
Classification Terms
1. Amendment.  When the duties of an existing position have changed in some material way, but not so much as to require a total rewrite of the duties and responsibilities, a Position Classification Amendment, DI-625, should be prepared, signed by the supervisor, and sent to the personnel office to attach to the official position description.

2. Classification Survey.  An organization-wide review to determine the adequacy of position descriptions; the accuracy of title, series, and grade of each job; of classification, and any changes needed.  This is also known as a maintenance review.

3. Full Performance Level.  The highest grade level attainable by an employee in a position.

4. Grade.  Includes all classes of positions which are equivalent with respect to level of difficulty, responsibility, and qualification requirements.

5. Identical Additional Positions (IA).  A separate description is usually required for each position.  There are times, however, when two or more positions are essentially the same with regard to duties and responsibilities.  In such cases, an establishment of IA positions is appropriate.

6. Occupational Group or Family.  Major subdivision in the General Schedule (GS).  Each occupational group embraces several series of classes.  For example, the GS-200 group includes all personnel-related positions and the GS-400 includes all biology-related positions.

7. Organizational Title.  The name given to a position within an organization.  This often differs from the classification title.  For example:  Project Leader; Division Chief; and/or Assistant Regional Director are all organizational titles.

8. Position Classification Specialists and Assistants.  Federal employees with delegated authority to classify positions in accordance with applicable guides and standards established and published by the Office of Personnel Management (OPM).

9. Position Description Cover sheet.  The first page of a position description which must be signed by the supervisor.  Also called Optional Form, OF-8.

10. Position Upgrade.  The raising of the grade level of a position.  If the position is filled, this is called a promotion.  Typically, position upgrades can be achieved by:

· Career Ladder Progression - the employee is promoted within an established position growth pattern to a position classified in advance.

· Accretion of Duties - the position has been changed because of the addition of duties and/or responsibilities; the employee in the position continues to perform previously assigned duties as well as the new duties.

· Application of New/Revised Position Classification Standards or guides developed and issued by OPM.

Overall a position upgrade, or downgrade, is nothing more or less than changing the grade level previously assigned to the position by [re]applying the classification standards.  Any subsequent promotion/demotion or competition for the higher-graded position largely is a staffing matter.

11. Projected Position.  If management finds it necessary to establish a new position for recruitment purposes but cannot fully validate future duties to be assigned, the position description is considered projected.

12. Reclassification of Position.  The application of new or revised classification standards to an existing position or the correction of the classification of a position.

13. Redescription of Position.  Assignment of different duties and responsibilities because of new program responsibilities or changing program emphasis.

14. Series.  A subdivision of an occupational group or family.  Example: The GS-200 family includes GS-212 Staffing Specialists, GS-221 Classification Specialists, GS-201 Personnel Officers, GS-203 Personnel Clerks, etc.

15. Standard Position Descriptions.  These describe work that is performed by many individuals.  Examples are the GS-303-4 and GS-5 Office Assistant position descriptions.

