methods involving transfer of charges between accounts.

At Levd 3-3, the guiddines are the same but because of the complicating nature of the assignments,
they lack the specificity, frequently change, or are not completely applicable to the work
requirements, circumstances, or problems. The employee uses judgment to interpret guidelines, adapt
procedures, decide approaches, and resolve specific problems. This includes, for example, using
judgment to reconstruct incomplete files, devise more efficient methods for procedural processing,
gather and organize information for inquiries, or resolve problems referred by others (e.g., those that
could not be resolved at lower levels). The employee analyzes the results of applying guidelines and
recommends changes. These changes may include suggesting specific changes to the guidelines
themselves, the development of control mechanisms, additional training for employees, or specific
guidance related to the procedural handling of documents and information.

Level 3-3 is not met. The appellant does not independently deviate from or adapt procedural
instructions to cover new and unusua work situations. Sheis not responsible for reconstructing files,
resolving problems that could not be resolved by others, or changing or analyzing the effectiveness
of guidelines.

Level 3-2 iscredited for 75 points.

Factor 4. Complexity

Thisfactor covers the nature, number, variety, and intricacy of tasks, steps, processes, methods, or
procedures in the work performed; the difficulty in identifying what needs to be done; and the
difficulty and originality involved in performing the work. The agency credited Level 4-2, and we

agree.

At Level 4-2, the work involves performing related procedural tasks in processing accounting,
budget, or other financial management transactions. For example, processing a transaction may
involve verifying codes and other information; reconciling balances; using standard formulas to
calculate and/or verify calculations; assembling appropriate forms and reports; entering data into
automated file systems; distributing documents to appropriate personnel; and answering routine
procedura inquiries. The employee makes decisons, such as how to sort incoming documents, locate
and assemble information, and correct errors based on areview or knowledge of similar cases or
samples, or by selecting from among other clearly recognizable aternatives. The employee considers
factors such as the processing requirements, appropriate format, or content for each transaction.
Employees take action using established instructions, practices, or precedents for processing of
accounting or budget documents. Actions taken are similar and well established.

The appellant meets Level 4-2. The appellant’s work involves one type of appropriated fund.
Expenditures include personnel services and support (e.g., salary, overtime, hazard pay, training
costs, capita equipment costs, project costs, and fire access costs). The appellant extracts, compiles,
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verifies, and summarizes budgetary information. She prepares related forms and documents in
connection with the budget process. Decisions concerning tracking and monitoring expenditures and
preparing the annual operating program budget require comparing amounts, making corrections, and
selecting alternatives based on past experiences. The work is tracked by use of the automated
tracking systems that the appellant maintains.

At Leve 4-3, the work involves performing various accounting, budget, or financia management
support related duties or assignments that use different and unrelated processes, procedures, or
methods. The use of different procedures may result because transactions are not completely
standardized; deadlines are continually changing; functions assigned are relatively broad and varied;
or transactions are interrelated with other systems and require extensive coordination with other
personnel. The employee decides what needs to be done by identifying the nature of the problem,
question, or issue, and determining the need for and obtaining additional information through oral or
written contacts or by reviewing regulations and manuals. The employee may have to consider
previous actions and understand how these actions differ from or are similar to the issue at hand
before deciding on an approach. The employee makes recommendations or takes actions based on
a case-by-case review of the pertinent regulations, documents, or issues involved in each assignment
or situation.

The appellant does not meet the full intent of Level 4-3. Her work does not involve the complexity
of processing, decisions, and transactions that are present with different and unrelated appropriated
or revolving fund accounts. For example, athough she works with seven expenditure accounts, the
accounts are subject to the same rules and regulations since they are al part of the appropriated fund
for the Fire Management Program. The appellant’s work does not routinely include the broad and
varied types of nonstandard transactions that occur at this level, such as when one budget is
interrelated with other systems making transactions difficult to process.

Level 4-2 for 75 pointsis credited.

Factor 5. Scope and Effect

Thisfactor covers the relationship between the nature of the work and the effect of the work products
or services both within and outside the organization. The agency credited Level 5-2, and we agree.

At Leve 5-2, the purpose of the work isto apply specific rules, regulations, or procedures to perform
afull range of related accounting, budget, or financial management clerical or technical tasks, duties,
and assignments that are covered by well-defined and precise program procedures and regulations.
The employee completes standard clerica transactions in the functiona area by reviewing documents
for missing information, searching records and files; verifying and maintaining records of transactions;
and answering routine procedural questions. The work affects the adequacy and efficiency of the
accounting and budget, or financial management function and can affect the reliability of the work
of analysts and specidists in related functions. For example, correcting data in automated records
enables others to base decisions on accurate information. The work may also affect the accuracy of
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further processes performed by related personnel in various organizations and the reliability of the
organization’s financial support services provided to users, customers, etc.

The appellant meets Level 5-2. Sheisresponsible for extracting, verifying, compiling, maintaining
and computing a variety of budgetary data and information for seven expense accounts; reporting
on the status of funds; and assisting in the formulation and execution of the budget for the Fire
Management Program. The purpose of the work is to perform the standard recurring
budget/accounting duties for the program and to provide accurate budgetary information for the
efficient management of the program. The appellant's work affects the program’ s funding and the
ability to perform and accomplish the mission of the organization.

At Level 5-3, the purpose of the work isto apply conventiona practices to treat a variety of problems
in accounting, budget or financial management transactions. 1ssues might result, for example, from
insufficient information about the transaction, a need for more efficient processing procedures or
requests to expedite urgently needed cases. The employee treats these or similar problems in
conformance with established procedures. The work affects the quality, quantity, and accuracy of
the organization’ s records, program operations, and service to clients. For example, the effect of the
work ensures the integrity of the overall general ledger, its basic design and the adequacy of the
overall operation of the accounting system and various operating programs, the amount and timely
availability of money to pay for services,; the economic well-being of employees being serviced; or
compliance with legal and regulatory requirements.

Leve 5-3isnot fully met. The appellant’s work does not typically involve the variety of problems
or have the broad impact on the organization as intended at thislevel. Problems rarely occur since
the budget information system maintained by the appellant consists of aledger driven system that
covers one appropriated fund with only seven expense accounts confined to one program area.
Level 5-2 iscredited for 75 points.

Factor 6 - Personal Contacts and Factor 7 - Purpose of Contacts

Factors 6 and 7 measure face-to-face contacts and telephone dialogue with persons not in the
supervisory chain and the purpose of these contacts. The purpose of personal contacts ranges from
factual exchanges of information to situations involving significant or controversia issues and
differing viewpoints, goals, and objectives. The personal contacts which serve as the basis for the
level sdlected for Factor 6 must be the contacts which are the basis for the level selected for Factor
7. The agency credited Level 2b, and we agree.

Persons Contacted
At Leve 2, contacts are with employees in the same agency, but outside the immediate organization.

For example, contacts may be with personnel in other functiona areas. Contacts at this level may
aso be with employeesin other agencies who are providing requested information or with members
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of the general public in a moderately structured setting, such as someone explaining why a payment
islate or someone trying to expedite a transaction.

Level 2ismet. The appellant’s routine and recurring contacts are typically with employeesin her
organization and administrative and managerial employees in other organizations throughout the
ingtdlation such as personnd in the adminigrative office. The appellant also has contacts with private
sector vendors.

At Levd 3, contacts are with members of the generd public. For example, contacts are with persons
in their capacities as representatives of others such as attorneys and accountants, contractors, public
action groups, or congressiona staff members making inquiries on behalf of constituents. The
contacts are not recurring or routine and the purpose, role and authority of each party must be
established each time in order for the employee to determine the nature and extent of information that
can be discussed and released.

Level 3isnot met. The appellant does not routinely have contact with individuals such as attorneys,
congressional staff, and public action groups as described at this level.

Purpose of Contacts

At Leve b, the purpose of the contactsisto plan and coordinate actions to correct or prevent errors,
delays, or other complications occurring during the transaction cycle. This may involve obtaining a
customer’ s cooperation in submitting paper work or other information, requesting other personnel
to correct errors in documentation or data entry, or assisting othersin locating information.

Level bismet. The appellant’s contacts are for the purpose of obtaining or providing information
related to the status of accounts and supply and funding documents and activities. Contacts may aso
be made to resolve problems related to unanticipated shortages and discrepancies requiring specia
handling or the occasional use of nonroutine procedures.

At Level c, the purpose of the contacts is to persuade individuals who are fearful, skeptical,
uncooperative or threatening to provide information, take corrective action, and accept findingsin
order to gain compliance with established laws and regulations.

Level cisnot met. The gppdlant does not have to persuade threatening or uncooperative individuals
as described.

The combination of Level 2 for Personal Contacts and Level b for Purpose of Contacts equates to
75 points according to the chart in the standard.

Factor 6 and Factor 7 are credited with Level 2b for 75 points.
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Factor 8. Physical Demands

This factor covers the requirements and physical demands placed on the employee by the work
assignment. The agency credited Level 8-1, and we agree.

The appellant’ s work is mainly sedentary, with no special physica demands. Thisis comparable to
Level 8-1 where the work istypically performed while comfortably seated at a desk.

Level 8-1 iscredited for 5 points.

Factor 9. Work Environment

Thisfactor consders the risks and discomforts in the employee’ s physical surroundings or the nature
of the work assigned and the safety regulations required. The agency credited Level 9-1, and we

agree.

The gppelant worksin an office setting with no unusual risks or discomforts which is comparable to
Level 9-1.

Level 9-1 is credited for 5 points.

SUMMARY

FACTOR LEVEL POINTS
1. Knowledge Required by the Position 1-3 350
2. Supervisory Controls 2-3 275
3. Guidelines 3-2 125
4, Complexity 4-2 75
5. Scope and Effect 5-2 75
6. Persona Contacts and 2b 75

7. Purpose of Contacts
8. Physical Demands 8-1 5
9. Work Environment 9-1 5
TOTAL 985

A total of 985 points falls within the range for a GS-5, 855 to 1100 points, according to the Grade
Conversion Table in the standard.
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Evaluation of the Office Automation Work:
The office automation work is evaluated against the Office Automation Grade Evaluation Guide,

which is also written in the FES format. These duties do not impact the grade of the position,
therefore, a summary evaluation follows:

FACTOR LEVEL POINTS
1. Knowledge Required by the Position 1-3 350
2. Supervisory Controls 2-2 125
3. Guiddlines 3-2 125
4. Complexity 4-2 75
5. Scope and Effect 5-1 25
6. Personal Contacts and la 30
7. Purpose of Contacts
8. Physica Demands 8-1 5
9. Work Environment 9-1 5
Total 740

A total of 740 points equates to GS-4, 655 to 850 points. Therefore, in accordance with the grade
conversion table in the guide, the office automation work is graded at GS-4.

Summary

The adminigtrative support and clerical work equatesto GS-5; the budget work equates to GS-5; and
the office automation duties equate to GS-4.

Decision

This position is properly classified as GS-303-5, with the title at the discretion of the agency. The
parenthetical title Office Automation isto be added to thetitle.



