UNITED STATES MARINE CORPS
MARINE CORPS NATIONAL CAPITAL REGION COMMAND
QUANTICO, VA 22134-5001

MCNCRCO 5310. 1
B 01
22 Aug 03

MARI NE CORPS NATI ONAL CAPI TAL REG ON COMVAND ORDER 5310.1

From Commandi ng Cener al
To: Di stribution List

Subj: POSI TI ON MANAGEMENT PROCGRAM

Ref:  (a) SECNAVI NST 12510.9
(b) MO 5311. 1C

Encl: (1) Position Managenent Requirenents

1. Purpose. To reinforce and define the principles, policies, and
gui delines for the devel opnent, coordination, inplenentation, and
adm nistration of the Marine Corps National Capital Regi on Command
(MCNCRC) Position Managenment Program

2. Background. The references provide policy and gui dance to
establish a conprehensive position managenent program and direct
commandi ng generals to devel op uniform gui dance to apply basic
posi ti on managenent principles. The programcovers all civilian
positions paid fromappropriated funds and mlitary positions in
integrated civilian-mlitary organi zational units wthin the
Conmmand.

3. Definitions

a. Position Managenent. The ongoi ng nanagenent action of
structuring civilian and mlitary billets wwthin [ine and staff
organi zations in a manner that optim zes econony, productivity, and
or gani zati onal effectiveness.

b. Position. Al appropriated fund civilian positions (graded
and ungraded) and those mlitary billets where the functions or
responsibilities materially affect civilian positions.

c. Letter of Allowance (LOA). A CMC docunent issued along with
t he budget cycle which provides conmands with an estimate of
civilian personnel requirenents. It allocates civilian resources in
terms of Full-Time Equivelants (FTE) and End-Strength. Each FTE is
futher distributed throughout the Command by desi gnated Program
El ement Nunbers (PENs).
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4. Policy

a. Per Departnent of Defense (DoD), Departnent of the Navy (DON),
and Commandant of the Marine Corps (CMC) guidelines, it is the policy
of the CG MCNCRC to mmi ntain and manage an opti nmum position structure
t hroughout the Conmand in order to achieve a proper bal ance between
ef ficiency and econony and to exceed the m ni numrequirenents for
posi ti on managenent as established in the references.

b. Position managenent actions will be conpatible with other
Marine Corps policies controlling prograns such as position
classification, affirmative action, nerit staffing, enployee
devel opnent/ notivation/retention, and fiscal/nmanpower resource
utilization.

5. (bjectives. The objectives of the MCNCRC Position Managenent
Program are as foll ows:

a. Establish a billet and position structure which will best
serve m ssions and functions by providing optinum bal ance, retention
and notivation of conpetent personnel.

b. Avoid position or billet actions which will unnecessarily
i ncrease payroll costs for a given mssion or which will increase the
relative proportion of managerial and supervisory positions to total
subor di nat e personnel assi gned.

c. Elimnate, upon vacancy, those positions or billets when the
duties can be redistributed, elimnated, or reduced in cost wthout
seriously affecting the acconplishnent of essential functions.

d. Ensure that the duties and responsibilities of positions and
billets are clearly delineated and do not conflict with or duplicate
the duties of other positions or billets.

e. Ensure that high grade positions (GS-14/15) authorized are
required and are utilized in the nost effective and efficient manner
to acconplish assigned functions.

f. Prevent or elimnate such conmon organi zational faults as
unnecessary fragnentation of functions, excessive use of assistants
and deputies, grade escal ation, continued use of outnoded work
nmet hods, and inefficient distribution of manpower.

6. Action

a. CGs, Commanders, Division Directors, Special Staff Oficers,
and CGCs
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(1) Devel op and mai ntain sound position nanagenent systens
whi ch neet the basic criteria specified in the encl osure.

(2) Ensure that subordinate |ine managers, supervisors and
staff specialists are aware of and carry out assigned responsibilities
for position managenent.

(3) Ensure subordi nate managers and supervisors certify the
accuracy of civilian position descriptions and conply with position
managenent criteria as part of the annual performance appraisal review
cycle for subordinate positions.

(4) Submit Table of Organization (T/0O changes and
organi zational realignnments via the CG MCNCRC (B 01) for review and
endorsenment by CG MCNCRC, in route to Total Force Structure D vision
(TFSD), Marine Corps Conbat Devel opment Command ( MCCDC)

(5) Ensure that civilian managers and supervi sors have
performance standards that reflect their position managenment
responsibilities.

(6) Apply the criteria contained in the references when
pl anni ng reorgani zati ons, changes in individual position structures or
rel ati onshi ps, changes in staffing, or the assunption of new
responsi bilities.

(7) Conduct an annual internal review of each authorized
position/billet and determ ne whether duties may be reassigned or the
position/billet abolished without seriously affecting the execution of
essential functions.

(8) Direct appropriate action when eval uation indicates a need
for inmprovenent in position/billet structure and where alternative
sources have not been resol ved by subordi nate action.

(9) Provide to the Position Managenent O ficer, in witing,
full justification for all requests to establish, upgrade/ downgrade,
fill vacancies, reassign, or change the organi zation and/or duties in
exi sting positions. In addition, all requests for personnel actions
wll be submtted per appendi x A and acconpani ed by a conpl ete
posi ti on managenent checklist (appendi x D)

(10) Ensure the use of tenporary hires is predicated on either
unexpected work requirenents, authorized absence of pernanent
personnel for short termdurations, or an unprogramed new m Ssion
requi renent that cannot be acconplished by current personnel assets.
| f the proposed duties are such that they will be regular or
recurring, the use of tenporary hires will not be authorized.
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b. ACS G1 MCNCRC. The CG MCNCRC del egates full authority for
t he conduct of the Position Managenent Programto the MCNCRC ACS G 1
(B 01). As the Position Managenent O ficer, the MCNCRC AC/S G1 will:

(1) Act as the Position Managenent O ficer for the Conmand.

(2) Assune responsibility for the devel opnent, coordination,
and adm nistration of the position managenent program including the
establ i shment of necessary nanagenent controls, standards, and
procedures designed to assi st nanagers.

(3) Ensure that work organi zation and staffing arrangenents
forma sound and econom cal organization for the nost efficient
acconpl i shnent of assigned m ssions. Recomend corrective action when
the evaluated results of position nmanagenent reviews indicate a need
for inprovenent in position or staffing structure. Position Manage-
ment / Wage and C assification Reviews on civilian positions will be
coordi nated and schedul ed on a periodic basis. Al positions wll
undergo this review at | east once during a 5-year period.

(4) Review mlitary personnel allocations.

(5) Periodically (at |east quarterly) anal yze individua
organi zati onal strengths. |If adverse trends in civilian end-
strength, funding, or classification actions appear, initiate
corrective action through coordination wth commanders, directors,
special staff officers, and CGCs.

(6) Participate in comercial activity or efficiency review
efforts that would have an inpact on assigned mlitary and civilian
billets.

(7) Serve as a voting nenber of the MCNCRC Civilian Manpower
Resource Review Board (CVRRB). Together with the MCNCRC Manpower
Utilization Oficer and Manpower Managenent Specialist, formthe
position managenent teamthat provides the adm nistrative support to
t he MCNCRC CVRRB

(8) Review, approve locally, and recommend to hi gher head-
guarters proposed T/ O changes, organi zational realignnments and
position changes.

c. GCvilian Manpower Uilization Oficer. The Deputy, ACS G1
MCNCRC is the Gvilian Manpower Uilization Oficer for the command.
As staff assistant to the ACCS G 1, the Gvilian Manpower Uilization
Oficer is delegated responsibility for day-to-day position
managenent program requirenments to include:

(1) Devel op, admnister, and conduct training in the concepts
and techni ques of position nmanagenment for mlitary and civilian
managers and supervi sors.
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(2) Assist and provide guidance to managenent in planning and
i npl enentation of internal reorgani zations or establishing new
structural organizational conponents.

(3) Maintain and review T/OGs to ensure that mlitary and
civilian grades, titles, MOSs and series codes are correct.

(4) Receive, maintain, and nonitor assigned strengths agai nst
aut hori zation and fundi ng capability to ensure authorized nmanning
| evel s are maintai ned subject to the inplenention of alternative
| evel s of hiring | apse.

(5) Consider any requests for internal adjustnents to the
Letter of Al owance (LOA).

(6) Review and authenticate approval for the comrand on al
proposed new positions; upgradi ng/ downgradi ng requests; SF-52, Request
for Personnel Action, to fill vacancies; and changes in the duties or
organi zati onal relationships of existing positions prior to
cl assification.

(7) Recommend approval, disapproval, or nodification of
proposed changes in duties and responsibilities that will cause a
change in the current classification or grade of established positions
as determ ned by the Human Resources & Organi zati on Managenent (HROVW)
Branch, Adm nistration and Resource Managenent Division (ARH).

(8) Maintain and control civilian grade escal ation, position
managenent reviews of all authorized positions, and the review of
hi gh-1evel billets (GS-14/15). Although the Marine Corps is no | onger
subj ected to a high grade ceiling, the command will continue to
nmoni tor the nunber of high grade positions throughout the MCNCRC.

(9) Ensure that appropriate docunentati on agai nst position
managenent standards is applicable and retained in the record for
exi sting and proposed GS-14 positions and above.

(10) Coordinate, in conjunction with staff specialists, the
conduct of position managenent/cl assification surveys and revi ews.

(11) Ensure that actions identified on and by position
managenent /cl assification reviews are inplenented and conformto sound
princi pl es of position managenent.

(12) Ensure that results of position managenent/cl assifi -
cation reviews are made available to the MCNCRC Conptroller for
preparation of budget and ceiling requests.
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(13) Serve as MCNCRC CVRRB Administrator. Coordinate with the
Chai rman on the schedul e of nonthly neetings. Provide agenda and read
ahead briefs to nenbers of the Board of those actions needing to be
presented to the Board on a nonthly basis. Provide manpower
all ocations to Board as required in support of requested actions.
Process actions approved by the Board and notify requesting
activities.

d. CWVRRB. The MCNCRC CMRRB is established by the CG MCNCRC per
the references to inplenent the CGs policy by review of requested
nodi fications to currently established policies and review of requests
for additional civilian personnel positions within MCNCRC. The
managenent of civilian positions shall be responsive to the needs,
policies, and goals of the Command. The Board is set up to review and
make reconmendati ons on position nmanagenent as related to authorized
| evel s of resources for civilian positions. The MCNCRC CVRRB wi | | :

(1) Review and make appropriate recomendati ons on behal f of
the CG regarding civilian personnel actions to establish new full-
time permanent and tenporary hires, extensions of appointnents,
nonetary incentive awards, and any other actions that involve the
expendi ture of nonetary resources.

(2) Aid in the control of |abor costs, ensure nmandated
reducti ons are achi eved, and work organi zati on and staffing forma
sound and econom cal organi zation for the nost efficient
acconpl i shnment of the assigned m ssion.

(3) Preside over the position managenent and nerit staffing
processes for all civilian personnel actions involving grade
escal ation or requiring expenditure of additional nonetary resources.

(4) Review and approve nonetary awards, i.e., Special Act in
excess of $100, Tine-off in excess of 40 hrs, etc.

(5) Mintain a nenbership conprised of representatives as
fol | ows:

C/'S MCNCRC; Chairman

Director AR Division; Voting Menber.

CO, Headquarters Battalion, MCNCRC, Voting Menber.

Comptrol ler, MCNCRC, Voting Menber.

AC/'S G 1, MCNCRC, Voting Menber.

Manpower Utilization Oficer, ACS G 1 MONCRC,

Adm ni strator.

) Human Resources & Organi zati on Managenent Branch
(HROM), Adm nistration and Resource Managenent
Di vision (ARH); Advisor.

(i) Counsel; Advisor.

(j) Business Performance O fice; Advisor.

NN NN NN
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(6) Meet routinely on the first Thursday of each nonth, or as
determ ned by the ¢S MCNCRC (Chairman of the CVRRB). At the
direction of the Chairman, when feasible, actions on positions and
awards may be submtted for board action el ectronically.

e. Conptroller, MCNCRC

(1) Review all recruitnment requests, requests to establish new
positions, tenmporary hire requests, or changes to existing positions
and organi zations with regard to funding and effective utilization of
financial resources.

(2) Determ ne consistency of requests for additional ceilings
and funds with approved budget estimtes and objectives; provide
information to the Position Managenent O ficer concerning availability
of funds.

(3) Serve as a voting nenber of the MCNCRC CMRRB

(4) Provide the MCNCRC CVMRRB with the status of current
civilian | abor funding.

f. HROM Branch, Adm nistration and Resource Managenent Divi sion
(ARH)

(1) Advise the MCNCRC Position Managenment O ficer on inpact of
position structures relative to the ability to attract, retain, and
noti vate conpetent enpl oyees.

(2) Stay apprised of |abor market conditions in relation to
types of personnel available and recruitnment possibilities at the
different salary levels to support the objective of effective and
econom cal staffing of activities.

(3) ldentify positions in which high I evel duties or duties
i nvol ving scarce skills appear to be unnecessarily fragnmented anong
several positions.

(4) Coordinate classification reviews with the MCNCRC Manpower
Utilization Oficer's position managenent review.

(5) Maintain and informthe Position Managenent O ficer on
varyi ng endeavors encountered in advertisenent of positions. This
i ncl udes period of tinme between vacancy and actual recruitnent action,

probl ens based on expertise |level and/or scarcity of series skill, or
managenent's intentions in filling or not filling a valid billet.
(6) Suggest alternative nmethods of filling positions to

i ncl ude Veterans' Readjustnent Act, handi capped progranms, and setting
up career |adder positions to encourage growh in positions.
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(7) Provide technical advice pertaining to the DON Merit
System Pri nci pl es.

(8) Serve as an advisor to the MCNCRC CVRRB.

s

Di stribution: | NTERNET
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PCSI TI ON MANAGEMENT REQUI REMENTS

1. One of the principal benefits to be derived froma formalized
positi on managenent systemis the service it provides. The nanager
has al ways had to consi der organizational structure; the nunber,
types, and grades or |evels of positions required to acconplish the

m ssion; the enploynent market; the availability of hiring ceilings
and funds; and how to attract, retain, devel op, and advance personnel.
The manager has generally been able to call upon a variety of staff
specialists to provide data and reconmendati ons designed to assist in
maki ng managenent deci sions. However, information is often furnished
fromdifferent sources and at different tinmes, without full regard for
the interrelationships involved.

2. Position managenent provides a neans whereby all of the above
consi derations may be brought together at one tinme and in one place,
so that all managenent |evels may nake better decisions with the | east
expenditure of time. The responsibilities for position nanagenent,
therefore, are assigned to activity heads, and as a staff function, to
specialists trained in position classification, manpower utilization,
enpl oynent, and enpl oyee devel opnent. To be fully effective, each
consi deration nust be mutually (not successively) devel oped, none to
the exclusion of others. The basic requirenents and the assignnment of
responsi bilities described bel ow nmust be viewed with this in mnd.

3. Position managenent review is the analysis and eval uati on of
positions within an organi zation with reference to position managenent
standards and t he subsequent placenent of the positions into
categories, as discussed below. The categorization of positions is
not to be confused with determ ning the accuracy of position
classifications. The accuracy of position classifications is

determ ned and corrected through the normal cl assification process.
The two types of position managenent reviews are cyclic reviews and

i ndi vi dual reviews.

a. In both types of reviews, the following will apply:

(1) Coverage. All civilian positions and related mlitary
positions will be reviewed against the position nmanagenent standards
establ i shed by the SecNav and agai nst established opti num position
structures.

(2) Categorization. Each position wll be placed in one of
the follow ng three categories:

(a) Category I. The position is soundly established in
fundi ng, workl oad, manpower, econony, notivation, and personnel
managenent and is critically needed.

ENCLOSURE (1)
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(b) Category Il. The position is acceptable as
established for continuation of incunbency only; or position is of a
tenporary nature and will be abolished at sonme future date. For
exanple, interimposition to provide for replacenent of an incunbent
who is or will be on extended | eave, will be vacating the position, or
who is or will be detailed to another position; or positionis
involved in a transfer of functions and will be subject to review and

rewite at the tine transfer is effected.

(c) Category Ill. The position is not acceptable as
constituted under any circunstances. |mrediate corrective action mnust
be taken.

(3) Procedures and Techni ques. Procedures and techni ques for
conducting cyclic or individual position managenent reviews are not
prescribed so long as all the basic requirenents herein are provided
for.

b. The follow ng applies exclusively to cyclic reviews:

(1) Conpletion. Cyclic reviews will be conpleted on a 2-year
basi s by each commander, division director, special staff officer, and
CO Results will be forwarded to the CG MCNCRC (B 01) who is
responsible for reviewing and initiating corrective actions. The ACS
G 1 MCNCRC wi Il be responsible for publishing the time schedule for
the cyclic reviews.

(2) Timng. Cassification nmaintenance reviews and/or surveys
of graded and ungraded positions may be conducted sinultaneously wth,
and coordinated with, the cyclic position managenent review. \Wen
appl i cabl e, position managenent cyclic reviews nay al so be conducted
in conjunction with T/ MR revi ews.

(3) Optimum Position Structures. One of the results of
systemati c position managenent reviews should be the devel opnent of an
optinmum position structure for each segnent reviewed. The optinmm
structure provides a goal toward which each activity will progress,
and shoul d be used for planning purposes. Although the goal may never
be conpletely realized, it will serve as a yardstick by which |ine
managers can eval uate the need for or desirability of individual
position and staffing changes. Optinmm structures should be updated
as m ssion and/or functions change.

(4) Effecting Actions. Wenever possible, recomended
i mprovenents should be placed into effect i mediately foll ow ng
conpl etion of position managenent reviews. There will be tinmes when
this is not feasible (lack of approval by higher authority, of space,
funding, etc.). In such cases, a followp procedure should be devised

ENCLOSURE ( 1)
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to determ ne the nost advantageous tine for initiating action, and for
ensuring that the actions are taken. In any event, every vacant
position and every proposed new position or change to an existing
position should be revi ewed agai nst the opti mum structure to determ ne
whet her the action should be taken.

c. Hgh Gade Actions. Requests for upgradi ng positions,
establ i shing new positions, or nodifying existing high grade
positions (GS-14/15) will be submitted to the CG MCNCRC (B 01) with
full justification as described in appendix B.

ENCLOSURE (1)
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REQUESTS FOR PERSONNEL ACTI ON ( RPA)

1. Wen a new civilian requirenent or vacancy occurs, |ine
managers and/ or supervisors nust determ ne the nost efficient
approach to affect their current m ssion requirenents.

2. Wien a civilian vacancy occurs, the position/job description
will first be reviewed by |ine managers and supervisors to
determ ne whether the duties may be reassigned and the position
abol i shed wi thout seriously affecting the execution of essential
functions.

3. If the position is determned to be absolutely essential, the
| i ne manager or supervisor will request recruitnent via the
activity head. Activity Heads wll request recruitnents via the
Oracle 11i System

4. Activity Heads nust endorse each request via the Oracle 11
System and forward electronically to the MCNCRC Comrand Resource
Manager (Code 00264 M21) for position managenent review. The
MCNCRC Command Resource Manager will review the request to
determne if the structure exists and is current on the T/0O and
if funding is available. |If the request is to establish a new
position or acrete an existing position, the request requires
CVRRB action prior to forwarding. |If, upon conpletion of the
review the request is approved, it will be endorsed to the Human
Resources and Organi zati onal Managenent (HROM) O fice-Quantico
for appropriate action and coordination with Human Resources
Services Center (HRSC) East. HRSC w Il finalize the requested
action. |If disapproved, it will be returned to the originator

i ndi cating reason(s) for disapproval.

5. If a RPAto fill a vacancy is not received by the Manpower
Utilization Oficer, MCNCRC within 45 days after the vacancy
occurs, the personnel ceiling of the vacant position wll be

wi thdrawn fromthat activity and reallocated to a nore critical
area, unless prior approval to delay recruitnent is provided by
the CG MCNCRC (B 01). In addition, positions vacant for 90 days
will automatically be del eted unl ess extenuating circunstances
exi st and/or justification for absolute necessity of the billet
can be provided.

6. Requests for upgrading positions by the addition of new or
proposed duties not currently identified in the position/job
description of record and establishnment of new positions mnust
first be submtted, in witing and with full justification using
t he position managenent checklist in appendix D, to the CG MCNCRC
(B 01).

Appendix Ato
ENCLOSURE (1)
A1
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7. The establishnment of or rewiting of existing positions to
reflect "alter-ego" civilian deputy positions is discouraged. A
conprehensi ve position nmanagenent review will be conducted by the
Posi tion Managenent O ficer of any proposed "alter-ego” civilian
deputy position. These co-equal positions shall be eval uated
only after detailed justification has been submtted to the
Position Managenent O ficer. Justification shall be in witing
and address the questions outlined in the Deputy/Assistant Head
Checkl i st, appendi x C.

8. Approval of the proposed requests for upgrades, establishing
new positions, wll be based on results of an extensive position
managenent review, taking into consideration such circunstances
as new m ssion requirenments, new and/or expanded functions,

and/ or maj or changes in the organi zational structure. The MCNCRC
Posi ti on Managenent O ficer will conduct reviews with the aid of
the G vilian Manpower Resource Review Board as described in
paragraph 6d of this Oder.

9. Procedures for requesting personnel actions are identified by
reference (b). Personnel action requests will be routed as
described in appendix A figure 1

Appendi x A to
ENCLOSURE (1)
A2
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Activity
\W/New Requirement
Yes
Eeblish No Modify
Position P An E>.<|lst|ng
Position

Position
Description

CMRRB Review
Yes/No

Yes
Process
Request

Activity
W/V acancy

v

Vadidate
Position
Status

MCNCRCO 5310. 1
22 Aug 03

No Action
Position Stored
Position Abolished
Position Realigned

Documentation

Yes
Prepare
Proper

Process In G(-)l Plroi:?s
Oradelli [P I:rzac ess
System equ
Request Valid G-1 Conducts
Yes/No Position Management Review

Validate Position Status Against:
current LOA,
Pending Cyclic Review,

No current DBase Status
CMRRB Request
Review Returned
To Activity
Yes
t Forward to
CHRO-Q
A4
No Forward to CHRO-Q
CHRO-Q for Staffing
Processing Final
Processing
Action SFS0 RSC
Complete Processed Announce CHRO-Q
Issue Cert Forwards
Make Job Offer To RSC
Appendi x A Figure 1 to

ENCLOSURE (1)

A-3
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H GH GRADE PCSI TI ON CHECKLI ST
1. In requesting that a new high grade position be established or
that a redescribed position be classified at the GS-14/15 |l evel, the
foll ow ng docunentati on nmust be submtted to the Position Managenent
Oficer (B 01).

a. Letter of Justification

(1) A request to establish a new high grade position or to
upgrade an established, vacant position nust be acconpani ed by a
letter of justification fromthe cognizant activity head.
Justification should include identification of new m ssions or
functions assigned the organi zati on whi ch support the establishnent or
redescription of subject position; assurance that a review of other
established positions within the organi zati on has been conducted and
that the new duties and responsibilities cannot be assigned thereto;
identification of conpensatory reduction and/or assurance of funding
availability to cover increased expenses; approval granted under POV
initiatives to establish subject position, if applicable; and any
related information deened pertinent by the requestor.

(2) A request to upgrade an established, encunbered position
nmust be acconpanied by a letter fromthe cogni zant activity head which
specifically identifies the additional duties and responsibilities
assigned, the circunstances precipitating their assignnent, and how
each of the conditions governing accretion of duties pronotions are
met. Additionally, assurance that funding is available to cover
i ncreased expenses and/or identification of a conmpensatory reduction
wll be provided. Prior to subm ssion of subject request, the
cogni zant managenent official should conduct a review of current,
established positions to ensure that no other positions exist to which
the additional duties could |logically be assigned.

b. Position Managenent Checklist or Deputy/ Assi stant Head
Checklist (if applicable).

c. An original Optional Form 08, signed by the supervisor and a
copy of the draft position description. A copy of the position
description being cancelled, if applicable.

d. Mssion and Responsibilities Statenent. Each request nust be
acconpani ed by the m ssion and responsibilities statenment for the
organi zation in which the position is |ocated.

Appendix B to
ENCLOSURE (1)
B-1
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e. Oganization Wring Diagram A chart or other graphic
depi ction indicating organi zati onal structure and |lines of authority
nmust be included with each proposed hi gh grade request.

f. T/O One copy of the current, accurate, and approved T/ O
identifying the affected position and associ ated organi zati onal
structure and conposition nust acconpany each hi gh grade
classification request. Information contained in the T/O nust be
consistent with that of the organizational chart and position
description. Any discrepancies identified with respect to the T/0O or
position description nust be resolved prior to subm ssion of a
proposed classification action. Requests for changes to T/O are to be
submtted to the ACCS G 1 MCNCRC for approval prior to inplenmentation
of any changes in organi zational structure or conposition.

Suppl enental and tenporary positions are not to be included in
supervi sory position descriptions.

g. Position Managenent Review. To be conducted by the Position
Managenent O ficer in conjunction with the supervisor of the proposed
position after subm ssion of the proposed action.

h. Staffing and O assification Review Reports to include desk
audit and evaluation statenent. These reports are provided by the
Head, Staffing and O assification Section, Humand Resources and
Organi zati onal Managenent O fi ce—Quanti co.

Appendi x B to
ENCLOSURE (1)
B-2
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DEPUTY/ ASSI STANT HEAD CHECKLI ST

1. The establishnment of or rewiting of existing positions to reflect
"alter-ego” civilian deputy positions is discouraged. A conprehensive
positi on managenent review will be conducted by the Position
Managenent O ficer of any proposed "alter-ego” civilian deputy
posi ti on.

2. \What is the specific nature of the authority shared (signatory,
adm ni strative, technical, etc.)?

3. Howis this authority shared or del egated when the activity head
is there? (Certain itens the activity head works on--certain itens
t he assi stant works on, reviews, supervises, etc.)

4. Wat limtations, if any, have been placed on the assistant's
authority?

5. \What governs whether or not the assistant refers a matter to the
head for resolution or decision?

6. Wiat percentage of tine does the assistant devote to running the
organi zati on when the head is there as conpared agai nst the percentage
of tinme the head devotes to running it?

7. \What percentage of tine does the assistant devote to acting as
head in the head' s absence?

8. Wat are reasons for the head's absence, e.g., TAD, |eave,
nmeet i ngs, conferences, policy boards?

9. Does the assistant serve interchangeably with the head on policy
boar ds?

10. Are decisions nmade by the assistant put into effect wthout
revi ew by the head?

11. What is the division of work relative to work planning,
establishing goals, etc.?

12. Does the head review work already reviewed by the assistant?
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PCSI TI ON MANAGEMVENT CHECKLI ST

TO ACCOMPANY ALL REQUEST TO RECRUI T, REDESCRI BE, UPGRADE, OR ESTABLI SH
NEW POSI TI ONS W TH ELECTRONI C PERSONNEL ACTI ON ( ORACLE 11i). (PLEASE
ANSVER QUESTI ONS COVPLETELY, ADDI TI ONAL PAGES MAY BE ADDED AS NEEDED. )

1. Activity (Dv, Br, Sect, etc.)

T/ O and Li ne No.

Current Position Title Series and G ade
Proposed Position Title (Redes/ Upgrade/ New) ' Series and G ade
2. Is this a managerial position? Yes No
3. Is this position critical to the assigned m ssion of the
or gani zati on? _____Yes No

4. Are the presently described duties of the position conpatible with
the assigned m ssion of the organization? Yes No

5. Are there other positions within the specific work area that are
performng simlar type work? Yes No

6. Can these duties be reallocated to other civilian or mlitary
per sonnel ? Yes No If not, provide brief justification.

7. Was the position listed as current on the | ast performance apprai sa
revi ew? Yes No

8. Is the position being recruited for at the |owest entry |evel?

Yes No If not, provide brief justification.
9. If this request is to redescribe, reclassify, upgrade, or establish a
new position; conplete the following. If NA go to item 10.

a. What responsibilities or duties haved changed that warrants this
request ?

b. What changes in policy, program or operations required change in
the duties and responsibilities of this position?

c. Wo tasked or where did the additional duties originate?
d. Wat other options were considered?

e. ldentify vacant billets that could be downgraded to offset this
new position/upgrade: T/ O and |ine nunber

Position Title Series and G ade

10. Have funds been authorized by your resource manager? Yes No
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			(d) Comptroller, MCNCRC; Voting Member.
	(3) Serve as a voting member of the MCNCRC CMRRB.

