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REITURNTO

RECORDS MANAGEMENT DIVISION

AUG 18 1955 .~

MEMORAMDUM POR:  Direotor of Persomnel
SUBJICTs Classification of 7/0 Positions.

1, Trensmitted for sppropriste classification action is Steff
Stmdy (Annex I) dated S Msy 1955 and approved Yy Chisf, Kanagoment
Stafrf, 18 Mzy 1955, “ubjects "Rocords l‘anagement Iivision, Hanage-
ment Ctaff™,

- 2+ In effect, this study (a) reorganised the itecords ranage-
meat Division to the concept of o staff, (b} authorised the estab-
Uishment of a revised table of organizotion to support the new
Records Hanagament “talf and (c) transferred one position, incum-
bent, function and funds to the jurisdiction of the Business
Machines “ervice, Managoment Ciaff.

3, Tebs A and P of the basic study provide the organiszational
structure and staffing pattern, respectively of the former iecords
Managemert Division. Cimilarly, Tabe L and M of the study somprise
charts reflecting the organizmetionsl framework and staffing pettern
of the new Hecords Mansgement Staff, 75 the Business Hachine S er-
vige comprises only one other position besides the ene being trans-
ferred, en organizationel and staffing chart is hardly necessery.

L. Specifically, the basic plan of the approved reorgenization
(8) retains the functional responsibilities and operstions pertaining
to forms and records disposition on a line basis and (b} converts
other ectivities such as file stendards, systems, reports, corres-
pondence and vital materials Yo a project basis., Alse, it conveys
a8 velling ellocation of 22 positions from the former divieion and
respportions 21 of them to the new staff and one to the Business
HMaehines fervies,

5. The purpose of the revised table of organdgation is twofold:
(a) to adjust spperent inequities existing at prosent and (b) to
bring the grades in keeping with the broad scope of responsibility

inherent in fgency wide program activitlies, 4 brief discussion,
thersof, is provided to facilitate classification analyeis.

&, Office of the Chief ~ The positions are reassigned
at existing aff .
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rades ssve one wherein the incunbent,
Grsde (5-9, is porieming identical work in an efficlent
manney with Grade GO-1l personnel.

position o been claasiﬁ.sﬁ pra-viauly as
Grade GE«13 on the app}icaticm of Ageney wide program respon-
#idilities. The position Orade (F<12 and one position Crade
Gi=9 are rcassigned without change, respectively. Job anslysis
shects (Annex IT) to support reclassification of 2 Grade GGe9
positions to Orades (5~11 are attached for consideration.

d. Pﬁc@t £taff - Job enalysis shect (Annex II) teo
support classiflication of tue position of staff chief as Crade

Go«ll is mttached. It is understood that classification of
positdon Crade Ci~13 (Reports and Correspondence) has been
spproved previocusly in the capaoity of branch chicf,  hile
the reorgenigation tends to cffect a revision in the position
title, it is believed that ths Grade C5=13 should be retained
becanse the :igency wide program responsidbilities remein con-
stant, The other Grade (S-13, which pertaine to file standards
and systens, mgy be sonstrucd as comparsble, The incumbent
of the vital matcrials position has always been slotted in
position Crede CU~12 or higher on the strength of Agency wide
application of program respongibilitiecs,

)pinesg aghines Oorvice - The Chief of Business
Hachines C ervice The work is highly specislised
with osurrent Agency needs ranccti.ng & rising trend, 2 con-
selidation of all technical phases of tusiness machines (ex-
eept reproduction) under onc sdministrative head hes long
besn contemplated to facllitate applicstion, control, expansion
or retraction of such services ag ne¢essary or sdvisable, The
basic study reveals how the usc of miecrofilm techniques will
heve increased gpplicetion on sn Agency wide program basis
under Business Fachines Service., The position titln iz con-
templated as "Technicsl Anelyst~Microphotography™. 2 job
snalysis sheet {Amnex IT) supporting & minimum cmaiﬁcstian
of the position &8 Crade Ci--)2 is attached for consideration.

6. Approval of the new table of organisation is rscommended,

SIERED
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hief, Hanagument Staft
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SUBJILTs Classificstion of T/0 Pogitions.

ATTACHMERTS 3
Annex I ~ Staff Study
Annex II - Job Analysis Shoets (in triplicate)

DISTRIBUTION:
Orig. & 1 -~ Offige of Pers,
1 - Chief, Records lVgt. Staff ./
i = Chief, Pusiness Machines Ser.
1 « Comptroller
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