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20 September 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedures E-98-06 for Delegated Examining and Requesting Certification from the Delegated Examining Unit (DEU) (Supersedes Previous SOP dated 2 July 1999)

1. REFERENCES.

    a.  Office of Personnel Management (OPM) Delegated Examining Operations Handbook.

    b.  Department of Army Business Process Map (BPM) Number S09.

2.  PURPOSE.  To establish the West Civilian Personnel Operations Center (WCPOC) DEU policies and procedures and provide guidance on requesting certificates of eligibles.

3.  SCOPE.  These procedures apply to the Civilian Personnel Advisory Centers (CPACs) within the West Region and to the WCPOC.  The delegation of examining authority, given to the WCPOC by the Office of Personnel Management (OPM) and the Department of Defense (DOD), gives the WCPOC the authority to perform competitive examination and certification, to include the development of rating schedules, evaluation of applicants, and issuance of certificates of eligibles.  With delegated examining authority the WCPOC performs some of the functions previously performed by OPM.

4.  RESPONSIBILITIES.

a. The WCPOC is responsible for:

(1) Establishing a DEU and developing procedures for implementation of the program.

(2) Properly certifying candidates in a timely manner, in accordance with appropriate 

regulatory and procedural guidance.

(3) Conducting annual self assessment of the program, ensuring corrective action

is taken as required.

b.
Management is responsible for:

(1) Initiating the Request for Personnel Action (RPA) for recruitment. 
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(2)  Providing all required information (to include job analysis, crediting plan/task list and the manager validation that the KSA’s/tasks are job related and will provide fair and open competition among candidates).  The WCPOC Crediting Plan Database can be utilized and a crediting plan number can be provided along with the validation if required.  These items are forwarded to the CPAC, when  requesting a DEU certificate of eligibles.  The WCPOC Crediting Plan Database is located on the WCPOC web site at http://cpolrhp.belvoir.army.mil/west/ click on Tools, ART (Army Regional Tools), West Region ART, yes, ok, enter your CSU login, click on Proceed into System, WCPOC Reports and Applications, Crediting Plan Database.  You can now review the crediting plans by specifying all, a specific series, or a specific CPAC. The number required is in the far right column of the crediting plan you have identified for use.

(3)  Preserving the confidentiality of the crediting plan and related documents. 

c.
The CPAC is responsible for:

(1)  Assisting the manager or Subject Matter Expert (SME) with preparation of 

the job analysis, crediting plan, and any additional information required for the announcement. The DEU Request Form for internal CPOC use, Appendix A, contains the type of additional information that needs to be considered for inclusion in the announcement.  CPACs may use this as a guide to help assure that all information for the announcement is included on the RPA.  A guide for developing crediting plans, along with an example of a modified crediting plan is at Appendix B.

(2)  Advising management regarding the confidentiality of all crediting plans and related documentation.

(3)  Answering job information inquiries.

(4)  Providing all required forms to applicants.

(5)  Coordinating with their servicing Customer Focus Division (CFD) Staffing Team to assure all selections are made in proper order prior to making a job offer.

(6)  Initiating inquiries as to the availability of an applicant by sending an OF 5 to the applicant, as necessary.  This may only be necessary in rare cases when the CPAC becomes aware an applicant is no longer available or cannot be reached, after a certificate has been issued, and is only applicable for case examining; the WCPOC CFD DEU Team will continue to send OF5s for standing registers. 
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     d.
The  DEU Team is responsible for:

(1)  Preparing and distributing the DEU Vacancy Announcements, to include, as a minimum, input on the USAJOBS, CPOL and the WCPOC web page under DEU Announcements, and distribution to the servicing CPAC and the initiator of the DEU request form.

(2)  Rating and ranking applications.

(3) Sending OF5s to applicants to determine interest and availability when necessary for

standing registers. 

(4)  Issuing DEU Certificates of Eligibles, which will include the applications of referred candidates.

     (5)  Maintaining a suspense system for issued certificates.

 (6)  Following up on certificates which have not been returned within the suspense date by sending a listing the first duty day of each week to the branch chiefs identifying all DEU certificates that have been with the branches for more than 60 days to include those that have expired.

(7)  Maintaining statistics for quarterly and annual  reporting requirements. 

(8) Preserving the confidentiality of the crediting plan and related documents. 

(9) Notifying the Branch Chief in writing of any impropriety or conflict of interest in the examining process.  This same notification is required if a DEU Team member’s close relative, member of household or roommate intends to compete.

(10) Complying with any regulatory guidance provided by management in support of conditions of employment and/or special requirements (i.e., enrollment in Chemical Reliability Program, etc.).

(11) Responding to applicant inquiries concerning qualification determinations.

(12) Providing all applicants a Notice of Results.

(13) Removing DEU announcements from USAJOBS, CPOL and the WCPOC web page.

    e.
The CFD Staffing Team is responsible for:

(1) Obtaining all position and announcement distribution requirements from the CPAC.
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(2)  Assisting in and providing guidance in the preparation of job analysis and crediting plans. 

(3)  Assuring the adequacy and effectiveness of the crediting plan as a rating instrument.

      (4)  Providing the DEU Team with all required information, which includes completing and forwarding the DEU Certificate Request (Appendix A) to DEU Team. 

(5)  Issuing certificate list and manger feedback form to the CPAC promptly upon receipt from the DEU Team.

(6)  Following up on issued DEU certificate prior to suspense date.  

(7)  Obtaining an extension of the certificate, from DEU, as required.

(8)  Auditing the certificate and assuring selection(s) are properly documented and certificate is returned promptly to the DEU Team.

(9)  Providing SF 39A or appropriate documentation  to DEU Team when a selective placement factor is required.

      f.
The CFD is responsible for the DEU self-assessment and audit.

5.  POLICY.  This document prescribes the WCPOC procedures for management of the DEU and outlines the procedures for initiating recruitment, requesting certificates of eligibles, insuring proper documentation for audit purposes, and conducting the self assessment process.

6.  PROCEDURES.   Once a decision has been made to use the DEU, a coordinated effort between management, the CPAC and the WCPOC is required.

a. Management will initiate an RPA along with a job analysis and crediting plan.  (See examples at Appendix B).  Information required for the announcement will be provided in the “Notes” section of the RPA.  Management should indicate any special distribution requirements for the announcement at this time.  If the decision to use DEU is made later, there is no need to initiate an RPA; however, management needs to provide all the required information to the servicing staffing specialist/assistant so they can accurately complete the DEU Request Form.   If a selection is made from a DEU certificate of eligibles, the selecting official is required to sign and date the certificate showing the action taken on each competitor.  An electronic signature is acceptable.  

b. Management must ensure that complete documentation is submitted on any competitor marked as FR (failed to reply) on the certificate of eligibles.  To sufficiently document a FR, whoever attempts to reach the applicant by telephone will have to make a minimum of 3 reasonable attempts to contact the eligible over several days and advise the eligible of the 
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timeframe within which a response must be received.  E-mail may also be used as long as the applicant is advised of the timeframe within which a response must be received.  A minimum of 2 attempts, using different methods is required.  

      c.
CPAC will forward all required documentation to their servicing CFD Staffing Team by E-mail or FAX.

      d.
To request a certificate of eligibles, the Staffing Team will submit the following to the DEU Team:

(1)  DEU Certificate Request Form (Appendix A).

(2)  Copy of RPA. 

(3)  Copy of job description. 

(4)  Copy of crediting plan including job analysis along with the validation from the subject matter expert (SME) or manager. (Provide name, position title and grade of subject matter expert (SME)/manager.)

(5)  SF 39A or appropriate documentation  for any special placement or selective placement factors, signed by the Staffing Team Leader.

(6)  Regulatory guidance that supports special requirements or selective placement factors (i.e., enrollment in Chemical Reliability Program, etc.).

     e.
The DEU team will log in receipt of the request and determine whether a standing inventory is available or if case examining is required.

f. DEU certificates should be issued within 35 days from receipt of the RPA by the CFD Staffing Team.  If there is a standing inventory, a certificate of eligibles will be issued to the Staffing Team within 7 calendar days from the receipt of the request.  If a standing inventory is not available, an announcement will be prepared and issued within 5 calendar days of receipt of the request.  Cut-off dates must be explained in the announcement.  In most cases the initial cut-off date will be a minimum of 10 business days and applications must be received by the initial cut-off or closing date.  When requested by management, the initial cut-off date may be set at a minimum of 5 business days.  In these instances applications must be postmarked by the cut-off date, and 5 business days mailing time allowed.  A certificate of eligibles will be issued not later than 7 calendar days after the initial cut-off or closing date of the announcement.  If the RPA has been in CFD for a number of days already, then the number of days to prepare an announcement or issue the certificate must be accelerated to ensure we are within the DA Goal.
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g. Certificates are normally valid for 90 days.  The WCPOC DEU Branch Chief in unusual situations may grant an extension when the selecting official provides adequate justification.    When a request is received in the DEU, a determination will be complete as to whether or not the same position was advertised within the past 90 days.  If an announcement was posted for the receipt of applications, the case file will be reviewed to determine if there are sufficient candidates available for consideration.  If sufficient candidates are available, a new announcement will not be posted.  Management will be issued a certificate of eligibles from the current group of eligibles provided the announcement was for the same position (title, series, and grade) at the same location and the crediting plan submitted sufficiently matches the advertised position to result in the same or very similar group of candidates.  If this is not the case or if there are not sufficient candidates available, a new announcement will be posted.  All instances will be reviewed on a case-by-case basis and a determination made as to whether or not a new announcement will be posted.

h.
Incomplete applications may either be rated based on the information available or the DEU Team may request that the applicant furnish the missing information. (All knowledge, skill and ability (KSA) element responses must be received by the initial cutoff date or closing date.)  Whichever option is chosen, it must be applied consistently for all applicants for any specific position or competitive inventory.  The DEU Team will determine on a case-by-case basis which method will be used, based on a need for candidates in the case of hard-to-fill positions.

    i.  Once a selection is made and before the job offer is made, the CPAC will coordinate with their CFD Staffing Team to insure selection is made in proper order (e.g., rule of three and veteran’s preference order) and PPP is clear, then finalize the offer, notify the CPOC of the entry on duty (EOD) date and in-process the selectee.

      j.
The CPAC will initially FAX a copy of the completed and signed referral list to the CFD Staffing Team.  The hard copy original certificate, all original applications and any availability inquiries (OF5) sent to applicants along with responses received will be mailed to the CFD Staffing Team.

      k.
The Staffing Team will, upon receipt of facsimile copy of the completed certificate, audit the certificate of eligibles to ensure it is in accordance with OPM requirements and is properly documented (to include action codes and EOD date).  Upon receipt of the original hard copy of the completed certificate the Staffing Specialist will complete the last page of the certificate providing required information.   Forward the completed/signed DEU certificate  along with all applications to include a copy of the selectees application, OF5s, and any other documentation associated with filling the position to the DEU Team.

      l.  Upon receipt of the completed certificate the DEU Team will complete the audit of the certificate within 3 workdays.  The announcement will be closed if applicable and removed from USAJOBS, CPOL and the WCPOC Website.  The DEU will audit the file using the Delegated Examining Closeout Checklist and closeout the case file.
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7.  SELF ASSESSMENT:  

       a.
Annually, the CFD will perform a formal audit of DEU operations. A report of all discrepancies and corrective actions will be maintained for a period of 3 years after the audit. 

       b.
Annual audits and corrective action taken will be documented and forwarded to OPM 

with the 4th quarter reports.








SUZANNE FLAIBAN








Chief, Customer Focused Division

Enclosure

DISTRIBUTION:

CPAC, Fort Huachuca

CPAC, Yuma Proving Ground

CPAC, Sierra Army Depot

CPAC, Fort Irwin

CPAC, POM DLI

CPAC, COE, South Pacific Division

CPAC, White Sands Missile Range

CPAC, COE Northwest Division

CPAC, COE, Portland District

CPAC, Tooele Army Depot

CPAC, Dugway Proving Ground

CPAC, COE, Seattle District

CPAC, Fort Lewis

CPAC, COE, Walla Walla District

CPAC, Fort Bliss

CPAC, COE, Omaha District 

CPAC, Corpus Christi Army Depot

CPAC, Fort Hood

CPAC, COE, Kansas City, District

Chief, Customer Focused Division I

Chief, Customer Focused Division II

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resource Development Division  







          APPENDIX A

WCPOC DEU CERTIFICATE REQUEST

DEU SECTION

DEUCES NUMBER:
10 PT VETERANS CLEARED:

MISSED CONSIDERATION CLEARED:

DATE RECEIVED IN DEU:
ICTAP CLEARED:

STAFFING TEAM REQUEST INFORMATION

RPA’S ATTACHED
REQUIRED

NUMBER OF VACANCIES


DATE(S) RPA’S REC’D IN STAFFING (FOR ALL RPA’S)


POSITION DESCRIPTION(S) ATTACHED
REQUIRED

MAJOR DUTIES IDENTIFIED ON PD TO INCLUDE IN VACANCY ANNOUNCEMENT
REQUIRED

VALIDATED JOB ANALYSIS ATTACHED (NOT NEEDED FOR WG UNLESS NOT USING ALL X-118C ELEMENTS)
REQUIRED

VALIDATED CREDITING PLAN OR TASK LIST ATTACHED
REQUIRED

RPL CLEARED
DATE CLEARED:

PPP CLEARED
DATE CLEARED:

OBLIGATED POSITION
YES                  NO

NAME REQUEST(S)


NONE

ANNOUNCEMENT INFORMATION


ANNOUNCEMENT TIMEFRAME - 5 DAY POSTMARKED OR, 10, 30, 60 DAY RECEIPT


POSITION TITLE




POSITION PAY PLAN AND SERIES




RECRUIT FOR WHICH GRADE LEVEL(S)


TOTAL SALARY RANGE FOR RECRUITED GRADE LEVEL(S) – INCLUDES LOCALITY PAY


DUTY LOCATION (ITEM #39 ON RPA)




ORGANIZATION INFORMATION PROVIDED
REQUIRED

PERMANENT
YES                  NO

TERM NTE DATE/TIMEFRAME
YES   NTE DATE                                                NO

TEMPORARY NTE DATE/TIMEFRAME
YES    NTE DATE                                               NO

FULL TIME
YES                  NO

PART TIME (NUMBER OF HOURS PER PP)
YES  #HOURS                                                     NO

INTERMITTENT
YES                  NO

SEASONAL (WHEN IN NON-PAY STATUS?)
YES  NON PAY TIME:                                       NO

COMPRESSED WORK SCHEDULE
YES                  NO

SHIFT WORK REQUIRED
YES                  NO

ROTATING SHIFT WORK REQUIRED
YES                  NO

PCS PAID
YES                  NO

DNRP PAID
YES                  NO

ADVANCED IN HIRE AUTHORIZED
YES                  NO               MAY

RECRUITMENT BONUS AUTHORIZED
YES                  NO               MAY

RELOCATION BONUS AUTHORIZED
YES                  NO               MAY

SELECTIVE PLACEMENT FACTOR

(IF NOT IN PD ATTACH SUPPORTING DOCUMENTATION)
YES          DOCUMENTED IN PD

                  DOCUMENTATION ATTACHED

NO

DOD FIREFIGHTER CERTIFICATION – DOCUMENTATION ATTACHED
SELECTIVE PLACEMENT FACTOR DOCUMENTED

OBTAIN AFTER HIRE              

PHYSICAL EXAM (REQUIRED FOR ALL WG POSITIONS)
YES                  NO

TB TEST/HEPATITIS B SCREENING
YES                  NO

SECURITY CLEARANCE
NONE               SECRET               TOP SECRET

CRIMINAL BACKGROUND CHECK (CHILDCARE AND SOME MEDICAL POSITIONS)
YES                  NO

TDY REQUIRED
YES                  NO

DRIVERS LICENSE REQUIRED
YES                  NO

COMMERCIAL DRIVERS LICENSE REQUIRED
YES                  NO

EMERGENCY ESSENTIAL
YES                  NO

FINANCIAL DISCLOSURE
YES                  NO

MOBILITY AGREEMENT REQUIRED
YES                  NO

ACQUISITION POSITION
YES                  NO

DRUG TESTING
YES                  NO

LAUTENBERG AMENDMENT (FIREARM REQUIREMENT)
YES                  NO

CHEMICAL RELIABILITY PROGRAM (CRP)
YES                  NO

PERSONNEL RELIABILITY PROGRAM (PRP)
YES                  NO

PERIODIC BLOOD TEST FOR CHOLINESTERASE ACTIVITY
YES                  NO

IMMUNIZATION SURVEILLANCE PROGRAM
YES                  NO

CPR CERTIFICATION
YES                  NO

OTHER CERTIFICATION/ LICENSE REQUIREMENT (UNIFORM, FIRST AID, HAZARDOUS WASTE TRAINING, ETC.)
IDENTIFIED ON PD

ATTACHED DOCUMENTATION

MEDICAL CREDENTIALING
YES                  NO

BASIC CARDIAC LIFE SUPPORT (BCLS)
YES                  NO

ADVANCED CARDIAC LIFE SUPPORT (ACLS)
YES                  NO

EVAC/EVOC/EMT-P/NREMT CERTIFICATION (REQUIRED FOR SOME EMT POSITIONS)
YES                  NO

USA JOBS INFORMATION
REQUIRED FOR ALL REQUESTS

CPAC POC




CPAC POC ADDRESS




CPAC POC COMMERCIAL PHONE NUMBER




CPAC POC COMMERCIAL FAX NUMBER 




CPAC POC EMAIL ADDRESS 




ADDITIONAL DISTRIBUTION REQUIRED – INCLUDES NAME/ADDRESS OR EMAIL
HOT JOB FLYER    ADDITIONAL ATTACHED       NONE             

CPOC POC




CPOC POC PHONE NUMBER




CPOC POC BRANCH




SIGNATURE OF REQUESTOR AND DATE




REVIEWED BY:


APPENDIX B

WCPOC GUIDE TO 

CREDITING PLAN AND JOB ANALYSIS

2 July 1999

PREPARED BY THE WCPOC

DELEGATED EXAMINING UNIT (DEU)

GUIDE FOR DEVELOPING

CREDITING PLANS

General Information:
Job Elements came into being for General Schedule employees as a result of a regulatory requirement that was developed and published in August 1978 called the Uniform Guidelines on Employee Selection Procedures (more commonly referred to as Uniform Guidelines).  The Departments of Labor and Justice, the Office of Personnel Management and the Equal Employment Opportunity Commission developed these guidelines.  The basic concept behind this requirement is that selection criteria must be job-related.  Job elements meet the definition of job related selection criteria. 

Job Elements are the KSAs – Knowledge, Skills and Abilities.  Other agencies might refer to them as KSAPs – Knowledge, Skills, Abilities and Personal Characteristics, and KSAOs – Knowledge, Skills, Abilities, and Other Characteristics.  KSAs are used for ranking GS positions and rating and ranking WG positions.

The process used to develop job elements includes the position description for the vacant position, a Subject-Matter Expert (SME), and a CPAC Representative.  The SME can be the supervisor of the vacant position, the incumbent who is leaving the position or someone else within the organization at or above the grade level of the position to be filled, who is performing or has in the past performed the duties of the vacant position.

Process:

1.  The CPAC Representative contacts management for a Subject Matter Expert (SME).  From the Job Description, the CPAC Representative and the SME identify the major job functions of the position.  For each job function, knowledge, skills, and abilities (KSAs) are identified and level descriptions (benchmarks) are developed to measure the superior, satisfactory, and barely acceptable candidate. 

2.  Possible ratings of candidates are:  Superior = 3 Points, Satisfactory = 2 Points, and Barely Acceptable = 1 Point.  There is no requirement to submit level descriptions for all three levels.  Identification of the satisfactory level is required as a minimum.  

3.  Once all job functions, KSAs and benchmarks are identified, the final package is referred to as a crediting plan.  The crediting plan is a test document; the content of the plan is confidential and cannot be made available to job applicants.  

4.  Applicants’ responses to the job elements are measured against the crediting plan benchmarks.  For GS employees, this measuring process is called ranking.  For WG employees, it is a rating and ranking process.

NOTE:  The terms “rating” and “ranking” refer to a two step process for GS positions and a one step process for WG positions.  For GS positions, “rating” is used to determine if applicants meet the minimum Qualification Standards for GS Positions established by the Office of Personnel Management.  “Ranking” determines which eligible candidates are best qualified.  For WG positions, the crediting plan is the qualification standard against which the candidates are “rated” and “ranked” into the best-qualified category. 

DEFINITIONS

KNOWLEDGE:  A body of information applied directly to the performance of a task.  Example:  Knowledge of Pharmaceutical Techniques and Procedures.

SKILL:  A present, observable competence to perform a learned psychomotor act.  Example:  Skill to Operate Pharmacy Equipment

ABILITY:  A present competence to perform an observable task, or a task that results in an observable product.  Example:  Ability to Train Others.

SUBJECT MATTER EXPERT (SME):  A person who has performed all the duties of a job being analyzed at the full performance level.  The person might currently hold the job, or be a supervisor over that job.  Example:  If the career progression of a job being analyzed is GS-5 (trainee), GS-7 (advanced trainee), GS-9, and GS-11 (full performance level), an incumbent at the GS-11 level or the supervisor over the job would be appropriate experts to analyze the job at any of the four grade levels.

A KSA should identify one, simple, readily identifiable characteristic.  KSA statement should begin with Knowledge of ………………, Skill in (or at)………………, Ability to…………………………..

Qualifiers such as “thorough” knowledge, “basic” knowledge, “considerable” skill, “familiarity with”, “demonstrated” ability, etc., are unnecessary; decrease rater consistency; are subjective and should not be used.  Do not use terms that indicate a level of performance such as “efficient”, “sound”, “good”, etc.  

Benchmarks (level descriptions):
Superior = Able to independently perform the duties of the position with minimal orientation.

Satisfactory = Able to perform some complex tasks with supervision.  

Barely Acceptable – Able to independently perform the less complex tasks.  Would meet the basic qualifications.

SAMPLE

JOB ANALYSIS WORKSHEET PROCESS

1.  From the Job Description identify the four or five major functions to be performed on the job  (See Column 1).

2.  For each major function, identify the KSAs required to perform those functions (See Column 2).  

3.  List those KSAs from Column 2 into Column 3, page 2 (See Column 3).

4.  Determine if each KSA from Column 3 is Essential.  This means is this KSA essential to complete the duties of the position.  Indicate if “Yes” or “No” in Column 4.

5.  In Column 5, determine if KSA is Ratable.  This means is the KSA measurable.  Indicate if “Yes” or “No” in Column 5.

6.  In Column 6, determine if you can distinguish between the benchmarks a “Superior”, “Satisfactory”, or “Barely Acceptable” level.  Indicate if “Yes” or “No” in Column 6.

Those KSAs with “Yes” in Columns 4, 5 and 6 become the KSAs for the crediting plan.  If you have entered a “No” in columns 4, 5 or 6, the knowledge, skill or ability should not be used as a final KSA in the crediting plan. You can combine KSAs and use them in the definition of the level description (benchmark).  Try to limit the number to 3 if possible.

SAMPLE

CREDITING PLAN

See Attached Crediting Plan for Dental Hygienist, GS-682-06

The benchmarks are defined for each KSA identified in the sample job analysis.  Three levels (Superior, Satisfactory, Barely Acceptable) are identified for this specific plan.  You may provide one benchmark that would fully describe the Satisfactory level.  When establishing the benchmarks for GS positions, remember the Qualification Standards set the basic requirements.  Therefore, when establishing benchmarks, you cannot require less than the standard.

When defining benchmarks remember to consider experience, education (specific course work completed as relates to the KSA), and related training that would give weight to the benchmark.

ELEMENT 1 - SKILL TO TAKE DIAGNOSTIC DENTAL X-RAYS
SUPERIOR

3 Points
Able to independently take diagnostic dental x-rays for the diagnosis of periodontal disease and the presence of calculus.  Able to train other dental hygienists and assistants to take dental x-rays.

SATISFACTORY

2 Points
Able to independently take diagnostic dental x-rays for the diagnosis of periodontal disease and the presence of calculus.

BARELY ACCEPTABLE

1 Points
       Successful completion of a training program for radiographer from a dental

                               assistant training program.  Applicant has not taken dental x-rays since the

                               completion of the training program.

ELEMENT QUESTION:  Describe your experience to take diagnostic dental x-rays.

ELEMENT 2 - KNOWLEDGE OF DENTAL WORKLOAD REPORTING SYSTEM
SUPERIOR

3 Points        Able to independently maintain workload statistics IAW dental workload reporting

                     system.

SATISFACTORY

2 Points        Able to independently code IAW the American Dental Association.

BARELY ACCEPTABLE

1 Points        Meets minimum qualifications.

ELEMENT QUESTION:  Describe responsibility you may have to maintain a workload reporting system.

ELEMENT 3 - SKILL IN ORAL COMMUNICATION
SUPERIOR

3 Points
Able to communicate with professional dental staff to plan and coordinate the treatment of patients.  Able to communicate with patients to provide treatment, instructions, motivation, etc., to practice daily oral hygiene care.  Able to provide informal training to other dental hygienist and assistants on subject matter.

SATISFACTORY

2 Points
Able to communicate with professional dental staff to plan and coordinate the treatment of patients.  Able to communicate with patients to provide treatment instructions, motivation, etc., to provide daily oral hygiene care.

BARELY ACCEPTABLE

1 Points
       Meets minimum qualifications.

ELEMENT QUESTION:  Describe any informal training you may have presented to small groups or individuals and specify subject matter presented.  Describe your ability to communicate with dentists, patients, etc., to plan and coordinate the dental treatment of patients.

JOB ANALYSIS WORKSHEET

POSITION TITLE:  ________________________________________________________________________________
NOTE:  KSA means:  Knowledge, Skill or Ability

                                 COLUMN 1                                                                                   COLUMN 2

A.  WHAT ARE THE FOUR OR FIVE MAJOR FUNCTIONS TO BE PERFORMED ON THIS JOB?

1.  Serves as a dental hygienist responsible providing routine and advanced prophylactic and therapeutic dental care to normal and periodontal patients.  Examines patient’s teeth.  X-rays surrounding tissues to determine prophylaxis required and extent of abnormal conditions requiring loss in order to determine hygiene needs and to show patient what is occurring.  Occasionally required to take x-rays.  Plans dental hygiene treatment and series of appointments IAW existing conditions and OHI.
B.  FOR EACH FUNCTION WHAT KSA’S ARE REQUIRED TO PERFORM THIS?

.  K of Dental Prophylactic Techniques

.  S to Take Diagnostic Dental X-Rays

.  A to Prepare Treatment Plans

.  S in Oral Communication

.  A to Work Independently



2.   Performs oral prophylaxis and provides therapeutic care for normal patients and those with cases of acute gingivitis and periodontal disease.  Provides thorough supra and subgingival scaling to remove all traces of calculus deposits, accretions and stains from teeth thorough use of hand or mechanized instruments.  Performs deep scaling and root planing of deep pockets and to smooth root surfaces by removing soft cementum.  Treats abnormal conditions.  Polishes teeth.  Charts hygiene examination, treatment, progress and OHI information IAW work performed.  Maintains workload statistics.  Maintains instruments.  Observes patients closely for any adverse reactions and initiates appropriate emergency care as necessary to include CPR.
   K of Oral/Periodontal diseases

   S to Use Dental Instruments

   K of Dental Workload Reporting system

   A to Take Blood Pressures

   A to Work Independently



4.


4.



5.                                                                                                                                                           
5.

COLUMN 3
COLUMN 4
       COLUMN 5
                            COLUMN 6

KNOWLEDGE, SKILLS, & ABILITIES
ESSENTIAL
RATABLE
DISTINGUISHING SUPERIOR FROM BARELY ACCEPTABLE

1.  K of Dental Prophylactic Techniques


Yes
Yes
No – Covered by Minimum Qualifications

2.  S to Take Diagnostic Dental X-Rays


Yes
Yes
Yes  *

3.  A to Prepare Treatment Plans


Yes
Yes
Combine w/4

4.  S in Oral Communications


Yes
Yes
Yes   *

5.  A to Work Independently


Yes
Yes
Combine w/1 & 2

6.  K of Oral/Periodontal Diseases


Yes
Yes
No – Covered by Minimum Qualifications

7.  S to Use Dental Instruments


            Yes

                 
Yes
No

8.  K of Dental Workload Reporting System


Yes
Yes
   Yes  *

9.  A to Take Blood Pressures


Yes
Yes
No

10.  A to Provide Informal Training to Others


Yes
Yes
Combine w/2 & 4


FINAL KSA’S –

*  2, 4, 8








SIGNATURE  ______________________________________________________________ DATE ______________________

JOB ANALYSIS WORKSHEET

POSITION TITLE: ________________________________________________________________________________
NOTE:  KSA means:  Knowledge, Skill or Ability

                                     COLUMN 1                                                                             COLUMN 2

A. WHAT ARE THE FOUR OR FIVE MAJOR FUNCTIONS TO BE PERFORMED ON THIS JOB?

1.


B. FOR EACH FUNCTION WHAT KSA’S ARE REQUIRED TO PERFORM THIS?

1.



2.


2.



3.


3.



4.


4.



5.


5.



SIGNATURE ______________________________________________DATE _______________________

COLUMN 3
COLUMN 4
        COLUMN 5
                         COLUMN 6

KNOWLEDGE, SKILLS, & ABILITIES
ESSENTIAL
RATABLE
DISTINGUISHING SUPERIOR FROM BARELY ACCEPTABLE


































































SIGNATURE _____________________________________________________  DATE  ________________

Job analysis is information about a position to be filled that helps to identify the major job requirements (MJR) and links them to skills, education, training, etc., needed to successfully perform the functions of that job. The purpose of the job analysis is to identify the experience, education, training, and other qualifying factors, possessed by candidates who have the potential to be the best performers of the job to be filled. In the Air Force, job analysis also identifies and documents other elements 
vital to the candidate evaluation, referral and selection process, such as measurement methods and interview requirements. 


There are two key elements of a job analysis: 

1. Identification of major job requirements (MJRs) which are the most important duties and responsibilities of the position to be filled. They are the main purpose or primary reasons the position exists. The primary source of MJRs is the most current, official position description. 

2. Identification of knowledge, skills and abilities (KSAs) required to accomplish each MJR and the quality level and amount of the KSAs needed. Air Force job analyses deal with KSAs that are measurable, that can be 
documented, and produce meaningful differences between candidates. Typically, possession of KSAs is demonstrated by experience, education, or training. The goal of KSAs is to identify those candidates who are potentially best 
qualified to perform the position to be filled; they are most useful when they provide meaningful distinctions among qualified candidates. Source documents for KSAs may be the position description, Office of Personnel Management qualification standards and job classification standards. 

A Crediting Plan is an objective statement of position 

qualification requirements and criteria against which employees are evaluated. 

The crediting plan is developed as a result of a job analysis during which the KSAs are identified. 

The crediting plan may apply to a group of positions or to one position. It states the requirements for basic eligibility in the candidate screening process, for evaluations based on applicable ranking factors, and for final relative ranking. The crediting plan contains as a minimum, the following: 

· (1) The position(s) covered 

· (2) Minimum qualification standards (for basic eligibility) 

· (3) Other job-related selective placement factors 

· (4) Applicable ranking factors 

Elements used in a selection process must be job-related, requiring criteria used to determine the candidates referred and selected be related to the job to be filled. This is not a new concept. Merit principles and job-relatedness have been long-standing requirements in Federal and Department of the Army personnel management. 


In 1978, the Uniform Guidelines on Employee Selection Procedures (UGESP) were issued. The guidelines are intended to establish a uniform basis of selection procedure criteria in the Federal sector. This guide imposes on employers the criteria by which the Equal Employment Opportunity Commission would evaluate hiring practices to ensure adherence to merit principles. The UGESP applies to both inservice placement actions and external hiring practices. 


A selection procedure is any measure, combination of measures, or procedures used as a basis for an employment decision. In Defense components and agencies, this would apply, but not be limited to, job analysis, crediting (ranking) plan, interviews, and the selection process itself. 


All these documents and the processes that develop these documents, which support the referral and selection of candidates, must clearly contain only job-related criteria. The documents become part of the overall documentation supporting selection procedures used. 
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