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SUBJECT: Qualification Requirervnts

1., PURRGE «- This irstzuction cotablishes intearanl pollioies and
rrocedures wthadmalommt, mording, diatxibution and uss of
platements of qualification requirements

20 i JNALACEY, O LR e

Be uApuaitimiaaymmofmentduﬂesaxﬂra-
spmi itles which have beoen established by competent
authority for perfarmance by ono person and approved as
part of o authwizadmhleofm'ganization

be Fopliion Descriddion « A cwrrent and scourate aﬁatanmt
of the dubties und rasponsibilities, gonaral information,
and evmluation Fectors ineluding qnml:lficationmqum-

ments eslsting within a given position.

m Standard —- A Wtetament of the duties and responsi-

bilitiea, general position information and positlion
evaluation facters demxloped as a wnifoarm guide for vee
in the elaesiﬂmﬂm off pesitions within o given group
and for use in evaluating the qualifications of candidates
for such positions, The & thofqualiﬁoaﬂmr@w
quirerents applieahbls to grmpofpoaitﬂ.wiaan
1n1:ag:'al part of the position etandard.

C.

d. i aquirement — A statement, ina pesition
dascﬁ.pbim o paatim gtandard refleat.ing the lmowladge,
skills and abilities; work experioncs and educations
Physioal requirements; parsonal chaxacteristios; and
special qualifications required fw : gimn positiom o

M ‘ group of simllaxr positions.
. J’ o. Fosltion Analypis «~ The systematlc study of positions fer the
30* pm'pose of recording the totsl position Infamation essemtial
N {[)/ for persomel administraticon,
/
%) .,
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3. RGEX

8. Statements of qualification requiremente will be
initially for those positicms vhich are claspificd according to
General Schoduie. :

b. Tho qualificetioms program will bo condustod as a part of an
integrated position amlysis program which will dewvelop position des..
eriptions, qualification requirements and position atandards,

(1) Statemenie of the quelification requirements for spsoifis
positions will bo mrepared in the mroocoss of developing positiom
desoripticns, Statements of qualification requirements pertinent
+0 groups of positions having similer requirements will bs mepared
in the rroosss of dovaloping position standerds.

(2) Positioms will not be re-survoyed in those areas where
owrrent position descriptions provide an edequate basls for state-
ments of qualification requirememts.

4. RESPOISIBILITIED

. a2, The Classification and Wage Division is responsible far direot-
ing an integrated rrogram including position analysis surveys and the
; of position descriptions, qualification requiraments amd
poaition stanmdards, : , .

b, PDO and IO are responsilie for detailing placenant offisers to
the Classification and Vage Division for designated periods of full-timo
participetion in the position analysis rrogeem.

8. Too Testing and Bwaluation Division is responsible for detailing
representatives to the Classification and Wage Division forr limited periods
far ths purpose of revieving position infamation in order to deotermine
the approprdate use of test informmtion.

d, The detaile of persommol to the Classificetion and Hoge Divisiom
as provided in b axd o above will crdinerily bo for poriods of gix months
wlesz other periods are mutually agreed upon by the Division Chisfs o
carned., The mmber of such persammel on doteil to the Classificatiom and
Wage Division at any given timo will be determined by the Parsomnel Directar.

8y Inthosearaaauhwemantpoaiﬁmdeawipbiom hawbeens'
developed whishk provide an adequate besis for qualification requirements,
amhinfmﬁﬂmwﬂlbeutﬂiaedtomesmmm of qualification
mwm "
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be lonoefarth, vhon position amlysis survoys are sontucted to
develop current posi.%icn inamiion, statements of qualification ro-

ts will bo prepared in the mrocess of doveloping position
dsscriptions and position standards,

¢, Prior to conducting position onalysis surveys, the Claspification
mmmmmmwmmwwwmmmm
Carocr Servics Boards concerned, preferably to include the full-time
dotail of qualified persomnel from the operating officen.

d. Benosfarth, gualification Information portinent to the
mmwmmmmmmmaofemﬁngphmtfm
up interviows, .

Statenpnte of qualiflcation requirencuts require the of 1
. A mchm.onbemm,wem(c)mmmo)mm
designaes

b, The oparating officials having Jurisdiction over the
positions covered.

Statements of qualifications requivements will bo recorded acoord-
ing to the attachod format. '

. Sta tsof ioa . ts 113 be g ved
fimrough the di.a&imtian of position desoriptions ard standaxds.

b, FPosition desoriptions and standards will be published in locso-
Jaaffwmaothatthevmybagrmmedanddmmmﬁsdmhamboolwto ‘
responsible offielinls of the Paracnnel Office cnd Operating Organizatioms
MQ ' ) o .

6. Approved statemonts of qualification requirenemts vill bo used
as one of the evalvatiom' fastars in the procass of position classification.

b, Statememts of qualification requirememts applicahls to groups
of positions will servo as & poncral guids in recruitnent sctivities.’
smmmmmwmmmmmmmmh
nent requests as appromriate. ' :
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c. In placement activities, approved statements of qualification
requirements will represent agreement between the Personnel Offic? and
Operating Offices concerning the qualifications required for appointment
or reassigmment to the positions covered,

25X1A

Acting Persorne re
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