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Subchapter 1. General Provisions.

1.1 Introduction. Each bureau and office is required by Public. Law 92-261 and
Executive Order 11478 to develop and implement a comprehensive Upward Mobility
Program. The program which is an internal placement activity, will be coordinated
by the bureau headquarters office with its field offices and is designed to enable the
Department to more efficiently accomplish its mission through the maximum
utilization of its employees; and to enable employees in grades GS-9 and below, or
the equivalent, to realize full work potential by increasing career opportunities. This
chapter presents guidelines and sets standards for use in planning, developing, and
implementing Upward Mobility programs.

1.2 Scope. Upward Mobility programs will extend Departmentwide and will be
operated in accordance with specific bureau guidance.

1.3 Authority. The Equal Employment Opportunity Act of 1972 (P.L. 92-261);
Executive Order 11478; 5 U.S.C. 4]; and 5 CFR Part 720.

1.4 Definitions.

A. Upward Mobility - A systematic management effort to ensure that personnel
policy and practices provide specific career opportunities for employees in grades
GS-9 and below, or the equivalent, who are in positions or occupational series which
do not enable them to realize their full work potential.

Upward Mobility also occurs when an underutilized or underdeveloped employee,
through merit promotion procedures and planned training, acquires the knowledges,
skills, and abilities (KSA's) to move into an occupational series or position that has
greater responsibility and promotion potential than the position held immediately
prior to entering the program. Upward Mobility positions may be created within any
of the occupational groups. An employee may move from a clerical to a technician
or professional position offering greater growth potential, or from a technician to a
professional position with an established career ladder. :

(1) Underutilized employees - Employees whose present education, train-
ing, and capabilities are not fully utilized in their present positions. These employees
currently meet the qualifications standards for other positions which offer greater
growth potential.

(2) Underdeveloped employees - Employees whose latent potential can be
identified and developed through specialized training and work experience, thus
enabling them to perform at a higher level than their present position requires.
These employees require additional training and/or experience to meet the qualifica-
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tion requirements of the targeted position as outlined in Handbook X-118, or in an
approved single-agency qualification standard. The use of the Upward Mobility
Training Agreement will facilitate their planned development. (The Training
Agreement is Appendix 1 to this chapter.)

B. Potential - The ability and aspiration to acquire and use skills and
knowledges needed to successfully perform higher level work.

C. Job restructuring - The technique of rearranging the way the work of an
organizational segment is done by arranging tasks into jobs, linking low to high skill
functions to develop a progression of training and experience which will provide
opportunities for employees in low-level jobs to develop and advance within and
across occupational lines. Those implementing this program must be aware of the
prohibition on training for an academic degree in order to qualify for a position for
which the degree is a basic requirement, and of the prohibition on training an
employee in a non-government facility. (Refer to 370 DM 312 - Position Manage-
ment; and "Upward Mobility: Considerations for Program Planning and Develop-
ment," an OPM (WED) publication.)

(1) Upward Mobility trainee positions - Developmental or trainee positions
which serve as the program entry point and are immediately between the employee's
current position, prior to entering the program, and the established Upward Mobility

target position. The purpose of a trainee position is to allow the employee to gain
the skills necessary to qualify for a higher level position.

(2) Target positions - Specific positions for which competitively selected
employees are being trained, e.g., Budget Analyst and Personnel Management
Specialist. Without further competition, employees can be placed into the target
position upon successful completion of training required to meet X-118 provisions.

(3) Training Agreement - The Training Agreement makes it possible to
substitute intensive accelerated training for a portion of the normal qualification
requirements under FPM Chapter 271, Subchapter 7. The Agreement also provides
for the reassignment and/or promotion of an employee into a specific target position
after successful completion of a planned program of training. (See Appendix 1 to this

chapter.) :

1.5 Responsibility.

A. The Secretary is the primary official responsible for leadership and support
of Upward Mobility in the Department.

B. The Assistant Secretary - Policy, Budget, and Administration is responsible
to the Secretary for staff planning and coordination, monitoring, and evaluation of
Upward Mobility programs.
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C. The Director of Personnel is responsible to the Assistant Secretary - Policy,
Budget, and Administration for coordinating and evaluating bureau programs and for
providing guidance and technical assistance to bureaus.

(1) The Division of Employee Development, Office of Personnel (PPM), will
provide coordination, guidance, and technical assistance to bureaus in planning,
developing, and implementing their Upward Mobility programs. This includes working
with bureaus to establish realistic goals and time schedules for implementation of the
program, monitoring progress, and ensuring that the written individual Upward
Mobility Plans are consistent with Departmental guidelines.

(@) The Departmental Upward Mobility Program Coordinator, Division of
Employee Development (PPM), is responsible for developing guidelines and instruc-
tions in accordance with Office of Personnel Management requirements for use by
managers, supervisors, and bureau Upward Mobility Program coordinators in imple-
menting the Upward Mobility Program. In addition, the Departmental Upward
Mobility Program Coordinator is responsible for providing technical assistance; for
coordinating and maintaining a department-wide monitoring and evaluation system;
and for being the Departmental liaison with bureau Upward Mobility Progranr
coordinators, coordinators of special emphasis programs, and persons assisting in the
program's implementation.

(2) The Division of Program Coordination and Evaluation, Office of Person-
nel (PPM), will evaluate Upward Mobility programs, along with other personnel
management programs.

(3) The Division of Employment, Office of Personnel (PPM), will provide
policy guidance, instructions and coordination for the development, implementation,
and assessment of Bureau Federal Equal Opportunity Recruitment Program (FEORP)
Plan Requirements.

D. The Director, Office for Equal Opportunity, is responsible for ensuring that
all Upward Mobility programs facilitate compliance with the Bureau Affirmative
Action Plans; for assisting bureaus through staff advice and counsel; and for assisting
the Director of Personnel in ensuring the widest possible bureau implementation of
Upward Mobility, consistent with bureau staffing and developmental needs as well as
Bureau FEORP Plans.

E. Bureau and office directors are responsible for planning, developing, imple-
menting, and evaluating an Upward Mobility Program within their organizations,
including field offices. Bureaus must submit written records of their plans to the
Director of Personnel, upon request.

F. Bureau personnel officers are responsible for operating the Upward Mobility
Program in their bureau; for appointing a bureau Upward Mobility Program coordina-
tor; for maintaining appropriate records on each Upward Mobility action in a manner
similar to that required under the Bureau's Promotion and Internal Placement Plan;
for providing adequate publicity about the program to managers, supervisors, and
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employees; for ensuring that all supervisors, who have Upward Mobility Program
trainees working for them, receive orientation and instruction in their supervisory
responsibilities in Upward Mobility; and for providing career counseling to employees
in cooperation with supervisors and bureau Upward Mobility Program coordinators.

G. Managers and supervisors are responsible for providing opportunities for job
restructuring in their offices and for monitoring participants' progress. In addition,
managers and supervisors are responsible for becoming thoroughly familiar with the
objectives and procedures of the Upward Mobility Program; for developing maximum
potential and utilizing the skills of employees under their supervision, whether or not
these employees are selected for the Upward Mobility Program; for assisting in the
preparation of the individual development plan; and for meeting with all of those who
are involved in the program such as the bureau personnel officer, Upward Mobility
Program coordinator, personnel staffing specialist, position classification specialist,
career counselor, and Upward Mobility Program trainee.

H. The Bureau Upward Mobility Program Coordinator is responsible for
providing technical assistance and guidance to bureau personnel specialists, equal
opportunity specialists, managers, supervisors, and employees on all aspects of the
program; for providing staff work required for issuance and maintenance of program
instructions and directives; and for ensuring that the objectives of the program and
its implementation are in accordance with Office of Personnel Management require-
ments and Departmental and Bureau directives.

I. Other' program personnel to be included in implementing the program
include the following:

(1) Personnel Staffing Specialists, who analyze data essential to the
identification of problems, target positions, job requirements, selection systems, and
elements of career ladders.

(2) Position Classification Specialists, who have occupational skills and
classification expertise to provide advice on job restructuring, identification of
logical career paths, interpretation of standards, and writing of position descriptions.

(3) Budget and Finance staff, whose knowledge of the budget process can
assist planners in estimating and accounting for dollar resources.

(4) Employee Development Specialists, who can identify appropriate train-
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ing sources and assist in developing meaningful developmental experiences, both
formal and on-the-job.

(5) Career Counselors, who are available to render specialized advice to
supervisors and program participants regarding specific occupational areas as well as
assist in the development of individual career development plans.

J. Eligible employees are responsible for:
(1) Being aware of, and applying for, Upward Mobility vacancies.

(2) Offering suggestions for improvement of the Upward Mobility Program.

(3) Helping to develop their career plans, pursuing their career plans, and
completing their training plans in a timely manner when selected into the program.

(4) Asking for help from their supervisors and other appropriate personnel
when necessary.

(5) Participating in, being knowledgeable of and using results of their_
performance appraisals when participating in the program.

(6) Seeking and using all means of self-development available to them.

1.6 Eligibility for Upward Mobility. Eligibility for Upward Mobility Program
positions is applicable to employees who:

A. Are employed in positions which are classified at GS-9 or below, or the
equivalent, and who are in positions or occupational series which do not enable them
to realize their full work potential and which do not provide significant promotion
potential beyond their current grade level.

B. Have current, -comimgeas employment with the Department, fec—ese
year,

C. Are serving under a career, career-conditional, excepted career, excepted
career-conditional, Veterans Readjustment Act, or Selective Placement Program
appointment. Permanent Part-time employees are also eligible for participation.

D. Have a current performance rating that is equal to or better than the
satisfactory level.

1.7 Consultation. As appropriate, employee organizations holding exclusive recogni-
tion and/or national consultation rights shall be consuited.
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1.8 Structuring Upward Mobility Programs. The identification of target positions,
specific positions for which Upward Mobility participants are trained, is one of the
most important steps in the development of an Upward Mobility Program. The
identification of such positions provides true career opportunities for trainees.

A. The individual who is planning the Upward Mobility Program needs to
examine both the occupational areas tentatively considered that provide the best
opportunity for Upward Mobility and the groups of employees who would benefit.
Examination of potential occupational areas includes the asking of such questions as:
Which areas are of central importance to the Department's purpose? For which areas
is there long-range hiring potential? Which areas contain similar duties to other,
possible lower level, career areas? Which already have some para-professional duties
associated with them? Other questions may occur to planners based on unique
characteristics of programs. (A skills survey could be used to point up the strengths
and weaknesses among groups of employees in lower level positions.)

B. By examining in more detail both the occupational areas identified as having
high potential and the group of employees who appear to lack career potentia] in
current occupational areas, it is possible to define which positions would be most
feasible to designate as target positions. It is these designated positions which will
provide movement, in a reasonable period of time, to employees lacking career
potential in their current positions and which will fulfill future agency staffing
requirements.

1.9 Reserving Upward Mobility Slots. Once the target, developmental, and entry-
level positions have been identified, a strategy must be employed to assure that the
training and placement of Upward Mobility candidates actually occurs. It is recom-
mended that bureaus secure ceiling slots by identifying and allocating vacancies for
the program. Identification of specific target positions must be made before a
vacancy occurs. Competition occurs to enter the position, but ultimate assignment
to the target position occurs without competition, assuming that the training program
is successfully completed.

1.10 Relationship of Upward Mobility to FEORP. Although FEORP is a recruitment
program that assists management in locating and attracting qualified/qualifiable
applicant(s) to such programs as Upward Mobility, it does not guarantee selection of
minorities and women; it does, however, attempt to ensure that sufficient numbers of
candidates are available for consideration for positions as they occur.

1.11 Other Sources of Information. Other sources of information related to Upward
Mobility include FPM Letter 713-27 on Upward Mobility for Employees in Lower
Level Positions; 370 DM 312 on Position Management; 370 DM 410 on Training;
current Departmental Equal Opportunity Guidelines; "Upward Mobility: Considera-
tions for Program Planning and Development,” an OPM publication; FPM Chapter
335, Promotion and Internal Placement; FPM Letter 338-9, Elimination of Chapter
271, Revision of Guidance on Training Agreements and Superior Qualifications
Appointment; FPM Letter 338-10, Revision of Instructions for Training Agreements
Permitting Accelerated Promotions; FPM Chapter 536, Grade and Pay Retention;
FPM Chapter 720, Affirmative Employment Programs; and OPM Handbooks X-118
and X-118C, Qualification Standards.

10/5/82 FPM-290
Replaces 5/27/76 FPM-203




DEPARTMENT OF THE INTERIOR
DEPARTMENTAL MANUAL

Personnel Part 370 DM Addition to FPM

Chapter 380 Upward Mobility 370 DM 380, 2.1

Subchapter 2. Program Requirements.

2.1 Bureau Programs.

A. Each bureau is required to implement an ongoing Upward Mobility Program
based on an Upward Mobility Plan. The program shall consist of the following phases:

(1) The planning phase shall consist of:

(a) Gaining support and resources from the bureau director and other
top level managers and supervisors.

(b) Identifying staffing needs by reviewing employee turnover and
changes in mission and program priorities to determine the kinds and numbers of
present and anticipated vacancies, and when and how many of these vacancies can be
filled via Upward Mobility.

(c) Determining which methods will be used (reaching underutilized
employees via merit promotion procedures, job restructuring, bridge positions,
position management, and the Departmental "Upward Mobility Training Agreement")
to make opportunities available to employees.

(2) The program development and implementation phase shall consist of:
(a) Identifying and establishing target positions.
(b) Designating target positions by entry level and target grade.

(c) Announcing Upward Mobility opportunities for underdeveloped em-
ployees through merit promotion procedures. The vacanCy announcement shall
identify the position as an Upward Mobility opportunity, state the title, series, and
grade of the target position, cover the duties of the target position, specify the
eligibility requirements and selection criteria, specify the approximate length of
training, indicate how and where to apply and identify targeted audience.

(d) Utilizing as appropriate, other vacancies for which underutilized
employees are eligible as part of the Upward Mobility Program; such vacancies need
not be identified as an Upward Mobility Program position prior to advertisement.
When such vacancies are being advertised, they must be identified and treated

as Upward Mobility Program positions,

(e) Assessing employee potential. Tools for assessing employee poten-
tial shall be job-related. They may consist of performance appraisals which show
transferability of related knowledges, skills, and abilities to the target position; self-
rating instruments which show motivation to assume more complex tasks and greater
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responsibilities; tests (when permissible according to Departmental and OPM regula-
tions); interviews which measure likelihood of success in meeting target job require-
ments; and assessment centers.

(f) Establishing appropriate training requirements and outlining an
individual development plan for each participant. On-the-job training, formal course
work, and individual study are options which should be considered in developing each
plan.

(g) Providing career counseling to program participants. Responsibility
for employee counseling in connection with the Upward Mobility Program should be
assigned to a specific person, preferably a member of the personnel/training offices.
The primary role of the career counselor is to provide the employees with the
opportunity to explore their career interests and to assist them in formulating
realistic career plans. Supervisors also assist in career counseling during their daily
activities with program participants.

(h) Evaluating the progress of the participant, at least quarterly or
after each assignment.

-

(i) Ensuring that all supervisors who have Upward Mobility trainees
working for them receive orientation and instruction in supervisory responsibilities in
Upward Mobility. Training will include: the supervisor's role in use of career
development plans; techniques for job restructuring; relevant elements of the Upward
Mobility Plan; counseling and coaching; and the philosophy and goals of Upward
Mobility.

B. Each bureau is required to prepare an Upward Mobility Plan and submit it to
the Director of Personnel for approval. Any bureau which would like to submit
additions or amendments to their original plan may submit it at least six weeks
before the beginning of the fiscal year. Bureau proposals to revise approved plans
should be submitted to the Office of Personnel well in advance of the fiscal year in
which the revised plan would take effect, to allow sufficient time for Departmental
review and approval. In addition, the Office of Personnel may request the bureaus to
prepare and submit reports on the implementation of their approved plans. This
report has been cleared and is assigned report control symbol, 3-DOI1-82-077.

(1) The Bureau Upward Mobility Plan shall be developed, implemented, and
evaluated in a joint effort by management officials, bureau Upward Mobility Program
coordinators, equal opportunity specialists, personnel staffing specialists, and others
as required.

(2) The Plan shall be approved by the bureau director or his designee, and
shall be a part of the bureau's permanent jssuance system.
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(3) The Plan shall be reviewed for consistency by the Division of Employee
Development and approved by the Director of Personnel.

(4) The Plan shall consist of guidelines and standards for pianning, develop-
ing, and implementing the bureau Upward Mobility Program. (Refer to "Upward
Mobility: Considerations for Program Planning and Development,” an OPM (WED)
publication.)

(5) The Plan must be consistent with Departmental guidelines, FEORP
Plans, and Office of Personnel Management requirements. (Refer to 5 CFR Part 720
of the regulations on FEORP and FPM Letter 713-27, Upward Mobility for Employees
in Lower Level Positions.)
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UPWARD MOBILITY TRAINING AGREEMENT
FOR THE
DEPARTMENT OF THE INTERIOR

Under the Master Delegation Agreement between the Office of Personnel
Management (OPM) and the Department of the Interior, the Department is
authorized to approve all training agreements, a function previously
reserved to OPM.

The attached Upward Mobility Training Agreement is hereby extended without
a time limit.

Morris A. Simms
Director of Personnel
Department of the Interior
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U.S. DEPARTMENT OF THE INTERIOR

TRAINING AGREEMENT TO FACILITATE UPWARD MOBILITY

THIS DOCUMENT IS NOT THE DEPARTMENT OF INTERIOR'S ENTIRE
UPWARD MOBILITY PROGRAM. THIS IS ONLY AN APPROVED
TRAINING AGREEMENT TO HELP IMPLEMENT A PORTION OF THE
DEPARTMENT'S TOTAL UPWARD MOBILITY PROGRAM.

PURPOSE

The purpose of this training agreement is to provide maximum
opportunity for lower graded employees to advance, so as to
perform at their highest potential. This purpose will be
accomplished in the Department by assigning selected employees
to trainee positions, which will prepare them through experience
and training to enter a different occupation which provides a
career ladder.

OBJECTIVES:

The specific objectives of the program are:

(1) To obtain more effective utilization of the capabilities
of employees,

(2) To provide a broader base for selection of personnel for
occupations providing career ladders and thus diversify
the employee population in those occupations.

(3) To motivate employees and create a climate conducive to
high morale.

(4) To provide lateral and upward mobility to employees,
particularly lower graded employees in general schedule
and craft/trade and labor occupations whose current
assignments do not provide for further advancement.

(5) To prepare the trainee to function effectively in the
immediate target position.

(6) To broaden career opportunities for employees appointed
under the Veterans Readjustment Appointment authority.

5/23/84 FPM-331
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position may be at the same level as the trainee
position or at the next appropriate level in

the occupational series for which the employee

is being trained. Ordinarily, the next appropriate
level will be either one or two grades higher than
the trainee's present grade or wage equivalent,
depending upon whether the target is classified

at one-grade or two-grade intervals. In no case
does this agreement authorize exception to the
time-in-grade restrictions of OPM regulations.

Before assignment is made to the target positionm,
the trainee must complete a full program of training

as described in this training agreement under Item IV,
LENGTH OF TRAINING.

Promotions and/or reassignment to the target position
will provide the employee with the opportunity for
further advancement up the career ladder. However,
additional development of candidates beyond the target
position will follow normal merit promotion and career
development procedures.

This training agreement is applicable to the target
position in any of the occupational series properly
classi:ied at one~ and two-grade intervals and any

craft/trade and labor occupations properly grouped

as semi-skilled and skilled.

Target positions may fall within any of the following occupastional

groups:

GS-000
GS-100
6s-200

Gs-300

GsS-400
GS-500

GS-600

Miscellaneous Occupation Group
Social Science, Psychology, and Welfare
Personnel Management and Industrial Relations Group

General Administrative, Clerical, and
Office Service Group

Biological Sciences Group
Accounting and Budget Group

Medical, Hospital, Dental, and Public Health Group
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GS-800

GS-900

GS-1000
G5-1100
6S-1300
GS-1400
6S-1500
GS=-1600
6S-1700
GS-1800
6S-1900
GS-2000

6S-2100

III.
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Engineering and Architecture Group

Legal and RKindred Group

Information and Arts Group

Business and Industry Group (except for GS-1101 series)
Physical Sciences Group

Library and Archives Group

Mathematices and Statistics Group

Equipment, Facilities, and Service Group
Education Group

Investigations Group

Quality Assurance, Inspection, and Grading Group
Supply Group

Transportation Group

SELECTION OF TRAINEES

A.

SOURCE OF ELIGIBLES

Trainees will be selected on a competitive basis in
accordance with Merit promotion guidelines from among
Department of the Interior employees without dis-
crimination because of sex, color, race, religion,
age, national origin, or any other non-merit reasons.
Selection will be made from among:

-- Department of the Interior employees wvho are currently
serving in grades GS-1 through GS~-9, or their wage
grade equivalents, and who are serving under career
or career-conditional appointments. Career and
career-conditional, part-time, and WAE employees
may be considered, but they must be willing to
work full-time if selected to participate in the
program.

-- Veterans Readjustment Appointment (VRA) appointees
will be eligible to compete for upward mobility
positions. If selected, VRA appointees will be
reassigned to trainees positions, and their initial
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training agreements under the VRA appointment, 1if
not entirely completed, may be terminated by
amendment at that time. They will remain on their
VRA appointments, however, until such time as they
have completed the required 2 years of service
necessary for conversion to competitive status. If
performing satisfactorily at that time, VRA's are
to be converted, in place, to competitive service
under the provisions of OPM Regulation 315.705.

-- Department of the Interior employees who are
currently serving in excepted positions under
Schedule A appointing authority under Section
213.3102(U), are also eligible to compete for
upward mobility positions.

-=- Candidates selected for development must possess
an overall background of sufficient level and
quality to indicate that they have the potential -
ability to perform successfully in the target
position and the ability to profit from the develop
ment experience.

B. EVALUATION METHODS

A three to five member review panel will be
established to assure that the evaluation process
is in accordance with merit principles. The
proposed selection procedures are outlined in
Appendix B,

C. ANNOUNCEMENT OF OPPORTUNITIES

All announcements made under this training agreement
will include not only the required specificity
regarding the job element criteria but will also
include the identification of title, grade, series,
and the promotion potential through normal career
ladder of the target position.
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Before reassignment and/or promotion to & specific target
position can be effected, all trainees must make up the
difference in qualifications from wvhat they bring into the
program and the qualifications required (whether general
experience or specialized experience or both) for the target
position as published in Handbook X-118; training time to
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plan will be prepared for each
1 be designed to have generally

the same pattern for the career field to assure that the

selectee acquires the n
for the career field at
position (see sample TIr
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Within 30 days after reassignment of an employee to the
“"¢trainee position," an individual development plan will
be prepared and may include any part of the following:

A. TFORMAL TRAINING

Selectee may participate in academic courses offered
at local schools and colleges or interagency facilites.
These courses, relevant to the target positions, may
be taken during or after working hours at Govermoment
expense.

B. ON-THE-JOB TRAINING

The selectee will be assigned responsible and productive
work assignments under one or a number of work assignment
supervisors. The supervisors will be chosen not only
because of their technical abilities but also because

of their supervisory experience and demonstrated interest
and skill in developing employees.

C. SELP-DEVELOPMENT

Trainees will be encouraged to participate in self-
directed developmental activities. The program may
{nclude reading of materials related to the career
field or in the case of craft/trade occupations
applicable job-related materials. They wvill also be
encouraged to participate in professional gocieties and
attend local institutions on their own.

VI. COUNSELING

Each work assigoment supervisor will consult with the trainee
concerning his/her learning progress and career goals at the
completion of each major work assignment or not less frequently
than quarterly. As appropriate, this counseling may be
expanded to include consultation with a higher level operating
official and/or a representative of the personnel division.

¥II. EVALUATION OF TRAINEE'S PROGRESS

After reassignment to the trainee position, an evaluation
will be made either quarterly or after each assignment

to assess progress of the employee in terms of meeting the
job element requirements and to review the training plan
to determine the need for modification. Upon completion

5/23/84 FPM-331
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of the training program, supervisors will make a final
summary evaluation of the achievement and performance of
the trainee. Trainees, likewise, will be expected to nake
wvritten evaluations of any formal training received., The
trainee will be considered to have met the gualification

requirements established for the target position upon

successful completion of training and may then be eligible

for reassignment and/or promotion to the target position.

Unsatisfactory Performance of Trainee - If at any point

in the training period there is an indication, as evidenced
by the supervisory evaluations or performance in training
courses, that the trainee is not performing satisfactorily
and will be unable to move into the target position, the
agency personnel officer or his/her designee, with the
trainee's supervisor and/or counselor, shall review the
situation and recommend an appropriate course of action
such as: (1) reassign the employee to a non-training
position; (2) reassign the employee to a similar traiaing
position under the direction of another supervisor; or

(3) extend the employee's training an additional six months.

FLEXIBILITY PROVISIONS -

To avoid frequent minor amendments to the agreement caused
by variation in mission of subordinate field elements,
changes in concepts of methodology in subject fields, or
training needs, it is permissible, provided it does not
extend beyond a total period of six months, to:

A, Tailor within the total scope and overall objectives
of the development program, the length and intensity
of the subject matter to meet the individual needs
of trainees.

B. Adjust elapsed training time as appropriate in individual
cases to cover contingencies such as sick leave,
emergency annual leave, or trainee's inadbility to grasp
a portion of the development assignment. '

C. Alter sequence of training to allow for learning
experience to be responsive to actual work situations
as they arise during the development period when
conditions or experience indicate the desirability of
such changes.

5/23/84 FPM-331
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D. Add or modify subject matter material depending .on
technological changes, the needs of the Department
or bureau, and the trainees, and evaluation experience
of the development program.

IX. ADMINISTRATION OF THE AGREEMENT

A. Chief, Division of Employee Development, Office of
Personnel. The Chief, Division of Employee Development
will represent the Director of Personnel in ensuring
Department-wide compliance with the terms of this training
agreement.

B. Bureau Personnel Officers. Personnel Officers will be
responsible for:

(1) Administering the program within their organizations,
including field offices.

(2) Ensuring that each proposed individual training plan
will enable the trainee to meet the minimum qualifi-
cation requirements for the target position.

(3) Providing counseling for trainees. -
C. Bureau Personnel Officers/Supervisors of Trainees.

Personnel Officers and the supervisors of trainees will
jointly be responsible for:

(1) Developing an individual training plan for trainees.

(2) Ensuring that the training is carried out as
outlined in the training plan.

(3) Making the final determination concerning the trainee's
placement into the target position either by
reassignment and/or promotion after having revieved
the training plan and the evaluation reports.

(4) Signing a statement certifying that the trainee
has satisfactorily completed the required training
in accordance with the provisions of this agreement,
This statement should be made a part of the employee's
Official Personnel Folder.

D. Bureau Line and Staff Officials. As part of their regular
supervisory and managerial responsibilities, line and
staff officials will be responsible for systematically
identifying and making upward mobility opportunities
available to employees within their own organizations.

5/23/84 FPM-331
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APPENDTICES

A. Qualification Analysis and Appraisal Form
for Personnel Positions

B. Selection Procedures

C. Position Description for a Target Position

0. Upward Mobility Vacancy Announcement

E. Instructions to Panel Members

F. Sample Training Plan

G. Training Evaluation Plan
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QUALIFICATION BTANDARDS APPENDIX A
PERSONNEL MANAGEMENT AND €5-200
INDUSTRIAL RELATIONS GROUI (p. 13)
QUALIFICATIONS ANALYSIS AND APPRAISAL FORM FOR PERSONNEL POSITIONS
-— Name «f Candidste Position To Be Filled | Grade

INSTRUCTIONS FOR DETERMINING JOB REQUIREMENTS: Check column A s follows: ¥ for s ability that is desirable b ;
¥ ¢ 1if 3D sbility 13 essential for accents ble performance; ¥ ¢ ¢ Ll ab ability is essential to sceeptable performance nn’d .::‘la, d';';‘“l;’ ‘v::un:lpeergm.
I AT iOR APFEAISAL INSTRUCTIONS: F | Knowled
2. QUA b : From your personai knowledge give your evalustion on esch checked iters b i
column C thru G which best expresses your appraisal of the candidste. Dase your evaluations on rsthand knowiedge only. lelmou,r ?::;u ;:h:t
the aandidste’s job behavior o0 s0y marked element was heard from someone efie, mark that elernent under columo O, *Don't l!now,"

Degree of
lmo?rnnce Co Mor: | More
ot clement bility state i m- | true false | Not | Don't

10 job A ¥ ments representing job elements | pieteiy | than than trae | K1 ow

Irdicate ¢: true false true

dior vI ¢

w ] (B) o|lo]lele] o

1. 8bows a good teal knowledge and practical understanding of basic relation-
snips of personne) InZNageNwnt funciions, tiworis, aind lechmques.

2. Is competent {n matters pertsining to:
s. Reciuitmen:, seection ana stawang

b. Examining

¢. Position classification

d. Ssiary and wage adniinistration

¢. Employee deveiopment and training
! f. Employes reiations

l, g. Labor relstions

b. Equal employment oppartunity

3. Demonstrates s good knowledge of, and skill in the use of the following:
a. JOO alidi) sl teciiQues

b. Interviewing techmiques

d. Negotating and bargaining lechniques

|
|
! ¢. Personne} measurement devtices and techniques -
+
|

¢. Adult educztion and training devices and .ucbnlquu

{. Information gathering or dsts collecting techniques

g. Techniques of constructing ssiary and wage schedules
h. Statistics! methods and techniques

4. Understands the ways in which persoonel mansgument can beld ad organization
acfeve 118 gosls,

5. Raistes personnel functions to the achievement of sflective, soooomical management
ana opersiions. .

{ 6. Fosters 1o mansgers and employees an attitude of responsive service 10 the public.

| Displays sbility to develop eflective communications betwess macagement, em-
pioyees, and empioyee groups.

8. Shows the ability to analyze complex problems.

8. Demoastrates crestivity io devising solutions to personnsl madegumest problerus.
10. Bhows the ability to carry through oo assignment.

11. Demonstrates the ability to gain scosptance of recommendations.

12. Dispiays effectiveness in personal work relationships with all lavels of responstbility
DOLN WiLNIN ANd OULSiue Lhe OrEANIZALION.

13. Demonstrates skill in oral expression.
14. Demoanstrates skill in written pressntations.
15. =ssShows ane ability to manage s program.
16. *#8howy ane abllity 1o develop, motivate snd manage o stafl.
17. Demonstrates the capacity to maks sound decisions.
13. Other.
I¥. Other,
Relationslup with candidate From To Your present position or title

Employer of superior

Peliow empioye
Otier (Sev fy) Sighsiure I Date

(T8-167)
August 1978

10/5/82 FPM-290
Replaces 5/27/76 FPM-203
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GS-200 ' PERSONNEL MANAGEMENT AND
(p. 14) INDUSTRIAL RELATIONS GROLP

QUALIFICATIONS ANALYSIS AND APPRAISAL FORM FOR PERSONNEL
STAFFING SPECIALIST POSITIONS

Name of Candidate I Position To Be Filled Orade

1. INSTRUCTIONS FORDETERMININGJOB REQUIRENENTS. Check column A ss follows: + for an ability that is desirable but not critical;
v v if an ahility is essential for scceptable performancc. + v v if a0 ability is essential to aceeptable performance and s high degree of it is especially
importart for top quslity perforinance, X .

2. QUALIFICATION APPRAISALINSTRUCTIONS From your personal knowledge give vour evalustion on esch checked item by marking the
column C thru ti which hest expresses your appraisal of the candidare. Base vour evalustions on firsthand knowledge only. U your knowledge of
the candidate’s job behavior on any marked clenient was heard from someone else, mark that element under column G, *“Don't Know."”

Degree of
importance . Com-
of element Abllity statements representing job elements pletely| true

to job tue | than
(Imdicate ~: false
Vi vvy)

(A) ®) ©) (D)

Not | Dom't
know

8 §ER
§

(03] (G)

1. Shows good professional knowledge and practical undersianding of basic relation-
ships lo{ msonnel managepent functions, principles and techniques relating 10 per-
sonnel staffing.

} 2. Is knowledeeable of the spplication of rules. requistions and statutes of personnel
staffing work in carrying out s personnel program in:
| (s) Federa} service

(b) public sector

| (c) private sector )
|

3. Is competent in matiers pertaining 10 persornei siaffing work:
s. Safrng: Competent in the application of job anaiyses and in the development or
application of ualification standards or other rating gu:des.

b. Eramining: Competent in the aprlicotion of auslification and the use of classifica- 1
tion standards. and of the develor ment of rating scheduies. and has knowledge of
the methods for job snalyeas, selection process and examining. I

¢. Reeruitment: Competent in desling with represenistives from s wide variety of |
professional associsiions and organizations 10 develor recruitment sources: and
skill in interviewing and counseling techniques, developing medis strategies and
developing recruitment sdvertisemenits.
!
!

classification. empioy ee relations. equsi employment opportuLity labor relstions,
in their relationship 10 the siaffing process.

3. Demonsirates a good knowledge of, skill in, ar abulily 10 use the following:
8. Job analysis techmaques

i 4. Has a practical understanding of the Lasic principles and 1echnigues of posinon
[}
¥
1

b. Interviewing techniques

¢. Personnel measurement devices and techniques
d. Negotiating 1echniques
e. Information gathering or dats collecting 1echniques.

* 8. Understands the ways in which personnel management can help an organization
j schieve its goals through an eflecrive and economical personnel management program.

Frsters in managers and emplovees an srtitude of responsive service to the public.
I isplays ability 10 deveiop eflective communicaiions between managetoent, em-
ployees. and empioyce groups in order 10 gain sccepiance of personnel programs.

9. Shows the ability to analyze complex problems relsting to the developtment and.or
implemeniation of personnel procedures.

10. Demonsirstes crestivity in devising solutions to persoanel management prodlems
that impact on organizational programs.

11. Shows 1he ability 10 apply or devise eflective plans, procedures or methods to casTy
out work assigrynents.

12. Demonstrates the sbility and skill 1o gsin sceeptance through oral expression of
recomnmendai jons and or decisions besed upon well developed facts.

13. Demonstraies the ability and shill 10 gsin scceprance through writien presentstion of
recommendstions and ‘or decisions based upon well deveioped facts.

o

14. Bhows an ability to manage s program.
15. Shows the ability reyulred to develop. motivate and manage s stafl.

16. Other.

Relationship with candidate From To Your present position or title

Employer or superior

Fellow employee
Otber (8pecify) Signature Date

(T8-167)
August 1978
10/5/82 FPM-290
Replaces 5/27/76 FPM-203
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Selection Procedures

The attached material describes a procedure that can be used in arriving at
the crediting plan in the appendix. These procedures are only one possible
way of developing a KSAO (Knowledge, skill, ability, or other characteristic)
based crediting plan. As each bureau adopts a KSAQO system, they may modify
it for use in their upward mobility program. As bureau plans are adopted,
one must remember the distinction between upward mobility selection and other
selection. For upward mobility purposes, some of the KSAQ's normally used in
the evaluation of applicants are not used in evaluation. Instead,the indi-
vidual that is selected is trained in these areas. This consideration of
measurement vs. training may require some slight modification to a bureau
standard procedure.

In general, any system used to develop a crediting plan for upward mobility
must contain the following elements:

A. A job analysis - This is a determination of what the job requires.
The job analysis identifies what will be done on the job and what
is required by the individual in order to do the job.

8. A determination of which KSAQ's will be used in evaluating appli--
cants and for which KSAQ's training will be provided.

O

For those XSAQ's that are going to be used in evaluating applicants,
one should determine the type of information that will be considered
and benchmarks examples for each level of credit that illustrates
how the factors will be used in the evaluation process.

D. The weights to be given to each KSAQ used in evaluation.

E. A tentative review of the KSAQ's on which the selectee will be
trained. This is needed to insure that training is possible. (A
complete training plan must be developed after the selection is
made - see Appendix D).

The following steps should be used in developing a rating guide with the
attached forms:

A. Determine the duties and KSAQ's needed for the job. In this step,

' the duties of the job and the KSAO's needed by an individual in
order to do the job are determined. Form A should be used at this
stage. The personnel specialist should review the position descrip-
tion, classification and qualification standards, any previous job
analysis of this or similar positions, and other relevant sources
of information. The supervisor and another subject matter expert

10/5/82 FPM-290
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(SME) should be consulted to obtain a list of duties and KSAQ's
required. A1l of the information should be reviewed and conso-
lidated by the staffing specialist.

The consolidated list of duties should be prepared on Form A and
the consolidated 1ist of KSAO's on the KSAQ form (Form B).

B. Decide which KSAQ's are to be measured and on which KSAQ's training
will be provided. Using Form B, the supervisor evaluates each of
the KSAQ's for relevancy to the duties and makes a determination of
whether it should be used in the selection process or if training
should be nrovided. Also, an initial estimate of the importance of
each KSAQ is made. This estimate will be used later in determining
the weights to be assigned each KSAQ in the crediting plan. The
staffing specialist should review the completed KSAQ Form. Because
of the upward mobility nature of the analvsis, an attempt should be
made to train for as many elements as possibie. However, be sure
that training is indicated as appropriate. form C may be useful
in making this determination. Note that it may be inappropriate to
either train or measure “cr an individuai XSAC or that both may oSe
appropriate for different aspects of a single «SAQ. =

Determining how each KSAC that is going to be used in evaluating
applicants will be measured. Using Form D, the staffing specialist
and supervisor and SME should determine wnat tools (e.g., appiication
form, panei interview, iawaras, taiiorea or standard supervisory
appraisal, supplements, training, education, etc.) should be used in
order: to obtain the needed information concerning the individual's
capabilities on the KSAQ. They must also determine how an applicant
will be evaluted and, finally, examples of backgrounds of applicants
which would be assigned the various point ranges. If a KSAQ is to

be used in a selective factor, this should be determined at this point.

(e}

Once Form D is completed for each KSAO, the staffing specialist,
supervisor, and SME should determine any weighting that should be
done. Because of the complete issues involved in using weighting,
each bureau is given wide latitude in determining any procedure to
be used in weighting. Normally, no factor should be assigned more
than 10 points before a multiplier is assigned, and no factor should
account for more than 40 percent of the final rating.

After the above process is completed, the bureaus should follow their
standard procedure in announcing, advertising, and paneling a vacancy,
with the following being addressed:

10/5/82 FPM-290
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1. The vacancy should be clearly identified as being an
upward mobility position.

2. 1f the panel objects to portions of the crediting plan,
these objections should be resolved before rating and
ranking occur.

3. After completing the rat1ng, ranking, and certifying pro-
cess, the panel should review the crediting plan and make
any modifications they feel would be useful if they were
to redo the process. This information will be used in
subsequent vacancies.

10/5/82 FPM-290
Replaces 5/27/76 FPM-203
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Directions for Form B

Instructions for Completing Job Analysis Forms

Thank you for participating in the job analyis panel. Enclosed are the
task 1ist and KSAQ Forms for the job we are analyzing. Following are the
directions for completing the task form.

Step A. Review the task list to see if all the tasks are important and/or if
any important task has been left out. If any task is not important, cross it
out. If thereare any additional tasks which are important, add these to the
bottom of the list.

'Step B. Review the KSAQ's 1isted on the KSAO form in the same way you review
the tasks.

Step C. For each KSAQ on the KSAQ form, record the number of the tasks for
which it is needed in colum 1, "Task #'s." (e.g., If KSAO #1 is needed in
order to do tasks numbered 2, 8, 9, and 11, record 2, 8, 9, 11 in column 1).

Step D. You now must decide if you think a person should have this KSAQ
prior to selection for the job, or can we train the person on the KSAQ after
selection. If you feel that we can/should train a person on this KSAQ check
column 2 (training). If you feel that a person should have this KSAQ when
they start the job,check column (measure). If you feel that a person should
have scme of the KSAO when they first start the job but that we should also
provide further training, check both columns 2 and 3.

(Do not ccncern yourself with tne type of training (0JT, forms, etc.) or the
measurement procadure that we will use at this point. We will decide these
questions at our final meeting.)

Step E. You will now need to make a judgment on the relative importance of
each KSAO. In making this judgment you will need to consider such factors as

o Critically - What happens if a worker does not possess the KSAQ
0 Success - How will a person who has this KSAQ perform
o Frequency - How often is the KSAO needed or used.
In making your judgment, please use the following scale:
Relative to the other KSAO's on the list, the KSAQ {s
7. critical

4. of average importance
1. unimportant

10/5/82 FPM-290
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Measurement Procedures for
SME PSS
vSAQ (4 ) Date
Tools: 171 , Sup , S.A. , Int

Usage: S.O. , C.P.

Test . Other (specify)

fseneral Description

txamples of Perfcrmance Crecited at each Level
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Servie Saries Omde
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NonExempt FLSA
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Personnel Management Specialist GS 2011 7 1
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its organizational relationships and that the position
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statutory purpcses relating to appointment and payment
of public funds and that false or misleading statements
may constitute violations of such statutes or their
implementing regulations.
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Personnel Management Specialist GS-20l1-7

— This position is in the Office of Persocnel Management which bas primary
staff responsibility for planning, developing, and implementing policies,
progracs, standards, and systems for the effective utilization, deveiop-
men: and management of human resources to accomplish the overall missicrs
of the Department; for evaluating the effectiveness of the Department's
personnel management program; and for the analysis of position structures.
The Office has Departmental responsibility for Office of Management and
Budget and Office of Personnel Management directives, as assigned and 1s the
liaison with these organizations and other agencies concerning human
rescurces management. The Office interprets lawvs, executive orders, rules
and regulations, and provides technical and professional assistance,
acvice and guidance to the Secretariat and the bureaus. The Director,
Office of Personnel Maragement, is responsible to the Assistant Secretary -
Pelicy, Budget and Adninistration and is aided by six Divisionms.

Duties:

Performs a variety of developmental assignments of progressive difficulty
in functional specialties of personnel management, specifically, position
classification, staffing, employee relatiomns, labor relatioms, and
employee development. Assignments are designed to improve the trainee's -
grasp and understandin; cf personrel czragerent, in particular to develop
competence in position classification and staffing. ot :

Receives continuing guidance in the methodology and performance of

work assignments involving classification analyses and evaluations,
{nterviewing applicants and evaluating qualifications, counseling regard-
ing benefits, employment problems, career development; and assisting
labor relations specialists in researching case problems.

Participates in planned formal educational programs such as university

courses, interagency programs, professional society meetings, seminars,
and related activities.

Knowledge, Abilicies, and Skills Reguired

Basic knowledge of OPM, OMB and Interior poiicies, standards and guide-
lines relating to the ‘personnel management functicn with special emphasis
on position classification, staffing, and employee benefits.

Ability to research, collect, verify, and analyze informatiom, such as
qualification and classification stancards and requirements.

Skill in dealing with individuals in person aad by telephone.

Knowledge of the Department's organization azd functicunal responsibilities
of the Department's Office of Personnel.

10/5/82 FPM-290
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Suoservisorv Controls

works under the general supervisiorc of the Chief of the Division of
Employmeat and Position Managexnent. Receives assignrents and guicance
from higher graded personnel specZ 1ists. There are ZTtequent checks
on assigr=ents aad considerable coaching due to the tTainee nature

of this position.
Guidelines

Incumbent folicws established policy anc uses {udgnent in fcliowing arnc
cerpreting guidelines, procedures, and standaris.

Complexity
The nature of assigroents varies, but is of sregressive difficuity.
Tasks are sometizies poz-Toutine and unprececentec. Conditions vary

accoréing to the phase of work or specific issues involved.

Scope anc Effect

The accuracy and reliability of the verk reflects o= the capabillity
apnd crecivility of the Office of Personnel.

Personal Contacts

Day-to-day contact wizh professicnacls wighin PP, with professionals
and other exgployees at bureau heacquarters personnel offices, other
personnel specialists ino the Departaent and outside.

Puroose of Contacts

The purpose of contacts is to give, exchange, or gather inforzation, T
to provide a service or assistance.

Phesical Dexands

The work requires long periods of sitting and good_;onccntration.

10/5/82 FPM-290
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United States Department of the Interior

OFFICE OF THE SECRETARY
WASHINGTON, D.C. 20240

VACANCY ANNOUNCEMENT
UPWARD MOBIiLITY

POSITION: Personnel Management Specialist
GS-201-5/7 Announcement No.

LOCATION: Office of the Secretary, Office of
Personnel Management, Division of [ssuing Date
Employment and Position Management

AREA OF CCNSIDERATION: Departmentwide (Washington
Headquarters) Closing Date

AN EQUAL OPPORTUNITY EMPLOYER: A1l eligible applicants will receive consideration
without regard to race, color, creed, sex, politics, religion, national origin,

. age, or other non-merit factors.
DUTIES: The trainee will be assigned a variety of developmental assignments._of
progressive difficulty in functionai specialties of personnel management; specifi-
cally, position classification, staffing, wage and pay administration, and empioyee
benefits. Assignments are designed to improve the trainee's grasp and understand-
ing of personnel management, in particular to develop competance in position
classification and sta<fing.

Receives continuing guidance in the methodology and performance of work assignments
involving classification analyses and evaluations, interviewing applicants and
evaluating qualifications, counseling regarding benefits, and assisting specialists

in researching case problems in wage and pay administration.
§LI§I§ILI17 REQUIREﬁENTS: In order to be considered for tnis position, applicants
must:

- Currently be employees serving under career or career-conditional appointments
or having reinstatement eligibility;

- Currently be employed in the Department of the Interior in positions which are
classified at one-grade intervals, GS-5 through 9 (or wage grade equivalent);
and

- Have a current record of performance and conduct which is satisfactory or higher.

: T Through use of the Department of the Interior's Training Agree-
ment for Upward Mobility, underdeveloped employees with demonstrated potential who
do not meet the basic qualification requirements, as found in the X=-118 Sta: lards,
and underutilized employees who do meet the standards, will be given th. oppcrtu-
nity to be competitively selected and trained for the position.

10/5/82 FPM-290
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Upon selection, the trainee will be placed in a GS-5 trainee position if
currently a GS-5 or 6, or placed in a GS-7 trainee position if currently a GS-7,
8, or 9. Selection will be based on evidence of the candidate's potential to
perform in the target position. This will involve use of such tools as perfor-
mance evaluations, assessment of potential and interviews when necessary, as well
as review of past work and experience, outside activities, training and awards.

Candidates will be evaluated by a Rating Panel and rated on the following
factors: (1) application of theory to practical situations, (2) analysis and
organization of information, (3) verbal communications, (4) written communica-
tions, and (5) work habits and response to work situations.
LENGTH OF TRAINING: Approximately months. Length of training will vary,
however, based on the development and ability of the individual to perform in
the target position as determined by the supervisor.
PROMOT o4 P0TENT.AL: 1nhis 1s an Upward Mobility position with noncompetitive
promotion potential to GS-11. However, the intent is to place the person
sucessfully completing their training in an operating nersonnel office at the
bureau level. It should be noted, however, that promotion is neither guarantzed
nor automatic. Promotion will depend upon successful performance. Succasstul
serformance as a trainee and completion of the training Jrogram will enacie zne
trainee to qualify and be promoted to the next career ladder grade level. Future
sromotions will be basad on demonstrated skill and experience as defined in .
“anabook X-118 and will be contingent upon attaining the full performance level in
ne carser ladder. _
SEVELSPMENTAL PLAN: An individual training ofan wiii be designed tor tne
Thdividua] selected and will cover the entire training period. The-plan will
speci<y developmental assignments involving on-the-job training as well as
formal training courses. The training plan will correspond to the particular
needs of the individual selected, in order to meet the requirements of the
target position. )
HOW 10 APPLY: Interested applicants MUST submit the following:

- Current Standard Form 171

- Supplemental Application Form (copy attached)

- 2 Supervisory Appraisals (Only the attached forms will be accepted; one
must be completed by the applicant's current supervisor and the other
should be completed by a previous supervisor.

These forms should be sent to:

Chief, Branch of Personnel Operations (A)
Office of the Secretary, Room 5453
Main Interior Building

Standard Form 171 must be received in this office on or before the closing date
of this announcement. The appraisal forms and supplementary applications should
be received no later than 3 working days after the clesing date. Applicacions
will not be further considered if all required forms have not been received when
-he rating process begins.
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Vacancy Announcement No.

Name of Applicant

Supplement for Personnel Management Specialist, GS-201-5/7

The purpose of this supplement to the SF-171 is to collect information that is
directly relatad to the rating factors which will be used in evaluating appli-
cants for this job and it is intended as a way for you to draw attention to
your abilities. You may add information not identified in ycur SF-171 or
expand on that which is identified. You should consider appropriate work
experience, outside activities, awards, training and education for each of the
factors listed below. Use additional paper if needed.

Factor 1 - Ability to anpiy theorv to practical situations (includes abiiity
to interprat regulat-ons and laws; abiiity to work in an environment
where procedures are not clear-cut or defined)

Factor 2 - Ability to organize and analyze information (includes ability to
researcn information irom various sources, analyze information,
and draw conclusions based on analyses)

10/5/82 FPM-290
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Factor 3 - Verbal communications (includes ability to listen and evaluate infor-
mation, to obtain desired information, to effectively present informa-

tion verbally, and to meet and deal with people)

Factor 4 - Written commnication (includes ability to write clearly and

concisely)

work under pressure and

Factor 5 - Response to work situations (ability %o
ability to meet deadiines)

10/5/82 FPM-290
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APPENDIX E

UPWARD MOBILITY
VACANCY ANNOUNCEMENT
—_ Personnel Management Specialist, GS-201-5/7

Instructions to Panel Members *

Attached is the rating sheet to be used in evaluating all applicants meet-
ing eligibility requirements for this position. Also attached are copies
of the position description and vacancy announcement.

In rating the applications, the following should be taken into consideration: -
practical experiance, education, training, supervisory evaluations, and
outside activities. Awards will be taken into consideration under the
appropriate measurement device (e.g. a special achievement award for assist-
ing in setting up orocedures for a new office would be considered under
Factor 1 - Work experience).

Below are listed the factors to be used in rating the applications. (The
attached rating form provides a detailed breakdown of the eiement). Note -
that even thougn the total number of points possible for a particular
factor may be as high as 20, you will never assign a rating higher tnan 10
for any one factor . . . ratings will then be adjusted according to the -
relative importance of the factor (for example, factor 1 is worth 20 of
the 70 points possible. You assign a rating of from 0 to 10 and this
rating is muitiplied by 2 for your final score under this factor. An
applicant would receive a rating of 0, 2, 4, 6, . . . 16, 18 or 20 for this
— factor.).

1€ an applicant shows no evidence of having the indicated experience, or it
could not qeasonably be assumed that such experience was gained in the work
described, he/she should be assigned a zero in that area.

Applicants' scores must not be discussed outside of the panel meeting. If
you receive any inquiry about the panel session or the results thereof,
the individual seeking such information should be redirected to the per-
sonnel office. '

Rating Factors:

1) 20 points: Application of Iheory to Practical Situation
2) 20 points: Analysis and Organization of Information

3) 10 points: Verbal Communications

4) 10 points: Written Communications

5) 10 points: Work Habits and Response to Work Situations

*The three panel members will consist of an Upward Mobility Coordinator,
T a subject matter specialist, and a personnel management specialist.

10/5/82 FPM-290
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Factor 1: Application of theory to practical situations

Elements: -ability to interpret regulations, procedures and laws
-ability to readily apply theory to an actual situation

Basis of Evaluation:

Supervisory Appraisal (S. A.) - Factor 1

Work Experience - 171 and Supplemental - Factor 1
Outsiage Activities - 171 and Supplemental - Factor 1
Education - 171 and Supplemental - Factor 1

Benchmarks:

H -Superior S.A. (Factor 1)

-Work experience in an area involving use of and interpretation of
complex and voluminous regulations and/or lack of set procedures
e.g. experience gained as an acccunting clerk; personnel assistant
-Outside activities - nolds an office (e.g. Vice President) in an
organizaticn

-Education - 2 or more years of college (particularly if it has
involved case studies)

M  -Above average S.A. (Factor 1)
-Work experience involving frequent reference to regulations or
procedures but regulations/procedures are less compliex or voluminous
e.g. experience as a personnel clerk requiring reference to
requlations but infrequently requiring interpretation; experience
as a secretary assisting in the establishment of a new office - setting -
up procedures :
-High School graduate

L -Average S.A. (Factor 1) .
-Nork experience is routine in nature and requires relatively little
interpretation of regulations/procedures e.g. secretarial experience
requiring reference to Government printing manuals; experience as a
records clerk

10/5/82 FPM-290
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Factor 2: Analysis and organization of information

Elements: -ability to organize information from a variety of sources
-ability to analyze information
-ability to draw sound conclusions based on analyses

Basis of tvaluation:

Supervisory Appraisal (S.A.) - Factor 2

Work txperience - 171 and Supplemental - Factor 2
Outside Activities - 171 and Supplemental - Factor 2
fducation - 171 and Suppiemental - Factor 2

Bencnhmarks

A -Superior S.A. (ractor 2)

-iork exgerienca that inve’ves gathering informaticn ‘rom a variety of
sources (requires actual research and sources vary from one assign-
ment o another), analyzing and evaiuating the information, AND making
recommendations cr presentations based on conclusions 2.3. experience
as a statistical or research assistant

-Qutside activities - e.g. voiunteer work with Red Cross requiring
gathering and summarizing statistics related tc a naticnal disaster

-Education - 2 or more years of college (particularly if it has involved
considerable research and preparation of term papers and theses)

‘----O------o------------o------q-----—

M -Above average S.A. (Factor 2)

-Work experience has required substantive analysis of information (of
moderate difficulty) but the research is fairly routine and/or
recommendations are not made or are very closely reviewed e.g.
experience as a secretary whose supervisor frequently requests her to
prepare reports requiring fact-finding and related to his/her program
area; experience as a correspondence clerk requiring analysis of
income requests for information and preparation of responses (other
than form letter, standard responses) :

-High School graduate

L -Average S.A. (Factor 2)

' -Work experience involves little substantive analysis of information;
evaluation of information is fairly routine in nature
e.g. secretarial experience involving reviewing incoming mail and
determining appropriate referral; clerical experience involving
review of forms for completeness of information

10/5/82 FPM-290
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Factor 3: Verbal communications

S SE—————

Elements: -ability to listen and evaluate information

-ability to obtain desired information
-ability to effectively communicate orally
-ability to meet and deal

-ability to use tact and diplomacy

Basis of Evaluation:

Supervisory Appraisal (S.A.) - Factor 3

Work Experience - 171 and Supplemental - Factor 3
Qutside Activities = 171 and Supplemental - Factor 3
Training - 171 and Supplemental - Factor 3 ~

Benchmarks:

H

-Superior S.A. (Factor 3)

-Work experience where the emphasis is on meeting and dealing with
people e.g. experience as a tour quide, interpretaer in the Parks, -
sales person, secretary in a Public Affairs or Assistant Secretary S
office with receptionist/screening assignments

~Qutside Activities - prnsident of PTA, member of Toastmasters,
member of a2 debating team, amateur actor

-Training - public speak1ng courses

-Above average S.A. (Factor 3)

-Work experience involving considerable contact with people, but of a
more routine nature e.g. experience as a secretary at the Division -
level with normal screening/receptionist assignments; clerical exper-
ience (such as Payroll Clerk) requiring frequent contact with a
variety of people

-Average S.A. (Factor 3) '

-Nork experience involves contact with a limited number of people or
nature of contacts is very routine e.g. clerical positions primarily
involved with typing; 11brary technician primarily 1nvolved in
cataloging

10/5/82 FPM-290
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Factor 4: Written communication

Elements: -ability to write clearly and concisely

Basis of Evaluation:

Supervisory Appraisal (S.A.) - Factor 4

Work Experience - 171 and Supplemental - Factor &
Outsiae Activities - 171 and Supplemental - Factor 4
Training - 171 and Supplemental - Factor 4

Benchmarks:

H -Superior S.A. (Factor 4)

-Work experience requiring writing on a variety of topics and involving
some substantive program knowledge e.g. correspondence clerk; secretary
writing nonroutine responses to inquiries, drafting position descrip-
tion, etc.

-Outside activities - editing an organization's (e.g. PTA) bulletin
writing for a school newspaper

-Training - CSC courses in writing

-Education - 2 years of college (particularly if in English, journalism,
g+z.) or a degree from a2 business scheel (if courses include writing)

M -Above average S.A. (Factor 4)

-Work experience which has involved writing on a variety of topics,
but of a more routine nature e.g. secretary writing responses to
employment inquiries, thank-you notes, etc.

-Education - high school degree

L -Average S.A. (Factor 4)
-Work experience which has required limited writing, use of sample or
fairly standardized memos and letters

10/5/82 FPM-290
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Factor 5: Work habits and response to work situations

Elements: -ability to work under pressure
-ability to meet deadlines
-ability to establish and maintain effective work relationships
with supervisors and co-workers
-ability to accept constructive criticism and a willingness to
learn from it .
-personal deportment and appearance
-dependability

Basis of Evaluation:

Supervisory Appraisal (S.A.) - Factor § ,
Work Experience - 171 and Supplemental - Factor 5

Benchmarks:

H -Superior S.A. in all elements under Factor 5 _
-Work experience demonstrates high pressure situations and numerous -
deadlines e.g. work involving meeting deadlines for a newspaper,
secretarial or typing work in a budget office etc. where there are
frequently externally imposed deadlines, payroll clerks

M -S.A. - Superior on half the elements/Above average on the other half
-Work experience includes numerous deadlines and moderate pressure
e.g. secretarial work at most division levels

L -Average S.A.
-Work experience involves 1ittle pressure e.g. clerical work with
few tight deadlines to meet

10/5/82 FPM-290
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" APPENDIX &
TUARD MASILITY TVALUATION (Trainee)

EVALUATION BY SUPERVISOR

Instructions = The immediarte mpervisme wil sveluare the empieyes in fresning obijsctivoly, sampanng him with sther enpleyees
undergeing the same training with sther persennel essigned the seme or simil or work, or with individual stenderds.

RELATIONS WITH OTHERS

ATTITUDE-APPLICATION TO WORK

JUDGEMENT

EXCEPTIONALLY WELL ACCEPTED

QUTSTANDING In ENTHUS ASM

EXCEPTIONALLY MATURE

WOAKS "ELL M TH CTHERS

VERY INTERESTED & 1NOUSTRIOUS

ABODVE AVERAGE iN
MAKING DECISIONS

GETS ALONG SATISFACTOMLY

AVERAGE (v DILIGENCE
AND INTEREST

USUALLY MAXES THE
MGuT ORCIRON

nas € & rn Ly SOMEWH AT INDISTE hd OGEMENT
WORKING MITH OTwERS A mEN OFTEN USES POOR JU ¢ !

CONSSTENTLY USES |

WORKS VERY BOORLY WITH OTHERS POOR JUDGEMENT ,

DEFMMTELY NOT INTERESTED

DEPENDABILITY ABILITY TO LEARNM

OVER-ALL PERFORMANCE :

COMPLETELY JEPENCABLE ~EZAANMS VE®Y JUICKLY -8 SYTSTANCING

ABOVE AVERAGE

§
'
b
|
In DEPENCASLITY

LEARNS READILY vERY JOOC

USUALLY CERENCABLE AVERASE 1M _ZARNING ASOVE AVERAGE

WCHMETIMES NESLICTSUL

QA CaRELE3S avERAGE

RATHEAR SLOW TO LEAMM

-

ELOWw AVERAGE

T
UNAELIABLE ’ VERY SLOW T _SAfm

QUALITY OF wORX . | maRGinaL '
] i | CONSISTEN"LY EXCEED ) . H
EXCEL.ENT | | aesuinewen=s ;| ussamsracTomy J
— SREILENTLY IXCEECS i 1
vemY Good ’ ( AL Ou REMENT : !
AvEmAGE ‘ NEETI RECUI AEMINTS | ATTENDANCE ! PUNCTUALITY
| TRECURNTLY BELOW { l t
SELOW AVERAGE | REOUIRENEN TS i REGULAR { AECULAR
' CONSISTENTLY BELOW i I e n '
varr soon | agouieemernTs o] immgauea 1AREGUL AR i
WHMAT TRAITS MAY HELP CR “INOER THE DWPLOYEE'S ADVANCIMENT?
AEDMARKS
\PEAVIION s HGHATURR ' oaTR
BWPLOYER SGNATURE (Your signamure an i pem indleares eniy el Mo svaiusiin @ SSwesion hae ! gATE

1ahen ploce and ot you sre swers ol e mn ten e 0) '
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UPWARD MOBILITY EVALUATION
instructions — Thirry (30) days after treining ond every ninty (90) days thereafter unti! treining is completed, Supervi see/ Menager end ’
copies. Distributien of copies will ba rhe sriginal copy

the Empleyee will discuss this eveluation and complete this ferm in four (4)
regional Persannal Office: | copy for the empleyee and 1 cepy for the omployee’'s foldor moinreined by Super—

1o the appropn ate
visor: Manager.

EMPLOY EE NAME T MOSITION AND GRADE

REPORTING PERIOD DATE

PARK ‘OFFICE
FROM hg-)

SUPEAVISOR TARGET POSITION

EVALUATION 8Y EMPLOYEE
5 OBJECTIVES, AS TmEY NERE STATED TO YOU~

1. DO YOU FEEL TWE TRAINING PROGRAM 1S ACCOMPLUISHING ¢

OM TRAINING, SoRMESPCNCENCE SOUNSES, SEMINAAS OR MEETINGS WHICH

2. PLEASE DESCRMIBE BRIEFLY Aco C.ASSRO
vEa. =AVE ATTENDED DURING TmIS PERICEC.

3. DO vOU FEEL YOUR ASSIGNMENTS ARE INCREASING YOUR TECHNICAL <NOWLEDGE?

4. 1M WHAT AREAS DO YOU FEEL YOU NEED FURTHER TRAINING?

COMMENTS

10/5/82 FPM-290
Dorlarec 9 /27/76 FPM—ZOB



