Department of Defense (DoD)
Civilian Personnel Management Service (CPMS)
Field Advisory Services- FAS
Classification Appeal Decision

DoD Decision: | Secretary (Office Automation),
GS-0318-05

Initial classification: | Secretary (Office Automation), GS-0318-05

Organization: | Army Medical Center
Nutrition Care Center

Date:| August 05, 1997

BACKGROUND

On Xxxcc, 1997, the Department of Defense, Civilian Personnd Management Service
(CPMYS), received a classfication appea from the appellant. The appdlant is a Department
of the Army Secretary, GS-318-05, within the Nutrition Care Center, a the Army Medica
Center (herein, the Hospitd).

The appdlant contends the grade level of her position is GS-06, and specifically focuses on
Work Situation B as a more accurate description of the duties of her position as opposed to
Work Situation A.

POSITION INFORMATION

The gppdlant is officidly assgned to a Secretary, GS-318-05 position in the Nutrition Care
Center, within Army Medica Center.

The position serves as persond assgtant to the Chief, Nutrition Care Division. The position
serves to provide information, data and guidance to civilian and military supervisors on
procedures and ingtructions issued by the servicing civilian personnd and equd employment
opportunity offices. This position isaliason with the Denver Defense Finance and
Accounting Service (DFAS), and the Hospital’ s Automation Management and Resources
Management Divisons for performing adminigrative busness operations. The position dso
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sarves to keep the Divisgon Chief’ s adminigtrative caendar, schedule conferences, meetings
and other commitments.

SOURCES OF INFORMATION

1. Officid personne documents by servicing civilian personnd office (CPO).
2. Telephone discussons with gppd lant.

3. Telephone discusson with servicing CPO dlassfier.

4. Telephone discussion with gppellant’ s immedi ate supervisor, Colond

STANDARDS REFERENCED

Office of Personnd Management Position Classification Standard for Secretary Sevies,
GS-318, January 1979.

Office of Personnd Management Position Classfication Standard for Office Automation
Grade Evauation Guide, November 1990.

Office of Personnd Management Position Classification Standard Grade Leve Guide for
Clerica and Assistance Work, December 1996.

SERIESAND TITLE DETERMINATION

The gppdlant does not contest the assigned position’s series or title. Series and title are
appropriate. Duties characterigtic of these postions are to assist one individud, and in some
cases the subordinate gtaff of that individud, by performing generd office work auxiliary to
the work of the organization. Incumbents of these positions serve asthe principa office
clerica or adminigtrative support position in the office, operating independently of any other
such position in the office.

GRADE DETERMINATION

The gppelant contests the grade determination of the officid pogtion. She believes the duties
of the position are a the GS-06 grade level. She is contesting Factor 1, Knowledge
Required by the Position, and the dlocation of Work Situation A to this Factor. She believes
Work Situation B isamore gppropriate description of the duties to which sheis officidly
assigned. In addition to evauating the entire PD, including the office automation duties, we
focused specificaly on Factor 1, and its accompanying Situations.
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Factor 1, Knowledge Required by the Position Knowledge Typellll, Level 1-3, 350
Points

Thisfactor measuresthe nature and extent of information or factsthat the secretary
must under stand to do acceptable work (e.g., steps, procedures, practices, rules,
policies, principles, and concepts) and the nature and extent of the skills needed to
apply those knowledges.

Concur with CPO anadlysis. The appellant possesses a knowledge of various procedures
involved in requesting travel, training, personne actions, equipment needs and repairs. She
a0 possesses a knowledge of retrieving data from atracking system storing such
information as suspense dates, time and attendance, scheduling, and various forms. Her
knowledge of office filing systems and various reference and handbooks commonly used by
the gtaff alows her to assst staff members who need to search, classify, or compile the
information. She uses her organization skills to maintain the Divison Chief’ s gppointment
calendar for scheduling meetings, conferences, other commitments and following up on
commitments. She also possesses the knowledge to prepare recurring internd reports by
summarizing information from files and documents. She coordinates the work of the office
with that of other offices such asthe Divison's branch chiefs, civilian personnd office,
DFAS, automation management, the Divison’s supply technician, medical clerk, cost
accountant and materias handler.

The appdlant possesses a skill in operating word processing equipment which has the
cgpability of performing varied text and data processing functions. Level 1-3is
appropriate.

Work Situation A

Concur with CPO andlysis. The Divison is organized into three subordinate branches. They
arethe Medica Nutrition Thergpy Branch, which provides medica nutrition therapy to
Hogpitd in-patients; Nutrition Intervention and Wellness Branch, which provides medica
nutrition therapy to the out-patient community and nutrition education and intervention for the
military community; and the Production and Services Branch, which provides high qudity
nutrition meals to patients, staff and personne authorized to subsst in the hospitd. The
Production and Service Branch is subdivided into four sections. The Divison Chief directs
her gaff through intermediate supervisors in face-to-face meetings, eectronic mall,
procedural memoranda, and through numerous interna standard operating procedures
(SOPs). These controls are related to safety, quality assurance, key control inventory and
security, sanitation, food preparation and service. Some SOPs are branch specific such as
daily ingpections of freezers and refrigerators, and nourishment preparation and delivery.

The subordinate groups differ from each other in terms of subject matter, function, and
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relationships with other organizations. Apart from serving asthe Divison Chief’ s persond
assigtant, the appe lant serves as the adminigtrative point of contact for the Office of the
Chief, Nutrition Care Divison and its subordinate components. Her coordination
respongbilities for the Divison congsts of using atracking system designed to remind branch
supervisors and their staffs about time sengitive issues such as gppraisals, suspenses, time
card submissions, etc. The appellant coordinates with other divisions within the Hospital. For
example, she must coordinate with the Resources Management Division for training by
providing them with gppropriate documentation on Division employees. For automation
concerns such as repair, replacement or mafunction of hard and software used in the
Divison, she must coordinate with the Automation Management Divison. The gppellant
coordinates personndl issues such as disciplinary actions, awards, recruitment and
promotions and other personnel actions with the civilian personnd office, or equd
employment office. She prepares time cards for employees Divison-wide under the Generd
Schedule and Wage System pay categories. Wage system employee payroll issues often
arise. The appdlant coordinates with DFAS to rectify the problems. The gppellant reviews
Division-wide correspondence, prior to the Chief’ s signature, for format, content, and style.
She prepares reports such as the Monthly Ration Accounting Report where she gathers
necessary data from the Division’s cost accountant, and branch chiefs, and consolidates the
information. The gppellant takes the lead on managing the monthly safety report for the
Divison. Thisreport contains statisticd and narrative data reated to accidents occurring in
the Divison. She ensures supervisors prepare proper documentation related to accidents and
maintains accident forms. This report aso includes information on faulty fire extinguishers and
other equipment reported to the appellant by employees of the Divison. She briefs her
upervisor on the number of accidents within agiven time frame. The Divison isamoney
generaing entity that possesses aforma production reporting system in place to account for
amount and type of groceries purchased, number of meals produced, and served, the number
of patients served, food discarded or |€eft over, and the dollar amount incurred from the dining
facility. The Divisgon produces a monthly report that reflects whether it has exceeded its
budgetary dlotment. These are characteristics of Work Situation A. These work
stuations do not meet the full intent of Work Situation B. The basic characteritic of
Work Situation B is that an incumbent in such a position exercises greater depth and
respongibility in providing substantive administrative support and coordination to the
organization’s misson and programs. Such respongbility transcends clericd requirements and
processes. A Work Situation B incumbent frequently coordinates substantive detalls to
include involvement of contacts outside the organization. Interna and externa coordination
by the appdlant islimited to clerica requirements and processes such as typing reports and
other correspondence, effecting personnd actions, processing travel orders, reviewing
correspondence, etc., in support of the mission or functiond programs of the Divison, as
opposed to substantive coordination in support of the Divison’s misson or functiona
programs. Another characteristic of Work Situation B isthat the individual components of an
organization possess different administrative requirements that add complexity to an
incumbent’ s position. Thereis no evidence that the individua subordinate components of the
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Nutrition Care Divison demongrates aneed for different administrative requirements that
would add complexity to the appellant’s position.

Factor 2, Supervisory Controlsl evel 2-3, 275 Points

Thisfactor coversthe nature and extent of direct or indirect controls exer cised by
the supervisor, the secretary’ sresponsbility, and thereview of completed work.

Concur with CPO andysis. Appdlant receives telephone cdls and visitors. She personadly
takes care of the matter or refers callers and visitors to appropriate branch personnel. She
screens incoming correspondence and routes to supervisor or gppropriate Division staff
member. She provides Divison staff members with ingtructions from supervisor, and collects
data from subordinate staff to prepare reports for higher echelon.

Factor 3, Guidelines L evel 3-2, 125 Points

Thisfactor coversthe nature of guidelines and the judgment needed to apply them.

Concur with CPO andlyss. The gppdlant uses Army regulations, the MARK Sfiling system,
correspondence regulations, Hospital memoranda, and Divison SOPs.

Factor 4, Complexity Level 4-2, 75 Points

Thisfactor coversthe nature, number, variety, and intricacy of tasks, steps,
processes, or methods in thework performed; the difficulty in identifying what needs
to bedone; and the difficulty and originality involved in performing the work.

Non-concur with CPO andysis. The gppellant serves as persona assistant to the Division
Chief. She dso sarves as the adminidrative point of contact to the Division's subordinate
components. The appellant decides what needs to be done based on clearly recognized
situations. For example, she prepares paperwork to effect certain personnel actions, travel
ordersfor personnel traveling, reviews correspondence for format, content, grammar,
spelling and attachments returning to originator for correction or clarification before Divison
Chief affixes Sgnature, and refers inquiries to appropriate sources. She processes time and
attendance, effects a suspense system, prepares menus, and other cyclical duties. These are
complexitiesfound at level 4-2. An incumbent performing complexitiesat level 4-3 are
involved in deductive reasoning which alows a course of action involving many dternatives.
The difference between level 4-2 and leve 4-3 isthat an incumbent &t level 4-3 does not
readily recognize a course of action without the need to assessthe Situation. Level 4-2 is

appropriate.

Eactor 5, Scope and Effect L evel 5-2, 75 Points
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Thisfactor addressestherelationship between the nature of thework, i.e, the
purpose, breadth, and depth of assgnment, and the effect of work products or
services both within and outside the or ganization.

Concur with CPO andlysis. The appdlant collectsinformation or data from subordinate
components, consolidates, and prepares for supervisor’s review. She ensures clericd and
adminigtrative work of the Divison conforms to the gppropriate policies and procedures.

Factor 6, Personal Contacts | evel 6-2, 25 Points

Thisfactor includes face-to-face telephone contacts with people not in the
supervisory chain.

Concur with CPO analysis. The gppellant has contacts with people in the same organization,

but aso gpart from the immediate Divison. She has contacts with resources management, the
CPO, automation divison, and DFAS.

Factor 7, Purpose of Contacts L evel 7-2, 50 Paints

The purpose of personal contacts may range from factual exchanges of information
to resolving problems affecting the efficient operation of the office.

Concur with CPO andysis. The appellant has such contacts to plan and coordinate the work
of the Office of the Chief, Nutrition Care Division, and its subordinate components.

Factor 8, Physical Demands L evel 8-1, 5 Paints

Thisfactor consdersthe requirements and physical demands placed on the
employee by the work assignment.

Concur with CPO analyss. Work is mostly sedentary. There may be some standing, walking
and carrying light items.

Factor 9, Work Environment L evel 9-1, 5 Paints

Thework environment involves everyday risks or discomfortswhich require normal
safety precautionstypical of such places as offices, meeting and training rooms.

Concur with CPO andlysis. Appd lant performs her duties in an office environment.

Summary
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Factor 1 Leve 1-3 350 Points
Factor 2 Leved 2-3 275 Points
Factor 3 Level 3-2 125 Points
Factor 4 Leved 4-2 75 Points
Factor 5 Level 5-2 75 Points
Factor 6 Level 6-2 25 Points
Factor 7 Leved 7-2 50 Points
Factor 8 Level 8-1 5 Points
Factor 9 Level 9-1 5 Points
TOTAL POINTS: 985 Points
985 pointsfallsin the range of GS-05 (855-1100)

FINAL DETERMINATION: Secretary (Office Automation), GS-318-05
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