FACTOR EVALUATION SYSTEM FORMAT
I.  Introduction/Functional Statement.

The Introduction/Functional Statement should summarize the organizational placement of the position as well as the basic purpose of the position in a single paragraph.

II.  Specific Position Requirements

Insert the checkbox below and check appropriate blocks to identify specific position requirements and/or training programs.

	Yes
	No
	Requirement
	If TQP, STSM, FR and/or SSO are checked yes, the position description must document the duties and functions performed which are the bases of such determination as well as the knowledge required to accomplish the duties of the position.  Knowledge requirements must include any items which form the basis for selective placement factors, if used, under recruitment or reduction-in-force processes.

	
	
	Technical Qualification Program (TQP)
	

	
	
	Senior Technical Safety Manager (STSM)
	

	
	
	Facility Representative (FR)
	

	
	
	Systems Safety Oversight (SSO)
	

	
	
	Acquisition Career Management Program
	

	
	
	Project Management Career Development Program
	

	
	
	Human Reliability Program
	

	
	
	Drug-Free Workplace Program
	


III.  Major Duties.

List Major Duties in priority order.

IV.  Factors.

Factor 1.  
Knowledge Required by the Position

This Factor covers the nature and extent of information or facts that a worker must understand to do acceptable work, e.g., steps, procedures, practices, rules, policies, theories, principles, and concepts, and the nature and extent of the skills needed to apply this knowledge.  To be used as a basis for selecting a level under this factor, a knowledge must be required and applied.

Factor 2. 
Supervisory Controls

This Factor covers the nature and extent of direct or indirect controls exercised by the supervisor, the employee’s responsibility, and the review of completed work.  Controls are exercised by the supervisor in the way assignments are made, instructions are given to the employee, priorities and deadlines are set, and objectives and boundaries are defined.  Responsibility of the employee depends upon the extent to which the employee is expected to develop the sequence and timing of various aspects of the work, to modify or recommend modification of instructions, and to participate in 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 detailed review of each phase of the assignment; detailed review of the finished assignment; spot-check of finished work for accuracy, and review only for adherence to policy.

Factor 3.
Guidelines

This factor covers the nature or guidelines and the judgment needed to apply them.  Guides used in General Schedule occupations include, for example, desk manuals, established procedures and policies, traditional practices, and reference materials such as dictionaries, style manuals, engineering handbooks, etc.

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

Guidelines should not be confused with the knowledge described under Factor 1, Knowledge Required by the Position.  Guidelines either provide reference data or impose certain constraints on the use of knowledge.  For example, in the field of medical technology, for a particular diagnosis there may be three or four standardized tests set forth in a technical manual.  A medical technologist is expected to know these diagnostic tests.  However, in a laboratory the policy may be to use only one of the tests; or the policy may state specifically under what conditions one or the other of these tests may be used.

Factor 4.
Complexity

This Factor covers the nature, number, variety, and intricacy of tasks, steps, processes, or methods in the work performed; the difficulty in identifying what needs to be done; and the difficulty and originality involved in performing the work.

Factor 5.
Scope and Effect

This Factor covers the relationship between the nature of the work, i.e., the purpose, breath, and depth of the assignment, and the effect of work products or services both within and outside the organization.

In General Schedule occupations, effect measures such things as whether the work output facilitates the work of others, provides timely services of a personal nature, or impacts on the adequacy of research conclusions.  The concept of effect alone does not provide sufficient information to properly understand and evaluate the impact of the position.  The scope of the work completes the picture and allows consistent evaluations.  Only the effect of properly performed work is to be considered.

Factor 6.
Personal Contacts

This Factor includes face-to-face contacts and telephone and radio dialogue with persons not in the supervisory chain.  (NOTE:  Personal contacts with supervisors are covered under Factor 2, Supervisory Controls.)  Levels described under this factor are based on what is required to make the initial contact, the difficulty of communicating with those contacted, and the setting in which the contacts take place (e.g., the degree to which the employee and those contacted recognize their relative roles and authorities).

Above the lowest level, this factor will be credited only for contacts that are essential for successful performance of the work and that have a demonstrable impact on the difficulty and responsibility of the work performed.

Factor 7.
Purpose of Contracts

In General Schedule occupations, the purpose of personal contacts ranges from factual exchanges of information to situations involving significant or controversial issues and differing viewpoints, goals, or objectives.  The personal contacts that serve as the basis for the level selected for this factor must be the same as the contacts that are the basis for the level selected for Factor 6.

Factor 8.
Physical Demands

This Factor covers the requirements and physical demands placed on the employee by the work assignment.  This includes physical characteristics and abilities, e.g., specific agility and dexterity requirements, and the physical exertion involved in the work, e.g., climbing, lifting, pushing, balancing, stooping, kneeling, crouching, crawling, or reaching.  To some extent the frequency or intensity of physical exertion must also be considered, e.g., a job requiring prolonged standing involves more physical exertion than a job requiring intermittent standing.

Factor 9.
Work Environment

This Factor considers the risks and discomforts in the employee’s physical surroundings, or the nature of the work assigned and the safety regulations required.  Although the use of safety precautions can practically eliminate a certain danger or discomfort, such situations typically place additional demands upon the employee in carrying out safety regulations and techniques.
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