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MEMORANDUN FOR ALL EFFICILHNCY RATING AND REVIEWING OFFICIALS

SUBJECT: Froposed Element Fatterns for Efficlency Ratings.

Attached is a list of pertinent and especlially important
elements for mest pcsitions in CIA. This 1list has been prerared
as a general gulde for rating officials and tc advance unifcermity
in the preparation of efficiency ratings. The patterns are not
mandatory. In the event a rating official finds a sugpgested
pattern inadequate or inapplicable to a job under his supervision,
he should delete or add elements tc form a pattern which will
adequately cover the duties and responsibilities of the positicn.

Flement patterns for jobs not aprearing on the list are to
be selected by rating officials. In such cases a somewhat similar
Jjob can usually be found in the attached list for use as a gulde.

An efficlency rating should reflect how well, how much, and
in what manner an employee performs the duties of his pesiticn.
His work 1s judged agalnst the reasonable standard of perfcrmanrce
which his superviscr has generslly prescrilbed and accepted as
adequate. The sselecticn and marking c¢f elements from amecng the
first ten listed on Form &1 should indicate the quality of an
employee's perfcrrance, Elements numbered 11, 12, and 13 ars
intended to reflect the productiveness c¢f an employee, A
salectlion 1s usually made between number 12 and number 13,
BElements selected and marked from among numbers 14 through 19
‘sheuld reflect the emplcyee's attitude toward his job or the
manner of his performance. Number 20 1s usually applied to CFC
Jobe such as Carpenter and Janitor where physical fitness fer
tlie work 1s important.

An emplcyee's performance of administrative, superviscry,
and planning functicns for which he 1s respcnsible 1s dirsectly
reflected by the selection and marking of elements from among
numbers 21 through 3l. Elements number 21, 22, and 23 are
Intended feor rating an emplcyee's efficlency in poclicy determina-
ticn, organizeticnal planning, and the devising c¢f procedures at
a high level. Elements number 24, 285, 26, and 28 deal with the
nanagement phasas of a Job, and elements number 27, 29, 30 and
31 are intended fcr use in reflecting qualities of leadership.

THE EFFICIENCY RATING COLVITTLEE, CIA
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Sugreated Llement Patterns for Lfflcloncy Ratings
Central Intelligence lgency

agch 1049

Position

Element Fattern

Acoountant (llon Supervisory)

Accountant (Supervisory)

Acoount or Audit Clerk

Adm. Aid

Adm. Analyst

Adm. Agst. (Non Supervisory)

Adm,. Asst. (Supervisory)

Adm, Officer (Advisory Capaoity)

Adn. Officer (Division or Section
Chief's of same Adm.
level)

Advigor or Consultant

Appointment Clerk
Attorney (ifon Supervisory)

Attorney (Supervisory”
Auditor (Fiscal) \

Biologist
Budget Analyst

Budget Offiocer

3, 6, 7, 8, 9, 10, 13, 34, 16, 19

8, 5, 8, 9, 11, 12, 14, 15, 18, 19,
24, 26, 26. 50

5, 4 8o 7, 11, 12, 16, 19
3, 4, 6, 7, 10, 11, 12, 14, 15, 16, 19
9, 10, 11, 12, 14, 15, 17, 18, 19

3, 5, 6, 9, 10, 11, 15, 16, 18

5, 8, 9, 10, 11, 12, 14, 15, 15, 17, 19,

25, 27, 29, 30

5, 10, 15, 18, 19
22, 27, 28, 30

5, 9, 10, 15, 16, 19,

21, 24, 25, 26, 27, 28, 30

e, 9, 10, 15, 16, 18,

22, 30
_:_5_: 43 _6_0 la 113 .].-_2.' ..1_6.' ..].ag
.!'-3" 6. 9’ E’ E. 18, 19

23, 29, 30,
5, 9, 10, 15, 117,
22. 25, 24. 20’ 26' 27. 29’ 30, 31

9, 10, 15, 16, 17,
22, 23, 24, 25, , 26, 27, 29, 30, 31

5, B, 9, 12, 14, 15, 18, 19

3, 5, 6, 8, 8, 10, 11, 12, 14, 15, 17, 18, 19

8, 10, 14, 15, 16, 19,
21, 22, 23, 24. 25, 28, 27, 30
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fogition

Element Pattern

o

3

Imployee .elations Counsclor

Engineer (Superéisory)
Engineer (Aero)

Lngineer (Chenical)

Enpineer (Construction)
Eorineer (.lectrical) ~ (fadio)
Engineer (.aterial)

Enpineer (.cchanieal) -
Lngineer {Qrdnance)
Lnpineering Ald

Engineer (Drafteman) .

Exgoutivo Offioer

File Clerk

Fisenl Agcountinrg CSlerk
Geoprapher P~3 to i~B
Geolopiat '

Graphic Designer

vForeign LAffairs Advisor

6, 9, 10, 11, 15, 16, 19

3: 50 65 Ly Bs 11, 14, 16, 19,
22, 24, 26, 30

€, 11, 17, 18, 19

i
, 8, 13, 17, 18, 19

3, 6, 9, 10, 12, 15, 18, 19,
25, 30 :

3, 8, 11, 17, 18, 19

30

Se Ls 6, 8, 9, 11_5 14, 16, 19,
30 .

3, 5, 6, 8, 8, 10, 11, 17, 18, 19,
B, s 6 s §, 10, 11, 17, 18, 19.
B3y Ba 2 6, 11, 12, 16, 19

3, 4, 6, 8, 10, 12, 18, 10

5, 9, 10, 14, 15, 17, 19,
22, 28, 30, 31

3+ 8s Is 11, 12, 16, 19

En Lirs 9, 11, (_}_§ or ..].'E’.)' 16, _19_

3, 4, 5, 7, 10, 12, 15, 18, 19
9, 20, 15, 16, 1¢, 19
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Pusatlum

foreipn Hffairs onalyst
(Supervisory)

¥ orcan Affoirs JiTicer
(iion Supervisory)

Guard
lirstorian rel oto Jed

liigtorian P o Pet

loistin~ .achino uperator

I1luatretor - [llustrative Draftsman 3

Instructor (Von Suservisoryl.

Instructor (Suporvisory)

Intolligence Anolyst
Intollijencs Jfi'icer
ihtelli;zende sditor
- Investipgator

Janitor

lahorer (Skilled)

Laborer {Sunorvisory)

loave Clork

Tibrarian

librarian (dcquisition)

ApproVed For Release 2001/07/25

Pa Uﬁ 9, 103 113 1-3, 1€)p lug 19
315 22‘ 2"‘5 293 \)0, 01

6, 10, 11, 14, 18, 18, 19
21, 22, 23, 29, 0

7, 15, 19, 20
3. 6, €, 10, 12, 14, 18

9 E' 1, 93 E'Qp 1".‘?3 lb
24, 27, o0, 31

1, 5, B, 2, 11, 12, 16, 19
» &5 6, By 10, 11, 16, 16, 10, 19
3, 95 10, 11, 14, 15, 7

10, 11, 14, 18, 17.

,
2%, 26, 20, 28

£, 6, 9y 10, 12, 14, 15, 17, 19
5, 9, 10, 14, 15, 16, 17, 19
5, 6, 9y 10, 14, 1o, 16, 27, 19
3s 5s Op Pu 10, 12, L7, 18, 19
G, 7, 11, 12, 16, 19, 20
6.'

6, Tp 11, X6, 19, 0
2. 2h, 26, 29, SC

ast it}

Do 4y Da Bo 11e ..]:.?.ﬁ 28, 18

——t -

»33 :5 r/,u 9!;, 1.!& ._L)p _.8”
f:Lsy gvg 25',] 2{55 60.

‘JQ \19 83 9;5 1(\9 1&* ]4;; 1)g 16“ 19
ﬁq ‘ )“ ("’;h ﬁg
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Pogition

Element Pattern

Librarisn (Cataloguer)
Iibrery Assistant
Liaieon Officer
iachinist

dail Clerk

:utanagemént Analyst
Hochanie (Autmoﬁile)
oagengor
Jetallurgist
ileteorolopiat
iichrophotographer
Jichrophotographer (Supervisory)
sime ograph Qperatur

ligoellaneous Duplioating
Equipment Operator

Motor Vehiocle Dispatcher
Nurse (Non Supervisory)
Burse (Superviaory)
Office Appliance Repairmen
Office Deviee Operator

Operationa Officer
(P=4/CAF=11 or higher)

Operations Offioer
{throughk P=3/CAF-0)

Organization & lethods Examiner

Payroll Clerk

3s 8, 8, 11, 12, 18, 19
'5; ‘ga 1' ﬂ. 12, 716. 19

B, 8, 9, 10, 11, 12, 14, 15, 16, 17, 18, 19

31» 2» Be 16, 17, 18, 19
Bs 45 6, 7, 11, 12, 19

%, Bs 65 8y 8s 20, 11, 22, 14, 15, 17, 18, 18

1, 2, 7, 11, 18, 18, 19 -

3s 8, 7, 11, 12, 168, 19, 20
3, Bs 8, 9, 10, 12, 1§, 17, 19
3» Ss 8o 30, 12, 17, 19

-

» 30 44 6, 7, 11, 12, 13, 16, 18

2, 3, 5, 8 9, 11, 12, 18, 16, 18, 19
24, 25, 26, a7, 29

3, 4, 6, 8, 11, 12, 19

3,468 1,1 0

3.5, 2.8, 11, 15, 18, 18, 19

3, 5, 74 8, 1}, 15, 16, 18, 19

1s 3, 7, 8 9, 11, 15, 18, 17, 18, 19
350 _

B, 8, 8, 11, 18, 17, 18, 19

24, 25, 26, 30

1p 24 8 8 11, 12, 16, 18

2, 7, 8 11, 12, 16, 19

5y 6y 7, 8, 10, 15, 16, 17, 18, 19
22, 25, 26, 30, plus Sense of Seourity

Gy 8+ 75 84 12, 17, 18, 19, plus Sengs
of Seourity -

Sy 8, 8 .l.Q’ 12, 14, 18, 18, 19

28, 26,90
3o 40 80 7, 11, 12, 18, 28
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Position
4

SBlement Pattern

FPersonnel Clerk
Perasonnel Dirschor

Porgonnel Gfficer

Persoﬁnel~hsaistant
Fhnotographer
Photosgtat Operator
Poysicist

Placement Cffioer

Proagentation Specialist

Printing & Publication Clerk
Progedural Analyst

Program end Planning Analyst
Projectionist

Property and Supply Clerk
Property and Supply Officer
Psyohologist

Purchase Clerk

Purchoging Officer

Radic Cperator
Receophionlst

Record Clerk

S, 4, 6, 1, 11, 12, 15, 16, 19

9, 10, 12, 15, 16, 17, 18, 19,

51, 22, 24, 26, 27, 29, 50, 51

5, 8, 10, 14, 15, 16, 17, 18, 15,

220 23, 24, 25 27, 29. 50

5. 6, 8, 9, 10, 11, 12, 15, 18, 19

3, 4, 6, 11, 12, 15, 18, 19

1’ :ti' _%g '1’ 115 12‘ 16‘ 1@

3» 7o 8, 11, 14, 15, 18, 19

5’ 5, 70 ..9.’ 10’ 12’ 14:# }'-5“9 .}:‘ig 179 _1_-_8-9_];.?.'

3, 5, 6, 9, 10, 12, 15, 18, 19,
72, 25, 26

B, 4, 6, C 9,13, 12, 14, 19

8 By 6, 8s 9, 10, 11, 12, 1¢, 15, 17, 18, 19
3, 5. 8, 9, 10, 14, 18, 19

1, 3, 6, T, 11, 12, 16, 18

Bs 85 Ts 1) 12, 16, 19

8, B, 10, 14, 16, 17, 18

5, 5, 6, 8, 10, 155 17, 18, 19

Iy 4, 8, 75 10, 11, 12, 16, 19

5, 9, 10, 14, 15, 16, 17, 18, 19,
28, 29, 30

15 30 8s 8 11, 16, 18, 19

6, 10, 11, 15, 16, 17, 19

8, B, 12, 13, 16, 18, 19
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Position A Biement Pattern

e e

Roeruitment and Ilacement Offiger 5, 9, 10, 12, 12, 15, 18
Reports Ofi'icer

6, 8, 8, 10, 11, 14, 15, 16, 17, 18, 19
(P~4/G4F~11 er higher) 0 o Zp ~Us ~ls 13, 10, 10y 20, 18,

22, 24, 25, 26, 27, plus Skill in English usage
and skill in foreipgn languare (if not roquired,
omit lasgt item)

Hote: Use item 15, or 27, but not both, as
appropriate to the position.

Reports Ufficer

; : by 6, 9, 10, 11, 12, 14, 16, 17, 19, plus
(through P-as/CAF..g) L Do Iy » P ZLe 2 » e 2Ys P

Skill im English usage and skili in foreipgn
language (if not required, omit lart item
Secretary 3, 4 B, 7: 9, 11, 12, 14, 15, 15, 17, 18, 19

Sacurity Officer 5, 9» 10, 14, 15, 17, 19

Shipping Clerk 6, 7, 12, 13, 15, 18, 19

Shorthand Reporter

Statistical Clerk

fea
»

4. 85 85 11, 12, 16, 19

7,8, 10, 11, 12, 16, 19

I_a:

Statistival Coding Clork G 45 64 7, 11, 12, 19
Statistician 3,6, 8, 9, 12, 14, 16, 18
Storekeeper (Won Supervisory) 8, 6, 7, 11, 12, 16, 19
Storekéeper (Supervisory) 6, 7, 11, 12, 16, 19
Store laborer 3, 6, 7, 11, 18, 18, 1¢
Stenoprapher- 85 45 6, 7, 11, 12, 14, 19
Supply Clerk 3, 9;,/_7’ 11, 12, 16, 19
Tabulating .mchine Operator 2y 7y 85 11, 12, 16, 19
Technologist 5, 6, B85 85 10,.12, 15, 17, 18, 19
30
Telepgraphic Typewriter Operator "‘gﬁ 6, 8, 11, 12, 16, 19
Tolephone Operator (Non Supervisory) 3, s, 7, 9, 11, 12, 15, 16, 1¢, 19
Tolephone Operetor (Supervisory) 8, 6, 7, 9, 11, 14, 15, 16, 17, 19
) . 24, 25, 26, 29, 30
Lraf"f.‘:"tc Janager 30 54 _8s 9, 10, 11, 12, 14, 15, 16, 18
Training Assistant 3, 5, 8, 9, 10, 11, 12, 14, 15, 17, 18, 19
Translator 3, 4, 7, 8, 10, 11, 12, 19 .
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is 3y 6, 11, 16, 19, 20

3
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P
>
2]
~
fon
kil
>

i

., 8, 12, 19.

w——.

3

Approved For Release 2001/07/25 : CIA-RDP57-00384R000500090010-9



