CLASSIFICATION QUESTIONS AND ANSWERS OF THE MONTH?

Q. How are new or re-described position descriptions certified?
A. New or re-described position descriptions will be certified on the OF-8 as to the type and level of work being performed. The signed OF-8 certifies that the position description is an accurate statement of the duties being performed.  The immediate supervisor certifies in block 20a or an appropriate higher-level supervisor or manager signs block 20b.  The position description involved will not be used until the OF-8 has been signed and returned to Classification.

Q. Is it possible to recruit and/or fill, at the trainee level, all position descriptions?
A.  No.  Some position descriptions, due to the nature of the job, cannot be filled as trainee level.  For example, we do not hire trainee supervisors, nurses and pilots.  There are different grade levels of pilots but none where they can learn to fly from step one.

Q. What needs to be done to temporarily lower the grade of a position description to assist with recruiting and/or filling at the trainee level?

A. First verify the position can be changed to a lower grade. A Statement of Difference will be prepared.  The levels of the major duties of the position are lowered.  HRO-Classification handles this paperwork.
Q. How are positions established?
A. Positions are established by the mission requirements of the organization.  

