STATE LIBRARY OF IOWA

w N "N

STUDY TO

ESTABLISH AN EVALUATION SYSTEM
FOR STATE OF IOWA MERIT EMPLOYMENT
SYSTEM CLASSIFICATIONS

ON THE BASIS OF COMPARABLE WORTH

STATISTICAL SUPPLEMENT

1984

ARG RMIOUING







APPENDIX A

CLASSIFICATION ANALYSIS QUESTIONNAIRE

*TATE LIBRARY § WA
17 A3 9:C737 1984 v.2 sdocC
Stud[ to establish an evaluation system

3 1723 00028 8985







ARTHUR YOUNG

ARTHUR YOUNG & COMPANY
777 EAST WISCONSIN AVENUE, SUITE 2100
MILWAUKEE, WISCONSIN 53202

(414) 273-3340 TELEX 26-665

September 23, 1983

As you probably know, the State of Iowa has retained Arthur Young

& Company to develop a comprehensive job evaluation system for its
merit system employees. In order to initiate our project, we need
to obtain accurate and comprehensive information about each job
classification. All of the various functions, duties, responsibil-
ities, and organizational relationships of each classification must
be accurately defined and properly documented in an up-to-date
manner. JSince you are the person most familiar with your own job,
you are our most valuable source of information. Therefore, we are
requesting that you fill out the attached ''Classification Analysis
Questionnaire.'" In addition to reviewing the completed question-
naires, we will also be conducting personal or group interviews with
many of you.

In completing the questionnaire, please observe the following guide-
lines:

1. Please fill out the questionnaire promptly. The project 1is
on an ambitious time schedule, and 1s dependent upon our
recelipt of the questionnaires.

2 In filling out the questionnaire, please write legibly 1in
ink, or type if you prefer.

3 Please answer each question as completely and as accurately
as possible, yet 1n a concise manner. [f a question is not
applicable, please write ''does not apply."

4, [f you have any problems or questions, or need any assis-
tance in filling out the questionnaire, please contact your
supervisor, your agency's personnel representative, or Ray
Wilson in the Merit Employment Department.

O

Please complete the questionnaire and give 1t to vyour
supervisor by October 7, 1983, so that ne/she may complete
his/her portion, and return it to the your agency's personnel
representative on or before October 14, 1933.

Thank you for your cooperation.
Very truly yours,
ARTHUR YOUNG & COMPANY

Enclosure







STATE OF IOWA

CLASSIFICATION ANALYSIS QUESTIONNAIRE
FOR
COMPARABLE WORTH PROJECT

INSTRUCTION SHEET

In completing the questionnaire, please observe the following guide-
lines:

Please fill out the questionnaire promptly. The project is on
an ambltious time schedule, and 1is dependent upon our receipt
of the questionnaires.

In filling out the questionnaire, please write legibly in ink,
or type if you prefer.

Please answer each question as completely and as accurately
as possible, yet 1n a concise manner. [f a question is not
applicable, please write ''does not apply'".

Do not be too concerned about grammar, punctuation, or style.

Please take the time to read through the entire questionnaire before
proceeding. Do not try to complete the entire questionnaire all at
once. Make notes on each section and then go back over your res-
ponses during the time you have to complete the information. Keep
the questionnaire at or near your work station or desk. As you

are performing your Job you will think of additional information.
Later, go back and review it and, if necessary, revise what you have
written. [t 1s expected that you will complete the questionnaire
during your normal work time.

If you have any questions at all or do not understand any part of
the questionnaire or need any asistance 1n filling out the ques-

tionnaire, contact either your supervisor or tne personnel repre-
sentative in your agency for assistance. [f, however, you do not
believe that your position 1s representative of your current job

classification, please contact Ray Wilson (phone 515-281-3866) in
the Merit Employment Department for further 1nstructions.







If there is not enough space provided for your answers, you may
attach additional pages. Merely identify to what question number
the information pertains. |

If there are any other employees who are in the same job classifica-
tion in your area who perform the same job as you do, feel free to
consult with them in completing this form. Remember, we are inter-
ested 1n learning as much as possible about your job classification,
and any additional input is welcome.

If another person(s) from your area with the same job classification
as yours also recelved a questionnaire and you believe that your
jobs are the same, you may work together and submit one question-
naire. If so, be sure to place all of your names on the question-
nailre that you return.

Please complete the questionnaire and return it to your supervisor
by October 7, 1983, so that he/she may review it, complete his/her
portion, and return it to your agency's personnel representative on
or before October 14, 1983.

Thank you for your cooperation.
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Identification

Name Date

Merit Classification Title

Department Division
Section ; s URAG
Work Location: Telephone Number
Building ) (Include extension):
CIty
Immediate Supervisor (Person who signs your performance
evaluation) Name

Title

Telephone Number

Time Employed in Current Classification Years Months
Total Employment with State of Iowa Years
Work Hours (Start/Finish--Indicate a.m./p.m.) to

Work Year

Full -Time
Regular Part-Time
Other (Specify)

Outline Of Organization Chart

Using the chart outlined below, please fill in the merit classi-
fications of: (1) your immediate supervisor, (2) employees you

work with and who also report to your supervisor, and (3) any

employees you supervise (attach a printed chart with the same
information if you prefer).

Note: List only those positions over which you have full super-
visory authority.
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Purpose of Position

Briefly describe what you consider the major purpose or objec-
tives of your position. Simply stated, what are you_attempt-
ing to accomplish in your position or why does your job exist?

4. Typical Duties and Responsibilities/Job Content

Please list the typical duties and responsibilities you per-
form in the spaces on the next two pages. Before beginning,
read the following specific instructions:

a. List one duty or responsibility in each space, and try
to PLACE THEM IN THE ORDER OF THEIR IMPORTANCE to your
job (#1 being the most important duty or responsibility).

b. List only those activities which either occupy the major
part of your time and which are characteristic elements
of the normal work routine, or which, although performed

only infrequently, are outstanding, important elements
of your work.

c. Try to describe your position in such a way that it can be
understood by someone not immediately familiar with your work.

d. Begin each statement with an action word, such as SRl ansyt
‘counsels," "eleans,"'" Yrepaips, "types," etc.

e. After listing all responsibilities and duties, INDICATE
THE PERCENT OF WORKING TIME ROUGHLY DEVOTED TO EACH. The
total of these percentages should not exceed 100%.

t. Space is provided for up to 12 duties and responsibilities.
Attach an additional page if more space is necessary.

g. Alter listing all your duties, place an asterisk (*) next to
the items which are the ''essence', or Key parts, of your Jjob.
Nl To the best of your knowledge have any new duties been
assigned since this job was last classified? Yes NO
If yes, place an "X" beside the new duties or responsibilities
listed.
Note: If you have a current job description (Position Description

Questionnaire-M-2) that is fully accurate, or can be easily
updated, write directly on the description itself indicating
any minor additions, deletions, or modifications. Make theD
changes and sign and date the description. Then, indicate with
an asterisk (*) the items of your description that are the
essence of your job, and indicate the percent of time allocated
to each job duty. After you have modified your description,
continue with the remainder of the questionnaire.




Typical Duties and Responsibilities
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-EXAMPLE-

20%

e ——

Types monthly budget analysis report, including statistical
date.

o 3
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Typical Duties and Responsibilities

6.

(Cont.)

ROR

11,

12.




S. Secondary Duties

List those duties which you perform on an occasional basis or
at irregular intervals that were not listed above.

Duties Frequency

6. Special Duties

Include any special projects, studies, surveys, or investiga-
tions of a nonroutine nature which you have performed in the

past 2 years, or anticipate in the near future which you will
be responsible for initiating or conducting.

7. Projects

If a significant amount of your work is project oriented,
briefly describe a characteristic project(s).

8. Areas of Personal Specialization

To the best of your knowledge, are there any special duties,
responsibililities, or assignments that you perform that are not

performed by anyone else in your classification? If so, please
list:




9. Supervision Received

ad .

Who usually gives you your work assignment (name and
classification).

— a— e =

In general, how frequently are they given? (Check one)

More than once per day

Daily
Several times per week
Weekly

Less than once per week

To what degree are your duties and assignments routine
(i.e., predetermined or structured)? (Check one)

Very little deviation from a set "routine"

Only moderate deviation from '"'routine"

Considerable change from day to day, but usually

within some reasonable and expected bounds

Relatively little '"'routine'" work; considerable

opportunity for improving methods and the
necessity to make decisions

Do you establish your own work priorities or are they
established for you? 1If established by others, please
identify them by classification.

Give an example of when and how you may be required to
develop alternative methods or variations in approaches to
deal with unusual circumstances in your work.

List positions other than your immediate supervisor that

provide you with advice, counsel, or functional guidance,

and briefly discuss the nature and purpose of that guldance.




10.

To whom do you give the work for review?

How frequently and how extensively 1s your work reviewed

List below the classification titles and numbers of personnel

What 1s the total number of employees for whom
you are responsible, either directly or indirectly
through supervisors ultimately responsible to you?

What proportion of your time do you spend in supervisory
duties and/or planning the work of others? T

Supervision Received (Cont.)
g .
h.
or. checked®
Supervisory Responsibility
a.
you directly supervise.
b.
Gl
d.

Are the individuals whom you supervise located 1n one
central location? Yes No

[f not, are they located on a

Regional Basis Statewide

Other (specify)




10.

Supervisory Responsibility (Cont.)

e.

1

Type of Supervision

independently.

Assign work, add or

delete duties

Plan work, establish

priorities

Instruct and train

1n methods and
procedures

Make hiring

recommendations

Make final decision

on hiring

Prepare performance

evaluation

Make recommendations

regarding unsatis-
factory employees

Nature of Instructions Given

Check each of the phrases below which describe the kind
of supervision this position is required to exercise

Make final decision to
terminate for cause

Recommend salary
adjustment

Make adjustments 1in
compensation

Make promotional
recommendations

Make final decisions
on promotions

Maintain staff personnel
records

Respond to complaints
and grievances

Other (please specify)

(1) Do you give specific or direct instructions as to
what work assignments others are to do? (Explain

or give examples.)

(2) Do you instruct others on how to do their work?
(Give examples)
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ﬁdyice or Guidance:

List the classifications other than subordinates to whom you
provide functional guidance and briefly discuss the nature and
purpose of that guidance. In other words, describe how you
provide advice and counsel to others as part of your job.

Procedures/Guidelines Available

a. What precedents, rules, i1nstructions, or procedures are
avallable to guide or restrict most of your job-related

duties (i.e., policies, reference manuals, style manuals,
handbooks, legislation, regulations...)

— ————

b. How often do they apply?

Nearly Always

More Than 2/3 of the Time
More Than 1/3 of the Time
Seldom

—

c. To what extent would you have the freedom to change or
modify such procedures or instructions?

d. In what ways and how frequently 1s independent thinking
required, in your opinion, in originating new or improved
operating strategy, procedures, plans, or concepts?
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14.

Problem-Solving

Describe four typical problems or difficult or sensitive situa-

tions you would be called upon to solve or deal with in the
normal course of your work.

a .

Decision Authority/Recommendation Areas

The two parts of this question ask you to list areas of responsi-
bility or activities for which you (a) have full decision-making
authority (that is, you decide on a course of action and have

the authority to implement it), and (b) make recommendations
to your supervisor for final decision to implement.

a. List responsibilities or activities for which you have

full decision-making authority to implement (approval of
others not required).

b. List responsibilities or activities for which you make

recommendations to a supervisor for final decision.




15. Confidential Information

a. To what extent does your job require dealing with infor-
mation which is considered sensitive or confidential to the

organization (check one)?

Daily

Weekly
Monthly
Occasionally
Never

L
|

b. What is the nature of this information?

C. What judgment do you have to exercise 1in utilizing or dis-
closing this information to others?

16. Equipment Operated

List below any equipment and machines you operate on a regular
basis, the extent to which you use it on average per day, the
proficiency required, and how long it would normally take a
person to learn how to use this equipment.

Proficiency required can be described as:

Familiarity - Requires only a fundamental Kknowledge of how
to use 1t.

Average - must be able to use in an effective manner on a
regular basis.

High Competency - As in an efficient production activity,
where high speed and accuracy are requilred.

Proficiency Time
Equipment Hours Per Day Requilred to Learn
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Contacts with Others

Describe the purpose and frequency of any recurring contacts
you would be required to have with others both within and

outside your immediate work group. Give examples of specific

Kinds of people contacted, including those listed below.
For each of the contacts listed below, indicate the nature and

how often you communicate with them. The communication may be
oral (face to face or by telephone) or written.

a. Frequency of contacts (use these definitions as guidelines):

Often - Once a day or more.

Some - At least twice per week.
Seldom - Once per month or less.
Rarely - No more than once per year.

b. Nature or Purpose. For example, do you:

e Receive or provide factual information
e JSecure services

Explain or interpret guidelines or 1nstructions
Make presentations

e (Conduct 1interviews
e Negotiate
e Solve problems through persuasion or discussion
8- OENer. » .
People Contacted Frequency Nature or Purpose

With outsiders/the general

v
1

— -
-

Wit

11‘\ :

“1"'

1'1 "_

1t h

public
Wit
With
departments)

suppliers/vendors

top management (other

nead of your department

managcers in other

e ™ Fe 1" ~" "\. ". -
] Ll i - i +- TI - h

cCo-worgers within vour




1R. Impact of Position

a . [f the duties of your position did not get carried out,
what would be the impact, or affect, on:

(1) Your area's functioning

(2) The organization

(3) Others outside the organization

b. List any relevant numbers identifying the relative size
and scope of your position, such as:

(1) Responsibility for people (not people you supervise)

(2) Total operating and/or program budget for which you
are accountable

(3) Responsibility for equipment or materials

(4) Other fpledsw Sp@ﬁify?

— e — — = — — S
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Impact of Errors

a. What types of problems could occur from errors made
in the course of your work? (For example, loss of

time or money, inconvenience to others, 1inaccurate
reports, etc.)

b. How quickly, or how likely would errors in your work

be detected? (i.e., are errors typically identified
by routine check of your work, or would errors probably

not be noticed until they affected other departments
or the public?)

Safety

What responsibility do you have for the safety and welfare of
others?
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Work Environment

d .

b.

[.L1sted below are a number of conditions which may be un-
pleasant, disagreeable, or hazardous. Check each to which
you are exposed 1n the normal course of your work. Also,
for each condition checked, fill in the approximate percent

of time you are exposed to that condition.
Percent

of Time
Check Exposed

Intense or continuous noise.

Awkward or confining work space (con-
ditions in which the body is cramped
or uncomfortable).

Dirty environment (situations in which
workers or their clothing easily become

bloody, soiled, greasy, etc.).

Improper illumination (glare, inadequate
lighting, etc.).

Air contamination (dust, fumes, steam,
toxic odors, disagreeable odors, etc.).

High or low temperatures or changes 1in
temperatures (possibly leading to stress
or decreased ability to work effectively.

Other:

Describe any unavoidable hazards in your Jjob or how your
health or well-being may be affected.
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Work Environment (contd.)

c. What type of risk or accidents may occur (i.e., burns, |
contact with contaminated material, disease, shock, physical

attack, cuts...)? How often has this occurred?

Working Conditions

a. What causes variations in your work volume or pace of work?

b. Describe how time pressures, rush orders, emergencies,or

imposed changes in priorities of tasks or deadlines contri-
bute to difficulty in planning and organizing your work?

Cr Describe the frequency, duration and nature of uncontrol-
lable interruptions and distractions which interfere with

the organization and orderly completion of your work.




22. VWorking Conditions (contd.)

d. Does your job require you to work in unpleasant social
situations (necessity to deal with upset or hostile clients

or the public)? If so, please describe how, and how often.

e. Do the responsibilities inherent in your position require
you to work irregular hours or work beyond or outside of
your normal work day for which you are not given compensa-
tion or compensatory time off? (If so, how often?)

23. Effort or Exertion

a. Describe any significant physical effort required in your
position.

b. Listed below are a number of demands which may be required
in your job. Check each of which you perform or which
describes your Jjob and fill in the approximate percent of
time you perform that activity.

Percent ot
Check Time Performed

Sitting (Prolonged)

Standing (Prolonged)

Standing (Intermittent)

Walking




23. Effort or Exertion (contd.)

Percent of
Check Time Performed

Bending or Stooping
Lifting

Repetitive activities (performance of
the same physical or mental activities
repeatedly and without interruption
for long periods of time).

Crouching, kneeling, or crawling

Reaching

Carrying objects

c. List the type of items (i.e. things, equipment, people)
you would 1lift or carry and indicate their maximum welght

in pounds.
[tem Weight Frequency
d. What are the specific agility or dexterity requirements of

your Jjob?

e. What hand-eye coordination is required?
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Educational Requirements

Using the categories below,

please check the level of formal

education or equivalent knowledge and skill that you believe
is the minimum required to perform satisfactorily in your
job. State what you think is minimally required, not neces-

sarilg your own educational level.

This type of knowledge and

skill would typically be attained through educational insti-
tutions rather than on-the-job experience.

Level Formal Schooling

1 None

2 Elementary (8 grades)

3 1 to 2 years high
school

4 3 to 4 years high
school

%) 1 to 2 years univer-

sity, community college,
business school, trade,

or technical school

6 College graduation
f Master's degree
8 Master's degree, plus

considerable additional

formal education

9 Doctoral degree, law

degree (J.D.), medical

degree (M.D.)

Comments:

Equivalent To

Follow simple instructions

Read, write, add, subtract,
use simple tools

Reading and understanding
directions, use measuring
instruments or gauges,
fractions

Vocational or business
skills, such as typing,
shorthand, mechanics,
drafting

More advanced knowledge
of vocational or business
field, including full
apprenticeships

Advanced training 1in a
field of study, such as
chemistry, business, ac-
counting, engineering, etc.

Advanced professional train-
1ng 1n a well-defined field
of study, such as engineer-
1ng, business, science,
accounting

Same as above, but more ex-
tensive, in-depth study

Extensive, advanced study,
including the conduct of
significant, original re-
search

_— . — o ——— =




25. Experience Regulirements

Indicate the minimum amount and types (e.g., secretarial,
engineering, supervisory, etc.) of previous experience required
for a person possessing the minimum educational requirements

to perform your job satisfactorily. Include experience

in related work or lower-level jobs, either with the State of
Iowa or elsewhere.

Minimum
Type of Experience ~Time Required

> 1 Years Months
Years Months
Years Months

b. What special work skills are required to enter your job?

c. What special knowledge of laws, codes, or regulations are
required to enter your job (not what you know now)?

d. Assuming that an individual has the necessary background,
after a brief orientation period how long would it take for a
person to be able to perform all assigned tasks competently?

e. What prior training and experience did you have before
taking this job?

f. What job related formal training have you received since
you assumed your present job?
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AT

g. From what classifications within the organization could
employees be promoted to this classification?

Certificates, Licenses, Other Required Qualifications

Use this space to list any officially recognized certificates,
licenses, authorizations to practice a trade or profession, or
other required qualifications necessary for persons entering
your Jjob classification.

General Comments

Recognizing that no single questionnalre can cover every
aspect of a position, after having completed this survey, can
you think of any other information which would be important
in understanding your position. If so, please list any addi-
tional comments below.




28. Describe any other factors or aspects of your job that should
be considered in evaluating or comparing your classification
with others.

29. Please list any special pay or benefits which you receive in
addition to your base salary as a result of serving in this job
classitication.

NOTE: Upon completion of this questionnaire, please forward it to
your supervisor by October 7, 1983 for completion of pages 23
and 24.




SUPERVISOR REVIEW AND COMMENTS

[t is important that you, the supervisor, review this questionnaire,
since you may have a different perspective of the job described.

Do not change the incumbent's description of the job in the question-
naire itself. Please remember that this questionnaire is intended
solely for the purpose of describing the classification in question
accurately. The information provided in the previous pages 1is not

to be used for purposes of evaluating this individual's performance
nor should your comments be addressed to this subject. It is partic-
ularly important that you review the percentages assigned to the
typical duties and responsibilities on page 3. This section (item
number 4) must be completed. If this section is not complete, please
fill in the blanks when you review the questionnaire with the
incumbent. If you disagree with any information provided or believe

some information has not been included on the questionnaire, indicate
below the question number and your response.

Question
NO. Comments

If necessary, continue comments on the following page. Also, com-
plete the statement box at the bottom of the following page.




Question
No. Comments \

Please check the appropriate statement.
Il agree with the incumbent's questionnaire as written.

p The above modifications have been discussed with the incumbent,
and the incumbent agrees with these modifications. |

e

I'he above modifications have been discussed with the incumbent, |
and the i1ncumbent disagrees with these modifications. 5

Supervisor's
Signature Date

|
H
et e oA AR < |

I have noted the modifications made by my supervisor in the Comments
Section above.

Employee's
Signature Date

e = T — |

When completed, please return to your Agency Personnel Representative by
October 14, 1983.
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INTERVIEW GUIDE







STATE OF IOWA

POSITION INFORMATION AUDIT
INTERVIEW GUIDE

Incumbent

Title

—— — — —— — e — = ——— e — —— e ——8 ——— — = —

Department/Location

Interviewer Date

e — — m—— - -

Job Information Available:

. Position Questionnaire LES & s NO: ri. - o
Classification Specification Yes No % =S

. Organization Chart Yes No

. Other (List) Yes No

Introduce yourself and the project.

Explain purpose of interview.

Review their questionnaire and round out and clarify the data as
required. Be sure you understand content of questionnailre.

Proceed into interview guide.
Correct data block above; then begin questions on next page.

Terminate with an open conclusion: If you remember something
that I should know, feel free to contact me directly or through
the Merit Employment Department or their Agency Personnel Rep-

resentative.

Complete ''need to consider Jjob description change' sheet.




1.

Z s

Aside from transfer/promotion, has your job changed 1in the last
2 years? If so, how?

- — ————— = — _— - = —_— —= R Nl — e ——

What duties currently constitute the bulk of your time? Is this
typical?

e — i — — e — ——— —— —_— —— e e e e e e e e et - = — —

[f there 1s a difference of opinion on Jjob duties of the incum-
bent and the supervisor, ask for an explanation of the nature of
the discrepancy.

Complexity, Judgment, Problem-Solving:

a. Tell me about the parts of your job in which you have a
great deal of latitude or discretion in what you do. In
other words, areas of your job in which there are no clear
standard practices or procedures to guide what you do.

— —

b. What, or who, determines the volume of your work load? Do
you have the authority to take on a project if you see a
need? If yes, give an example.




c. How does one define the output of your work, e.g., what
"units" of work?

Supervision Exercised:

Confirm numbers, levels, and types of persons supervised. Are
you responsible for scheduling assignments, hiring decisions,

and performance review for each of these individuals? Give a
short summary of each direct subordinate position and how it
interrelates with some of the other positions in the organization.

Supervision Received:

How often do you meet with your supervisor? Is he/she readily
avallable to answer questions? How expliclit are 1instructions
from your supervisor as to your work assignments? How frequent
and in what way(s) do you inform your supervisor of your prog-
ress on assignments (i.e., staff meetings, status reports)?




7. Education/Experience:

a. Review levels and types of education and experience stated
in questionnaire. Are requirements legally based or a
matter of preference? What would you require if you were a
supervisor hiring someone for this type of position?

—— e ———

b. What do you consider to be the single most important area of
knowledge that a person must have (or learn) to function in
your position?

8. Personal Contacts:

What type of telephone or personal contact is the most common in
your job? What is the usual purpose, or outcome, of this
communication? Describe the nature and extent of customer

contact. How is this similar/different from that of your
staff.

Q. Declsions:

Does your work or the decisions you make affect operations
| organizational unit 1n which you work? 1In what ways

-~ TR .~ - ‘ . ‘ ———— - a1 r ” , o _ _
and affecting what other organizational units? Review decisions
«

—— = =  —
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151

12.

Errors:

Give me an example of an error or mistake that a person in your
position could make. How often has this error occurred? What
safeguards or '"fail-safe'" mechanisms are available to prevent
this type of error from occurring or having much effect on the

public or others?

e e = —— —

Working Conditions/Pressures:

Explore response from questionnaire with emphasis on confirming
severity and frequency of irregular work hours, stress, pressuil«
of deadlines, physical requirements, etc. Distinguish between
factors inherent 1in the work environment and factors that are

physical or mental demands.

yvou would like to

Is there anything else about your Jjob that
tell me? Anything you feel would be helpful to us 1n

ering your Jjob.




AFTER INTERVIEW SUMMARY

Key Job Duties

General Observations (What is an appropriate classification title?
Any questions on PAQ that need to be noted?)
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JOB CLASSIFICATIONS INTERVIEWED

00013
00017
00021
00022
00025
00026
00035
00046
00047
00060
00061
00081
00082
00111
00112
00113
00132
00135
00136
00152
00153
00156
00157
00201
00201
00211
00212
00276
00290
00292
00294
00309
00315
00406
00422
00456
00457
00458
00529
00531
00638
00725
00729
00737
00740
00741
00750
00751

Clerk Typist 3

Clerk 3

Clerk Stenographer 2
Clerk Steographer 3
Secretary 1

Secretary 2

Telephone Operator
Redemption Clerk 1
Redemption Clerk 2

Word Processor 1

Word Processor 2
Microfilm Operator 1
Microfilm Operator 2
System Support Worker 1
System Support Worker 2
System Support Worker 3
Data Processing Supervisor
Computer Operator 1
Computer Operator 2
Programmer/Analyst

Lead Programmer

Systems Analyst

Senior Systems Analyst
Assistant Director of Voter Reg.
Purchasing Assistant
Purchasing Agent 2
Purchasing Agent 3
Treasurer's Cashier
Accounting Technician 1
Accounting Technician 2
Accounting Technician 3
Accountant/Auditor
Accountant 4

Bank Examiner 3

Credit Union Examiner 3
Insurance Complaint Supervisor
Insurance Rate Analyst 1
Insurance Rate Analyst 2
Utility Analyst 2

Senior Utility Analyst
Law Clerk

Budget Analyst 4
Comptroller's Division Director
Management Analyst 4
Statistical Assistant 1
Statistlical Assistant 2
Information Specialist 1
Information Specialist 2




JOB CLASSIFICATIONS INTERVIEWED (Continued)

00781 Public Service Executive 1
00782 Public Service Executive 2
00784 Public Service Executive 3
00786 Public Service Executive 4
00787 Public Service Executive 5
00800 Manpower Aide 1

00801 Manpower Aide 2

00806 Manpower Specialist 2

00815 Employment Service Manager
00852 Claims Specialist 1

00853 Claims Specialist 2

01330 Museum Technician

02001 Licensed Practical Nurse 1
02002 Licensed Practical Nurse 2
02035 Nursing Services Director

02041 Director of Nursing

02066 Hospital Nursing Consultant
02209 Radiological Technologist 1
02211 Radiological Technologist 2
02206 Pharmacist

03031 County Social Services Dir. 2
03046 Youth Services Worker 2

03047 Youth Services Worker 3

03084 Homemaker Services Supervisor 2
03090 Income Maintenance Worker 1
03091 Income Maintenance Worker 2
03439 Civil Rights Specialist 2

04022 Program Planner 2

04023 Program Planner 3

04025 Program and Planning Administrator 2
04045 Transportation Planner in Training
04066 Senior Transportation Planner in Training
04050 Transportation Planner 1

04106 Right of Way Aide 2

04108 Right of Way Aide 4

04205 Highway Engineer in Training
04207 Senior Highway Engineer in Training
04341 Materials Technician 2

04342 Materials Technician 3

04356 Design Technician 2

04357 Design Technician 3

04406 Geologist 2

04407 Geologist 3

04410 Geologist 4

04415 Chemist 1

04416 Chemist 2

04518 Environmental Specialist 2
04519 Environmental Specialist 3

04521 environmental Engineer 2




JOB CLASSIFICATIONS INTERVIEWED (Continued)

04538 Health Facilities Surveyor
04735 Communications Technician 1
04736 Communications Technician 2
04775 Communications Engineer
05103 Food Sanitation Survey Officer
05165 Laboratory Assistant 1
05167 Laboratory Assistant 3
05210 Park Ranger 1

05215 Park Ranger 2

09217 Park Ranger 3

05313 Fisheries Biologist 2

05333 Wildlife Biologist 2

05334 Wildlife Biologist 3

05416 Forester 2

06360 Motor Vehicle Officer 1
06361 Motor Vehicle Officer 2
06505 Community Corrections Services Supervisor
07253 Dietitian 2

07310 Laundry Supervisor 1

08111 Equipment Operator 2

08113 Equipment Operator 3

08135 Bridge Inspector 1

08136 Bridge Inspector 2

08137 Bridge Inspector 3

08375 Automotive Mechanic

08385 Automotive Shop Supervisor

08416 Power Plant Engineer 3
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INTRODUCTION

This manual is provided to explain the point factor job
evaluation system developed for the State of Iowa Comparable
Worth Study. This system has been designed specifically for
the Merit Employment System Job Classifications, as a means
to systematically appraise the value of each classification
in relation to all other classifications on the basis of com-
parable worth.

This system consists of a series of predetermined compen-
sable factors which have been developed to reflect the best
overall measure of worth for the wide variety of classifica-
tions 1n the Merit Employment System. The entire system 1s
contained in the back portion of this manual. Each of the
13 factors has been defined in a way to explain what is intended
to be measured and to assist team members in obtaining a con-
sistent insight into interpreting how to apply the system,
Members of the job evaluation teams will analyze each class-
1fication and determine the extent or degree to which that
factor i1s present in the classification being evaluated.

Each factor i1s evaluated independently for each classifi-

cation. Using a serilies of well defined specific and discreet

i.-l

factors provides for a more factual and objective assessment

R [ £ " 1
aagment o the worth of a class.

than trying to make an overall

-
-

Each factor consists of a series of degrees, or levels,

o

which ve been defined. The evaluation 1s done by the team,

deciding which degree definition best fits the class for each




factor. The team must reach consensus as to which degree "most
clearly" describes the overall classification. This process

allows all classifications to be evaluated in a common frame-

work and in a consistent fashion.

Prior to performing the evaluation, each team member will
have reviewed job content documentation on the class to be
evaluated. For each distinct classification, a wide range
of documentations has been assembled and carefully analyzed,
including a comprehensive Position Analysis Questionnaire (PAQ),
a Class Specification, Field Audit Interview Notes, Organiza-
tion Charts, Section A of the Job Performance Plan and other
documents. A matrix format explaining where specific infor-
mation from these sources may be found, as 1t relates to each
respective factor, 1s included at the end of this section.

When the team has completed the evaluation, the team leader
will record the final evaluation results on a form and return
1t to the Arthur Young and Company Coordinator for review.

A copy of this form follows this section. As a quality con-
trol step and to insure reliability among the various teams,
our consultants will review all evaluations to insure that
they are consistent and that they conform to our firm's tech-
nical standards. It is essential that there be a very high

degree of consistency among the teams. In that regard, each

team will receive a report of all evaluations performed through

the previous week so that they can be aware of all previous




rankings and take them into consideration in performing sub-
sequent evaluations.

All factors have been weighted to reflect the approximate
relative importance of that factor to the State. Point values
exist for each factor/degree. When all factors have been evalu-
ated, the sum total of points will represent the overall wvalue
of the classification. The total points will reflect the worth
or relationship of that class to all others in the Merit Em-
ployment System. Classes are then assigned to grades based
on accumulated point count totals.

The actual point values of the factor/degrees are not
available to the team members conducting the-evaluations.

This helps individuals from subconsciously focusing on the
end result or overall worth and perhaps then over- or under-
rating a class.

In performing the evaluations the committee must always
remember several rules:

® The system has been designed to cover the more than

800 State Merit Employment System job classifications.
This range of applicability must be kept in mind when
performing evaluations. A wide variety of levels for
each factor exists, relatively speaking, and should
be reflected in the degrees selected.

®@ Evaluate each degree independently. Do not try to make

assessment of the "overall worth" of the classification.




® Always focus on the inherent duties, responsibilities,

tasks, impacts, working conditions, responsibilities,

etc. The title, current salary grade or gender compo-
sition of the classification i1s irrelevant.
e The evaluation process always deals with classifications,

not individuals or positions. The person performing

the work and whether or not i1t 1s being done well 1is
not relevant.

® Job evaluation must look at classifications the way
they are at the time of the study -- not the way they
might be or should be, or the way someone would have
them be.

® Job evaluation is not a process for assessing the ap-
propriateness of staffing levels or workload, or for
rewarding for efficiency or punishing for ineffective-
ness.

® Your responsibility is to assist in making an evalua-
tion of the relative worth of each classification on
the basis of comparable worth. You should be concerned
with applying the system in a consistent manner. Do
not concern yourself with any potential cost or other
implementation issues.

The final and foremost thing to remember is that while

this entire system and process has been developed in a way

tOo measure classifications in an equitable manner and aims




at being as objective as possible, the process is inherently
subjective. It is up to each committee member to strive to
perform his/her role in a responsible and objective manner.
The end result will only be as good as our collective efforts

over the next few weeks.




STATE OF IOWA -- COMPARABLE WORTH STUDY

JOB CONTENT DOCUMENTATION -- REFERENCES BY FACTOR

Factor

Knowledge—-Education

Knowledge—-Experience

Camplex-Prob. Solv.

Guidelines/Supervision

Contacts

Physical Demands

Mental Demands

Supervision Exercised

Scope/Effect

Impact Errors

Work Environment

Hazard/Risk

Working Conditions

PAQ)
Question

16
24
25 (b) (c) (e) (£)
26

16
25(a) (b) (c) (d) (e) (g)

805 6, 7
9(c) (e)

9 (a=h)
12 (4)

4
17 (a=b)

16
23 (a=e)

4 (High %)
16
23 (b) (4) (e)

10 (a=£)
11

&, D, 6, 7
14,15.16,17
18 (a) (b)

4, 5, 06; 7
19;20

21 (a)

22 (4) (e)

16
21 (b) (c)

22 (a) (b) (¢)

Field
Audit
Notes

7(a) (b)

Class
Specifications
KSA's
Educ/Exper Req (Min)

KSA's
Edu/Exper Req (Min)

Illus. Examples
Work Performance
Definition
Abilities

Abilities

Abilities

Illus. Examples

Definitions

Illus, Examples

Work Performance

Definition

Notes
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1l An Act establishing as the policy of the state that employees
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Section 1. 79.17 COMPENSATION BASED ON COMPARABLE WORTH.
It is the policy of this.state that a state department, board,
commission or agency shall not discriminate in the employ-
ment or pay between employees on the basis of gender by paying
wages to 1ts employees at a rate less than the rate at which
the employer pays wages to employees of the opposite gender
for work of comparable worth. "Comparable worth" means the
value of work as measured by the composite of the skill,
effort, responsibility, and working conditions normally re-
quired in the performance of work.

Sec. 2. A study shall be conducted for the purpose of
implementing section 1 of this Act. The study shall compare
jobs under the Iowa merit system to determine equitable
compensation relationships between and among job classes
predominantly held by women, jobs predominantly held by men
and jobs held by a balanced number of women and men in the
Iowa merit system. The study shall be conducted within the
limits of available funds and personnel and shall be supervised
by the Iowa merit department. State agencies charged with
the responsibility for administering various payroll systems
shall cooperate with the Iowa merit department 1in carrying
out this study. A contract with a private firm having
expertise 1in personnel administration may be entered into
to assist 1in carrying out this study.

The legislative council shall appoint a steering committee
for the study with the governor or the governor's designee
serving as a member of the steering committee.

The steering committee shall establish guidelines for
carrying out the study in consultation with the Iowa merit
employment department and shall set a date for the completion
of the study and a proposed date for the governor and the
legislative council to submit recommendations to the
appropriate committees of the general assembly. The steering
committee, governor, and legislative council shall be furnished

with data as requested from the study as well as the final

-] -
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report.
The Iowa merit employment department shall develop and

submit to the governor and the legislative council an estimate
of the appropriation necessary for providing comparability
adjustments for classes in the study. The governor and the
legislative council shall review the comparison and proposed
appropriation and submit recommendations to the appropriate
committees of the general assembly for their consideration.
Sec. 3. Sections 1 and 2 of this Act are effective upon
publication; however, section 1 shall not be implemented un-
til the provisions of section 2 have been met and appropriate

legislation has become law.
Sec. 4. This Act, being deemed of immediate importance,

takes effect from and after its publication in The Jefferson
Bee, a newspaper published in Jefferson, Iowa, and in the

West Des Molnes Express, a newspaper published in West Des

Moines, Iowa.




1. Knowledge-From Formal Training/Education

This factor measures the academic preparation and/or technical training at

the entry level considered to be the normal or typical prerequisite to learn-
ing and performing the job at the entry level. This preparation or training
refers to that which provides a basis or foundation for the development of
adequate job skills and overall job competence. (i.e., what a worker must know
to do acceptable work such as steps, procedures, practices, theories, princi-
ples and concepts). The factor refers to the attainment of knowledge and
skills typically obtained through formal educational institutions, rather than
through on-the-job experience. This knowledge may have been acquired through
formal schooling such as grammar school, high school, college, night school,
correspondence courses, and in-service education programs. The normal regquire-
ments of the job are analyzed and not the formal education of individuals

per forming the work. To be used as a basis for selecting a degree under this
factor, a knowledge must be required and applied.

1st Degree

Requires enough basic education to understand and follow standard routine
(often repetitive) practices or oral instructions. No special previous
training, knowledge or skill required.

2nd Deg;ee

Requires ability to read, write, and follow detailed written or oral
instructions, use simple arithmetic processes involving counting, addition,
subtracting, dividing, and multiplying whole numbers. These "core" skills
and abilities would have a direct application to the tasks to be performed,
but would not have a recognized, fairly specific occupational objective.

3rd Degree

Requires knowledge in order to perform work requiring advanced arithmetic
processes involving adding, subtracting, dividing, and multiplying of
decimals and fractions; and comprehension and expression 1in terms of
language development to maintalin or prepare routine correspondence, rec-
ords, and reports (i.e., sentence composition, grammar, spelling, etc.).
May require basic knowledge of typing, bookkeeping, drafting, blueprint
reading, etc.

4th Degree

Requires knowledge of standard procedures in a technical field requiring
extended traininge. Requires the ability to use proper business, medical,
or legal terminology. Advanced knowledge of stenography, variety of office
routines, or elementary knowledge of accounting or laboratory procedures
regquired. Knowledge of and ability to operate equipment such as measuring
or mechanical devices, tabulating equipment, transcribing machines, or




precision instruments requiring more than six months of training to obtain
proficiency. Ability to understand and interpret technical manuals.
Language development would be more advanced, could be required to edit, or
write more technical correspondence or speak in a way to present informa-
tion or ideas clearly.

5th Degree

Requires ability and knowledge of a specialized technical field such as
accounting, data processing, complex laboratory procedures, office manage-
ment, statistics, advanced mathematics, drafting, etc. Knowledge and
ability to operate precision tools or instruments including the ability to
adapt such devices or interpret results of tests based upon observations.
Must be able to originate and complile statistics and interpret reports, and
prepare correspendence of a difficult or very technical nature. Also
practical knowledge of standard procedures in a skilled trade or maint-
enance field such as masonry or plumbing. Equivalent to broad specialized
training that is directly related to the type of work being performed or
completion of a full apprenticeship of four or more years in a recognized
trade or craft.

oth Degree

Requires broad knowledge of basic theories and princiliples, concepts and
methodology of a general professional or specialized technical field such
as accounting, psychology, educational administration, mathematics, com-
puter science, nursing, social work, agriculture, finance, engineering,
statistics, or business administration sufficient to analyze and carry out
a wide range of assignments.

/th Degree

Requlires expanded advanced training beyond the 6th degree in a comprehen-
sive field of study which provides skill in carrying out assignments,
operations and procedures in the operation which are more difficult and
complex. Must be able to apply principle of logical or scientific thinking
with respect to abstract or more diverse variables.

8th Degree

Requires advanced professional training beyond the 7th degree in a compre-
nensive field of study and which provides an authoritative knowledge or
mastery of all advanced principles, concepts, theories, and methodologies
1n a professional or administrative field to apply experimental theories and
new developments to problems not susceptable to treatment by accepted
methods. Must be able to apply more diverse principles of logical or

scientific thinking to a wide range of intellectual and highly abstract
classes of concepts.




2. Knowledge-From Experience

This factor evaluates the least amount of time normally required for a person
with the specified formal training/educational knowledge or background to
acquire the related knowledge and skills to perform the jJob satisfactorily
under normal supervision. Qualifying experience may have been acquired on
prior related work or lower-level jobs, either within State Government, other

former employment, volunteer work, on-the-job training, or any other relevant
source.

1st Degree

The position requires no previous experience and minimal (less than one
month) on-the-=job training. No special knowledge 1s required. The basic
job could be learned in one month or less.

2nd Degree

The position requires limited knowledge of simple work procedures or
methods typically resulting from previous experience. Some basic knowledge
of commonly used general rules, procedures, operations, practices, Or
routines 1is necessary for proficiency. Necessary prior experience could
typically be acquired within three to six months. On-the—-job learning time
could range from one to three months. During this period sufficient skill
or knowledge would be acquired to be able to perform all tasks competently.

3rd Degree

The position requires moderate general knowledge of technical procedures or
work activities. Necessary prior experience could typically be acgquired 1in
six to twelve months. Working knowledge of a history of standardized rules,
operations, or procedures and practices related to the functional area must
be learned. Requires job learning time of from three to six months.

4th Degree

The position requires considerable working knowledge of multiple technical
procedures or work activity areas. The knowledge of this more extensive
body of rules or operations requires extended experience to perform a wide
variety of interrelated or non-standard procedural assignments. May involve
sufficient knowledge to teach basic procedures to others. Necessary prior
experience could be gained in twelve to thirty-six months. In-depth
knowledge of work-related procedures and practices 1s necessary. Requires
job learning time from six to twelve months.




Sth Degree

The position requlres extensive Kknowledge of several complicated technical
specialized areas to perform complicated techniques and/or solve critical
problems within the specified area to a level sufficient to supervise
others performing jJobs 1n these areas. Necessary prior experience can
1cally be gained 1n three to five years. Job learning time exceeds one

F I
&

YE

t
year .

6tp Degree

The position requires comprehensive understanding of a broad body of

knowledge or unusually complex techniques and procedures. This intense
practical knowledge of technical or skilled functional areas would often be

used 1n the development of new methods, approaches or procedures. Necessary
prior experilence typlcally ranges beyond five years. Job learning time

exceeds one year.
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dth Degree

Wwork generally diversified and moderately difficult. Requires judgment

to meet problems and situations to which their application 1s not clearly
jefined. Works toward assigned objectives, using judgment at times to
modify methods and standards to meet variations 1n controlling conditions.
Requires the ability to plan and perform a sequence of operations. The work
inc ludes various duties 1involving different and unrelated processes and
methods. The decision regarding what needs to be done depends upon the
analysis of the subject, conditions, phase, or issues involved 1in each
assignment, and the chosen course of action may have to be selected from
many alternatives. The work 1nvolves conditions and elements that must be
identified and analyzed to discern interrelationships. Ingenuity and

1magination are required on reqular basis to deal with frequently changing
conditions and problems.

5th Degree

work 1s typically difficult or complex and governed generally by broad
instructions and objectives usually involving frequently changing condi-
tions and problems. The work typically includes varied duties requiring
many different and unrelated processes and methods. Requires considerable
judgment to apply factual background and fundamental principles in develop-
1ing approaches and techniques for the solution of problems where policies
or procedures are not clearly defined. Involves considerable ingenulity and
initiative. Substantial analysis 1s required and many factors must be
welghed before a decision can be reached. Decisions regarding what needs
to be done 1include the assessment of unusual circumstances, variations in
approach, and incomplete or conflicting information. The work requires
making many decisions concerning such things as interpreting consid-

erable information, planning work, or refining methods and techniques to
be used.

oth De gree

The work 1includes varied duties requiring many different and unrelated
processes and methods applied to a broad range of activities, or substan-
tial depth of analysis. The work requires originating new techniques,
establishing criteria, or developing new information. Requires the ability
to plan and perform involved or technical work presenting new or constantly
changing problems, deal with complex factors not easily evaluated, make
decisions requiring considerable judgment, initiative, and ingenuity in
areas where there 1s little precedent. Decisions regarding what needs to

be done 1include major areas of uncertainty in approach, method, or inter-
pretation anad evaluation processes resulting from such elements as contin-
Jlng changes 1n program, technological developments, unkown phenomena,

or conflicting requirements. Creative ability, imagination or originality
requlred on a daily basis.
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/th Degree

The work consists of very broad functions and processes. Assignments are
characterized by breadth and intensity of effort and involve several phases
being pursued concurrently or sequentially with the support of others
within or outside of the organization. Requilires the ability to act in

the formulation and implementation of policies and programs for major
divisions or functions. Performs research, planning, and organization of
major function and correlation of interrelated functions. Work involves
the application of a high degree of judgment, initiative, and ingenuity to
deal with factors not easily evaluated, 1interpret results, and to direct
and/or coordinate the work of others. Decisions regarding what needs to be
done include largely undefined issues and elements, requiring extensive
probing and analysis to determine the nature and scope of the problems.

The work requires continuing efforts to establish concepts, theories, or
programs, or to resolve unyielding problems.




4. Guidelines/Supervision Avallable

This factor covers the nature of gquidelines and the judgment needed to apply
them. Guidelines include, for example: desk manuals, established procedures
and policies, traditional practices, and reference materials such as dic-
tionaries, style manuals, engineering handbooks, the pharmacopoeia, legislation,
administrative rules and employee regulation or handbooks.

Guidelines should not be confused with the knowledges described under Factor 1,
Knowledge-From Formal Training/Education. Guidelines either provide reference
data or impose certalin constraints.

Individual jobs in different occupations vary in the specificity, applic-
ability and availability of the guidelines for performance of assignments.
Consequently, the constraints and judgmental demand placed upon employees also
vary. For example, the existence of specific instructions, procedures, and
policies may limit the opportunity of the employee to make or recommend
decisions or actions. However, 1n the absence of procedures or under broadly
stated objectives, employees 1n some occupations may use considerable judgment
in researching and developling new methods.

This factor also measures the extent and closeness of supervision required and
recelved, 1ncluding the degree to which the i1mmediate supervisor outlines the
methods to be followed, the results to be obtained, and the frequency that
work progress 1s checked. Proximity or immediate availability of supervision
should also be considered. This factor covers the nature and extent of direct
or indirect controls exercised by the supervisor, the employee's responsi-
bility, and the review of completed work. Controls are exercised by the
supervisor 1n the way assignments are made, 1nstructions are given to the
employee, priorities and deadlines are set, and objectives and boundaries are
defined. Responsibillity of the employee depends upon the extent to which the
employee 1s expected to develop the sequence and timing of various aspects of
the work, to modify or recommend modification of instructions, and to partici=-
pate 1n establishing priorities and defining objectives. The degree of review
of completed work depends upon the nature and extent of the review; e.g. close
and detalled review of each phase of the assignment; detailed review of the

finished assignment; spot-check of -finished work for accuracy; or review only
tor adherence to policy.
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1st Degree

Specific, detailed gquidelines covering all important aspects of the work
are provided to the employee. Supervision avallable for recurring duties.
The employee works as instructed and consults with the supervisor as needed
on all matters not specifically covered 1in the original instructions.
Implies a review at frequent intervals of what i1s done and the manner of
performance. Each task is performed according to specific detailed in-
structions as to required tasks and results expected. The employee has
very limited authority to select alternative work methods. The employee
works in strict adherence to the guidelines; deviations must be authorized
by the supervisor. For all positions the work 1is closely controlled. For
some positions, the control is through the structured nature of the work
itself; for others i1t may be controlled by the circumstances in which it 1is
performed. In some situations, the supervisor maintains control through
review of the work which may include checking progress or reviewing com-
pleted work for accuracy, adequacy, and adherence to instructions and
established procedures.

2nd Degree

Procedures for doing the work have been established and a number of spe-
cific guidelines are available. The supervisor provides continuing or
individual assignment by generally indicating which 1is to be done. The
number and similarity of guidelines and work situations requires the
employee to locate and select the most appropriate guidelines, references,
and procedures for application and in making minor deviations to adapt the
guidelines in specific cases or projects.

At this level, the employee may also determine which of several established
alternatives to use. Situations to which the existing gquidelines cannot be
applied or significant proposed deviations from the guidelines are referred
to the supervisor. The supervisor assures that finished work and methods
used are technically accurate and in compliance with instructions or
established procedures. Review of the work 1ncreases with more difficult
assignments if the employee has not previously performed similar assignments.
Requires supervision under standard practices, enabling employee to operate
alone on routine work, checking with supervisor when in doubt. The employee
receives only general instructions with respect to the details of the
assignment and what is to be done, deadlines, priorities, quality and
quantity expected in the manner of performance, but the work 1s subject to a
reasonably close check on quantity and quality of output.

Supervisor screens assignments for unusual or difficult problems and selects
techniques and procedures to be applied on non-routine work. The employee
uses initiative in carrying out recurring assignments independently without
specific instruction, but refers deviations, problems, and unfamiliar
situations not covered by instructions to the supervisor for decision or
help.




3rd Degree

Guidelines are available, but are not completely applicable to the work
or have gaps in specificity.

The employee uses judgment in interpreting and adapting guidelines such
as agency policies, standard procedures or techniques, regulations,
precedents, and work directions for application to specific projects,
cases or problems.

Requires general supervision while working toward definite, specific
objectives. The employee usually receives only a general outline of work
to be performed, priorities and deadlines. Plans and arranges own work,
only referring unusual or complex matters to supervisor for advice. The
employee may be physically removed from the supervisor and subject to only
systematic supervisory checks. Assistance is furnished on unusual problems
and work 1s reviewed for application of sound judgment. The employee plans
and carries out the successive steps and handles problems and deviations 1n
the work assignment in accordance with instructions, policies, previous
training, or accepted practices in the occupation. Completed work 1is
usually evaluated for technical soundness, appropriateness, and conformity
to policy and requirements. The methods used in arriving at the end
results are not usually reviewed 1in detail.

4th Degree

Policies and precedents are applicable but are stated in general terms.
Guidelines for performing the work are scarce or of limited use. The
employee often deviates from traditional methods or researching trends and
patterns to develop new methods, criteria, or proposed new policiles.

Requires only direction, working from broad policies and on general objec-
tives. The supervisor sets the overall objectives and resources available.
The employee and supervisor, 1in consultation, develop the deadlines,
projects, and work to be done. Refers specific matters to superior only
when 1nterpretation of organizational policies 1s deemed necessary.
Independence of action 1s stressed and work 1s reviewed primarily through
results obtained. Work 1s periodically checked for progress and conform-
ance to established policies and requirements. At this level, the em-

ployee, having developed expertise in the line of work, 1s responsible for

planning and carrying out the assignment; resolving most of the conflicts
whlch arise; coordinating the work with others as necessary; and inter-
preting policy on own 1initiative. The employee also determines the approach

0O Dbe taken and the methods to be used. The employee keeps the supervisor

.
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informed of progress, potentially contrcversial matters, or far-reaching
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5th Degree

Guidelines are broadly stated and nonspecific, e.g., broad policy state-
ments or basic legislation which require extensive 1interpretation. Fre-

quently, the employee is recognized as a technical authority in the devel-
opment and interpretation of guidelines.

Requires administrative direction and has direct responsibility for final
results. Emphasizes independence of method and process, and indicates
accountability only for results. Assignment of work consists generally of
ma jor objectives rather than detailed or specific assignments. The employee
has responsibility for planning, designing, and carrying out programs,
projects, studies, or other work independently. Supervision 1s generally
received through staff conferences, discussions, and a review of progress
reports. Results of the work are considered as technically authoritative
and are normally accepted without significant change. If the work should be
reviewed, the review concerns such matters as fulfillment of program objec-
tives, effect of advice, influence of the overall program or contribution to
the advancement of technology. Recommendations for new projects and
alteration of objectives are usually evaluated for such consideration as
availability of funds and other resources, broad program goals or priorities.
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A

This factor measures the responsibility for effective handling of any peraondl contacts or interactions with persons not in the Supervisory chain.

Consideration 1is importance, the setting i1n which the contact takes place,

The type of

?EEPQ““ uf_Cuntact

1.

Contacts usually require only providing simple
responses to requests for information and/or
giving routine directions or information
directly related to the work. The informa-
tion is usually easily understood.

Purpose i8 to give, receive, or screen estab-

lished factual information. Normal communica-
tion skills required, within a structured
relationship.

Purpose 1s to explain or interpret guidelines
or instructions, or elicit interpretations or
opinions. Requires well-developed communication
skills, courtesy, and discretion. Contacts are
nonroutine or non=-structured but not highly
sensitive in nature. Involves more than the
exchange of information. May give advice,
guidance, and counsel others on basis of facts
and issues presented.

Purpose 18 to exchange or disseminate important
information requiring careful interpretation

of policlies and procedures. May make formal
presentations, conduct interviews, or negotiate.
Importance in discretion, accuracy, and

clarity in communication is substantial. May
also influence, motivate, convince or change
including achieving a common understand-
ing or working out solutions.

Purpose 18 to solve problems through discussion
Oor persuasion (e.g., resolves problems and
gains cooperation on matters where strong dif-
ferences of opinion exist). Tact, discretion,
and judgment must be exercised to reach an
objective and/or maintain goodwill. Extensive
diplomacy and skill in dealing with others in

views,

an adversary relationship 1s required. Negotiates

critical and controversial issues.

jiven to the frequency, nature or type,
tact, or persuasiveness required to properly fulfill the objectives of the contacts.
the contact selected must be the same as the contacts which serve as the basis for the level of purpose selected.

e Personal Contacts

Type of Contact

and such matters as cooperation,
These contacts may be i1n person or over the telephone/radio.

| >

Contacts are with
other individuals in
the same department,
agency office, project
or work unit; and in
related or support
units.

B
Has occasional con-
tact with employees
in other departments
and/or locations who
are generally engaged
in different functions
or kinds of work. May
have a few contacts
during the month with
persons outside the
organization or with
residents/clients in
institutions.

C

Occasional (less
than once/day)
contacts with
persons outside

the organization,
with residents/
clients in institu=-
tions, and/or fre-
quent contacts

at Level B.

|©

Frequent con-
tacts (once/

day or more)
with persons
outside the
organization

or with resi-
dents/clients

in institutions.




©. Physical Demands

This factor measures the physical effort, strength, stamina and endurance
necessary to perform the job under normal conditions; and the fatigue due to
the intensity and continuity of the work. Consideration should be given to
the work position; the amount of standing, walking, carrying, etc. required;
the weight of the materials handled the continuity of effort; and the fre-
quency of physical demands in the course of normal job duties.

1st Degree

The work is sedentary. The employee 1s normally seated; however, perform-
ance of the work provides intermittent sitting, standing and/or walking at
will. There may be some light tasks requiring a minimum of tiring, physical
effort such as occasional walking, standing, bending, carrying light items
such as papers, books, small parts, driving an auto, etc. No special
agility or dexterity demands are required to perform the work.

2nd Degree

Light physical effort required in working with lightweight materials and
supplies (typically weighing less than 25 1lbs.). Occasional operation of
machines or equipment resulting in some fatique. Frequent considerable

walking or standing or the employee 1s physically confined to an area due
to equipment demands.

3rd Degree

The work requires moderate physical exertion such as long (almost contin-
uous) periods of standing; walking over rough or uneven surfaces; periodic
bending, crouching, stooping, stretching, reaching or similar activities;
prolonged repetitive motion of certain parts of the body such as painting
walls or stocking items on shelves; periodic lifting or carrying of mod-
erately heavy objects up to 50 pounds such as file boxes, small children or
light articles of furniture; operation of heavy equipment or vehicles such
as bulldozers, cranes or semi-trailer trucks; frequent lifting of light
welight, almost constant or repetitive work of a mechanical or machine
nature; occasionally working with others in the lifting or moving of heavy-
weight objects or materials.

4th Degree

Sustained (almost continuous) physical effort required in working with
average weight materials and supplies with continuity of effort or fre-
quently working with moderately moderately heavyweight materials (up to

50 pounds), often involving walking, carrying or climbing, or difficult
work positions for sustained periods. Continuous operation of machines or
equipment resulting in considerable fatigue. Intermittent periods requiring
sustained physical effort are required on a regular basis. Requires the
ability to use moderate degrees of strength, stamina and agility. The
incumbent may be required to 1lift and carry heavyweight materials or objects
(over 50 pounds), such as kegs of nails, heavier children, patients or
institutional residents, or heavy articles of furniture.

13
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. Mental/Visual Demand

e —— ——

‘tor measures the degree of coordination and dexterlty of mind, evye,

— — —_—

hand, as applied to job requirements which induce mental fatigue and/or
visual strain. This also measures duration required and intensity of such

ration. It relates to the quantity and concentration of mental alertness
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