GENERAL SCHEDULE SUPERVISORY GUIDE 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.  Program Scope and Effect

This factor includes the general complexity, breadth, and impact of the program areas and work directed, including its organizational and geographic coverage.  It also assesses the impact of the work both within and outside the immediate organization.  Consideration should be given to all program areas, projects, and work assignments which the supervisor technically and administratively directs, including those accomplished through subordinate General Schedule employees, Federal Wage System employees, military personnel, contractors, volunteers, and others.
Factor 2.  Organizational Setting

This factor considers the organizational situation of the supervisory position in relation to higher levels of management.

Factor 3.  Supervisory and Managerial Authority Exercised

This factor covers the delegated supervisory and managerial authorities which are exercised on a recurring basis.

Factor 4.  Personal Contacts

This is a two part factor which includes the nature and the purpose of personal contacts related to supervisory and managerial responsibilities.
Factor 5.  Difficulty of Typical Work Directed

This factor should cover the difficulty and complexity of the basic work most typical of the organization(s) directed, as well as other line, staff, or contracted work for which the supervisor has technical or oversight responsibility, either directly or through subordinate supervisors, team leaders, or others.
Factor 6.  Other Conditions

This factor includes the extent to which various conditions contribute to the difficulty and complexity of carrying out supervisory duties, authorities, and responsibilities.  Conditions affecting work for which the supervisor is responsible (whether performed by Federal employees, assigned military, contractors, volunteers, or others) may be considered if they increase the difficulty of carrying out assigned supervisory or managerial duties and authorities.
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