Chapter 4 - Job Analysis and Job Analysis
Promotion Plan Template Development

The Job Analysis Promotion Plan Template is the tool used to rate and rank applicants. Before creating a
new template, check the Template Library for a Standard Template that matches the criteria of the
position being filled. A Standard Template can be identified by the “ST” in the title. A new template
should only be created when an approved template cannot be found that matches the criteria for the
position being filled.

T.
From the Main CPDSS screen select the “Job Analysis Promotion Plan Template” button b
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OR initiate the Job Analysis Promotion Plan Template using the Start-Up menu as shown below: (the
user will be prompted for their login and password)

@ Arcessories »
@ AFPC Common »
E Cpi L4 @ Adhoc BIScore Help
@ » m Adhoc BIScare
E — @ DOCS Imaging 4 @_ Cpdss Help
= - @ CPC Taols b 9t Cpdss
:ﬁ @ Dacurents 4 @ FAsST Travel Manager L4 @ Expetience History Help
@ 35 Tools 4 ﬁl Experience Hiskary
E % Settings g @ JetForrn FormElow » @ Impart Help
" @ S » @ Marbon Antivirus Corporate Edition * g Import
% @ Cracle Book » @ Job Analysis Promation Plan Help
. @ Help @ Printscresn 95 ¥7.0 b i Job analysis Pramotion Plan <Ge——
p e @ Resurmix 4 : Ad hoc Appraisal Factors Score Help
S % 4, ad hoc Appraisal Fackors Score

NOTE: From the Start-Up menu, the entire CPDSS program menu may be opened or one specific menu
item may be opened. The system will still prompt the user for a login and password even if one specific
menu item is selected.
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Below is a screen shot of the Job Analysis Promotion Plan Template window. From this window a new
Job Analysis Template may be created or the template library may be opened to find an existing
template.

IB{ Untitled - Job Analyziz Promotion Plan
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To begin, let’s discuss the Main Menu Bar options and the Tool Bar buttons. Understanding the
functions that these buttons perform will make using CPDSS easier.

This button

Enables you to....

The equivalent Main Menu
command is ......

Create a New Job Analysis
Promotion Plan Template

File> New Job Analysis Promotion
Plan Template

Template

Open up an existing Job
Analysis Promotion Plan

File > Open Job Analysis Promotion
Plan Template

Save the Job Analysis
Promotion Plan Template.

File > Save Job Analysis Promotion
Plan Template

@ | |o | S

Generate a reportin a
separate window detailing the
attributes of the template.

File > Report

existing

Information Window

Create or edit a new or
Analysis

Edit > Edit Job Analysis Information

[EE

Template.

Delete the
Analysis  Promotion

Job
Plan

File > Delete Job Analysis Promotion
Plan Template

Template

Information about the Job

Analysis  Promotion  Plan

Help > About Job Analysis
Promotion Plan

% ||=

Acquire information on any
part of the template where the
question mark is placed.

Help> Help Topics

N/A N/A

View > Tool Bar or Status Bar

N/A N/A

File > Save Template As.....

Note: When this function is used,
the name of the original template will
populate the notes section of the
new template.

N/A N/A

Change Status > Test to Approved
or > Approved to Archived. This
functionality will not be granted to all
staffing specialist.
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The Template Naming Convention

A standard naming convention has been identified from Air Force to be used when naming all Job
Analysis Templates. The template name must be all CAPITAL LETTERS and should have dashes
between each field. The naming convention is as follow:

Internal/External Staffing: Pay Plan (2) - Occ Series (4) - Grade (2) - INT (Internal) or EXT
(External) (3) - Primary Skill of Position (3) - ST for Standard or BASE ID (2)-TITLE (Example:
GS-0201-11-EXT-AGV-ST-PERSONNEL MANAGEMENT SPEC ). There is a team of specialist
identified to develop Standard Templates that can be used to rate and/or rank your match list of
candidates. Standard templates will use the same naming convention except the letters "ST” will be
used instead of the Base ID. This will help to find the template at a later date.

e DEU: Follow instructions in the DEU Procedures/Training Guide. (GS/0318/DEU/4V/DPM)
NOTE:

AFMC and USAFE will create templates for MAJCOM wide use, these templates will have the
MAJCOM ID inserted where the “BASE ID” code is identified on the templates:

USAFE example GS-0201-11-INT-AGV-3K-PERSONNEL MANAGEMENT SPEC

AFMC example GS-0201-11-INT-AGV-1M-PERSONNEL MANAGEMENT SPEC

Choosing a Career Program
o Click the drop down arrow beside the Career Program Name field to display a list of valid Career

Program Identifiers.

Click on the desired Career Program. If not associated with a Career program, select “Unknown”.

657031 8-05-EXT-ANT-9K-SECRETARY [DA] - Job Analysis Promotion Faan
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2 =l N =z
DSH| T ElS el v
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= Last Modified
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= [Ei H M anpower I 18-JUN-2002 0742
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YES [OFTS]--JOB RELATED SKILLS (SEL3] |Frogram Management - Created
Public &ffairs | GILLI
Safety
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|
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i woerel | 80 wete | B0 were |

[ %% poen ooEn | &3 ston |
LE o | E¥ston | B sty | oPT1) | Frz) | &0 wPra | B0 wera | B oprs) |
Elorrs | 40 opmio | 80 oy | 80 wemizr | G0 oPpmim |

OFT14) I [OPT15]

[&PFR]

|For Help. press F1

@ @ @ @ 4

RESUMIX/CPDSS User’s Guide to Filling

AFPC/DPCXT, Revised October 2003

Jobs

4-4




Template Status

Indicates the current status of the template and the date the last modification
was made to the template. A template can have one of three statuses as
described below:

Test: When a template is initially created it is in a test status. A
template in a test status may be modified as often as necessary, but only by the
creator. Templates in a test status are assumed to be in a developmental stage
and should not be used to rate/rank candidates.

Approved: A test template may be promoted to an APPROVED
status only by an individual with the appropriate permission. Approved
templates are available for use by everyone.

Archived: Approved templates are promoted to ARCHIVED when
they are no longer useful for rating/ranking candidates (i.e. skill code changes,
etc) but, need to be retained as part of the case file/audit trail (in case of
litigation). An Archived template can never be used to rate and rank
candidates.

Last Modified: This identifies the date and time of the last
modification to the template.

Created: This identifies the creator of the template and the date and time the
template was created.

Approved: This identifies the person who approved the template and the date
and time the template was approved.

Archived: This identifies the person who archived the template and the date
and time the template was archived.

r Template Status

| ARCHIVED
Last Maodified

I 26-JUM-2003 19:00
rCreated

| 5

I 06-5EP-2002 14:38

—bpproved

| 54

I 06-5EP-2002 15:14

r—Archived

| 54

I 2E-JUIN-2003 15:00

Status Bar

Experience History
Database

CPDSS
Database

|Fc|r Help, prezs F1

Resumix y

Database

\4 / DCPDS

'J ‘ M Database

The status bar is displayed at the bottom of the Job Analysis Promotion Plan main window. To display or

hide the status bar, select View > Status Bar.

The left side of the status bar describes actions from menu items as the arrow keys are used to navigate
through the menu items. This area also shows messages that describe the actions of the Tool Bar
buttons as you run your mouse over them. The status indicator will identify the current action being

performed by the Job Analysis Promotion Plan program.

The right side of the status bar indicates the various databases to which the Job Analysis Promotion Plan
interacts. Each ball is connected to a specific database and changes colors to alert the user of a
connection or a disconnection between the systems. The various colors are described below:

Indicator Description

GRAY The database is not currently connected.

YELLOW The database connection is currently in progress.

GREEN The database connection has been achieved and is currently opened.
RED The database connection was lost or could not be achieved.
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Opening an Existing Job Analysis Promotion Plan Template

Click on the Yellow Open Folder or use the Main Menu command: File> Open Job Analysis Promotion
Plan Template. A list of all Templates will appear.

557031BfDSfExTfANTf‘JPfSECRETAR\' {DA) - Job Analysis Promotion Plan - | El|ﬂ

File Edit WYiew Change Status Help
ol | == W =
O | Bl 2|

Job Analysis Promotion Plan Template Hame Career Program Mame — Template Status
[G5 e T ANT P SECRE TR (04 =] (WA~ | TEsT
Last Modified
i Template Element
Active IEIemEnt Mame A I M ax. Points I i I I
—Created———
[ KEIRL
[ oiurzaae
—Approved————————————————
— Template Mal I
:I —Archived—————————————
=l
Fiooen | Fiooez | Fiooeny | Fiooes | Fooes | FFoces | §Fooen | 101 |
Loz | B3 eos | BEsoa | 5 st |
| wrre) | 5 oFte [ T 0Ty
OPT14) | [OPT15) | ; |

To open a template, click the left mouse button on the desired template name and click the OK button at
the bottom of the page. A second way to open a template is to double click on the selected (highlighted)
template name. Click the Cancel button to cancel the action of opening a Job Analysis Promotion Plan
Template. The template list may be sorted by any of the columns; simply by clicking the left mouse
button in the desired column header. An up arrow on the column header will indicate that the list is
sorted in ascending order and a down arrow on the column header will indicate that the list is sorted in
descending order. Click on the column header to toggle between ascending and descending order.

- [ Filter Job Analpsis Pramation Plan Templates
7N\
Career Program | Template Marme | Statuz | Owher | Madified D ate ( T D LI
Urkrown G5-0203-04-EXT-90-HUMAN RESOURCES ASST MIL ... APPROVED JE A0JUN-2003 1512 ~—
Civil Engineer CPD-G5-0081-11-4CA- ASST CHF TRMG- 2 APPROVED LI 30-JUM-2003 14:40
Urkrown F5-0201-05-IMT-4HH-8L-HR5 (EMPLOYEE RELS) APPROVED & A0-JUM-200314:13
Unknown CPE-EXT-Generic Screening Template-Transfer Elig APPROVED K 30-JUM-200314:10
Urkrown WS-0E02-10-IMT-NFENGH-4'»-AIRCRAFT EMGIME ME...  APPROWED W 30-JUM-200214:07
Urkrown WiG-5252-08-E=T-KFLKED-EZINDUSTRIAL EQUIF RE...  APPROWED LI 30-JUM-2003 14:04
Urkrown GS-0318-0E-INT-9L-ANT AOASCPR-Secretary [0a4) APPROVED M A0-JUM-2003 1324
Urkrown GS-0201-09-IMT-AG=-HUMAN RESOURCES SPEC CL...  APPROVED R A0-JUM-2002 1321
Urknawn G5-2210-12-EXT-APMPLR-95-T SPEC [PLCYPLAN) APPROVED P 30JUM-20031318
Urknawn G5-0335-06-IMT-APUCST-95-Computer Asst APPROVED x| 30JUM-20031313
Urknawn G5-0644-09-INT-BGF-80-MED TECH APPROVED J 30-JUM-2003 1305
Urknawn GS-1101-11-INT-CMARJY-44-PRODUCTION MGMT SP...  APPROVED T 30-JUM-2003 1302
Urknawn WG-4749-10-MT-PS5-GHF-KBJ-80-MAIMTENANCE M., APPROVED B 30-JUM-2003 1248
Urknown GS-0303-05-IMT-AKKOFSMPA-A0-LEAD ADMIM SPT A, APPROVED C 30-JUM-200312:29
Civil Enginesr CPD-GS-1173-09-DRTHSA-HSG MGMT SPEC-ASSIST...  APPROVED H. 30-JUM-200312:27 LI
crE|
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Filtering Templates

A filter option is available to narrow the templates display in the list to only those templates that match
specific criteria entered in the Template Filter window.

To filter the template library, click the “Filter Job Analysis Promotion Plan Templates” check box located
in the upper left-hand corner of the open Job Analysis Promotion Plan Template window. The Template
Filter window will appear. This window has three options for narrowing the list of templates using
wildcard patterns and/or template status matches. To refine the list using wildcard patterns type in the
entire name or a partial name with a wildcard pattern for the career program, and/or the template name,
and/or the template owner. There are two special characters that may be used as wildcards:

%: Place a percent sign in the value to match zero or more characters. For example CA%
could be used to match CAT, CART, and CALIFORNIA. Also CA%T could be used to match CAT,
CART, CARPET, etc.

_: Place an underscore in the value to match a single character. For example _AT could be
used to match BAT, CAT, MAT, etc.

A search may further filter the templates by clicking the checkbox on one or all of the “Template Status
Match” field(s). If more than one template status is selected, they will have the effect of being OR’ed
together. For example; if TEST and APPROVED are checked, then all templates with a status of TEST
or APPROVED will be retrieved. Clicking the left mouse button on a status field will toggle the check
mark on and off.

Selecting the OK button will return the user to the Open Job Analysis Promotion Plan Template window
with the list of templates that matched the filtered criteria. Selecting the Cancel button will cancel the
filtering operation and return the user to the Open Job Analysis Promotion Plan Template window.

Template Filter EH

Career Program katch

Template Mame Match
|Gs-nzmz

— Template Status b atch -

[~ TEST

Owner Match

[~ ARCHIVED
oK I Cancel
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Changing the Status of the Template:

Depending on the user’s privileges, the template status may be changed by selecting “Change Status”
from the main menu. The dialog box below will appear. This will identify the template’s current status

and allow the user to make changes.
Approved or Approved to Archived.

From this area the template can be changed from Test to

If needed, additional comments or notes may be added. When finished click <OK> to change the status
of the template. This information is displayed in the Status Area on the main window of the Job Analysis

Promotion Plan.

Change Status of Job Analypsis Promotion Plan Template

— Job Analesis Promotion Plan T emplate ITnfarmation
Jaob Analysis Promation FPlan Template MNams Caresr Frogram MHName

I Changs Status from TEST o APPROWED

— Spprover Information

| GILL | 18-JUM-2002 10:22

—additional Comments £ Motes

I =

Cancel |

RESUMIX/CPDSS User’s Guide to Filling Jobs 4-8
AFPC/DPCXT, Revised October 2003



Creating a Job Analysis/Job Analysis Promotion Plan Template Report

= |
To create the Job Analysis click on the Edit Job Analysis button . The Job Analysis Information
window will display.

Complete the field for “Name of Creating Staffing Specialist” by typing the name or by selecting from the
drop-down menu. The “Name of the Subject Matter Expert” must be typed; there is not a drop down
menu available.

Click on the <Copy from Resumix Requisition Job Description> button.

=]
Name of Creating Staffing Specialst | N\ =1 ok |
fostey) Riefupee - o
Mame of Subject Matter Expert: %1, Refugee EEE I

FOSTER. REFUGEE
FOSTERR REFUGEE
[Best Qualified Description Franklin, Kiizana

EBest Qualified Description Frawol. Ellaton

Fronberg. Stephanie
Funke. Diate
F<OTESTO1, FXOTESTO1
Gaines, Jackie

Galarza, Joel

Gallegos, Roy
Gamez. Jennifer
GARCIA, ADOLFO J
Garcia, Adolpha
I ajor Job Requirements Garcia, Cynthia

Garcia, Cynthia nmi
Garcia, Elvira

Garcia, Yolanda
Garcia-Meza, Dora
Garza, Hortense
GawTHROP, TERRY
Geary. Julie

Gomez, E sther
Gomez, Teresa
Gonzales, Edward
Gonzales, Monica
Gonzales, Orlanda
Good, Patsy
[knowladge, Skills, and Abiliies (KSAs] Gooden. Roy
Goadwin, Shawn
Giordon, Elizabeth
Gray, Linda
Gregary, Jeffery
Gregary, Karen
Grissam, Janet
Grossman, Mary
Guilory, Diorenda

Gutienez, Maria

H7WPERSO], HAWPERSO1

H7+/PERSDZ, HAWPERSO2

HPw/PERSO3, HAWPERS, >

Copy from RESUMIX Requisition Job D%\ |

SToT=TaT

If Resumix is active on your desktop, and the requisition is open from which the job analysis will
be created, the system will automatically bring up that requisition.

If Resumix is not active on your desktop the system will bring up the entire Resumix Requisition
Library. The requisitions may be sorted by clicking in the column header; the arrow indicates whether you
are sorting in ascending or descending order. Highlight the requisition to use and click “OK”.

Note: There is no a filter option for this screen.

x
N\
Requizition ( & |)F|ecruiter | Job Title ﬂ m_
O3FEBIMTABLCMIL336037 W MATERIALS EXFEDITER
O3FEBINTABLCMIL3E1203 b PAINTING WORKER Cancel |
O3FEBINTABDBAR 339607 He QUALITY ASSURAMCE SPECIALIST
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Once the requisition has been identified from which to create the Job Analysis, the screen below will
open in CPDSS. This screen pulls all the information that is currently in the “Job — Description” tab of
the Resumix Requisition.

At this point, if another requisition is needed, or the user pulled the incorrect requisition, click the
“Choose Other Requisition(s) button. This will return the user to the Resumix Requisition Library and
allow the user to choose a different requisition.

Highlight Text to be Capied and Click Appropriate Bution

e (005 Other Fequisitionls] |
From 01MAYEXT053683238105 ;I

SALARY RAMGE $25101 - $32635

THIS POSITION IS A FULL TIME PERMAMENT POSITION

The pasition provides exscutive secretarial and administrative support o the base dental surgean, dental supsrintandent, dental officers and NCO's. Recsives call
and greets visitors.  Provides dental appointment statistical dats and supporting documentation to organizational commanders. M aintains the base dental surgeans
calendar, Using judgment in sstablishing priorities. Hessives incoming carrespondence directad to the dental service, scrsens matrial for suspenss dates and
establishes cantrols for the base dental surgeon and supsrintendant to insure compliance with suspenss's, current policiss and procedurss, proper format, grammar
and typographical acouracy. Quality controls all Fecards of Dental Attendancs forms requiing knawledge of the Air Forse pracedural accounting system through
which loss of dental procedures are idertified and preciuded, for acouracy prior to inputting statistical data and technical infarmation for input inta the automated
repoit processing system. Pravides administiative suppart fof the Dental Duality Assurance/Risk Management Coordinator

Knowledgs of the base dental surgeon's responsibilitiss, prioritiss, commitments, polisiss and gosls as they pertain to higher and lower schelons of command
2. Knowledge of an sstensive body of ules and procedures as they relats ta the clerical and administrative functions of the Dental Service and the Hospitsl

3. Knowledge of spelling, arangement, arammar, required formats, and specialized dental terminclogy

4. Knowledge of the filing systems and a multitude of references, handbocks and werkbosks used and maintained by the base dental temincloay.

5. Knowledge of the filing systems and multitude of references, handbooks and workbooks used and maintained by the base dental surgeon and the dental
professional and ancillary staff in order to classify, search for, and dispase of materials.

&. Skillin operating a tupewriter or computerfwork processing equipment. & qualified typist is required (40 WPM). Skill in computer operations is a must
"RESUME AMD SELFHOMINATION MUST BE RECEIVED B THE CLOSING DATE OF THE AMNOUMCEMEMT

"FOR FULL VACANCY AMMOUNCEMENT., INCLUDING QUALIFICATIONS AND OTHER REQUIREMENTS, GO T

it A v, usaiobs, opm. govwiiic/iobs/ILhim "RESUME AND SELF-NOMINATION MUST BE RECEIVED BY THE CLDSING DATE OF THE
[ANNOUNCEMENT."

"FOR FULL VACANCY ANNOUMNCEMENT, INCLUDING QUALIFICATIONS AND OTHER REQUIREMENTS, GO TO:
hittp: / fvsva. usajobs. opm. govAwfiic/jobs/IU0TES htm

Best Qualified Diescription

’7 Add Undo

FMaior Jab Requirements

Add Undo

Rnowledge. Skills, and Abilities [KS4s)

Add Unda I

There are three sets of buttons located at the bottom of the window to use for the creation of the Job
Analysis.

(1) Best Qualified Description
(2) Major Job Requirements

(3) Knowledge, Skills, and Abilities (KSAs).
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To add information to the Major Job Requirements area, highlight the information to be added then click
the <Add> button located below the “Major Job Requirements.”

To add information to the Knowledge, Skills and Abilities area on the Job Analysis, highlight the
information to be added then click <Add> located below “Knowledge, Skills and Abilities (KSAs).”

To add information to the Best Qualified Description area on the Job Analysis, highlight the information to
be added then click <Add> located below “Best Qualified Description.”

Click <DONE> when all the information required has been added.

ght Text to be Copi ck Appropriate Button

Choose Other Requisition(=] |

From 01 MAYEST 053683238105 =1
SALARY RANGE $25101 - $32635

THIS POSITIOM IS & FULL TIME PERMANEMNT POSITION

. Knowledge of the base dental surgeon's responsibilities. prioritics. commitments. pol

< and goals as thep pertain ta higher and lower echelons of command
. Knowledge of an extensive body of miles and procedures as they relate to the clerical and administrative functions of the Dental Service and the Hospital.

. Knowledge of spelling. arangement. grammar. required farmats. and specialized dental terminology

BoW N

. Knowledge of the filing spstems and a multitude of references. handbooks and workbooks used and maintained by the base dental terminalogy.

5. Knowledge of the filing spstems and multitude of references. handbooks and workbooks used and maintained by the base dental surgeon and the dental
professional and ancillans staff in order to classifp. search for. and dispose of materials

5. Skill in operating a pewriter or computer/work processing equipment. & qualified tpist is required (40 */Phil. Skill in computer operations is a must.
“"RESUME AND SELF-NOMIMATION MUST BE RECENVED BY THE CLOSING DATE OF THE AMMOUNCERMEMNT. "

UFOR FULL WACANCY ANMMNOUNCEMENT. INCLUDING OUALIFICATIONS AND OTHER REQUIREMENTS. GO TO

hktp: sy s siobs. oprn. go v wfiiciobs AL htm " RESUME AND SELF-NOMIMNATION MUST BE RECEED BY THE CLOSING DATE OF THE
(AMMOUNCERMENT.

UFOR FULL WACANCY ANRNOUNCERMENT INCLUDING QUALIFICATIONS AND OTHER REQUIREMENTS. GO TO
hiktp: A v usajobs. opm. gowwiiic A jobs A LIDT 53 htm

=

Best Qualified D escription Fajor Job quirements Knowledas. Skills. and Abilities [KSAs]
’7 Add Undo I ’7 add L ndo I [ Add Undo I

At this point the system returns to the Job Analysis Information window. From here, additional
information may be manually inserted (ensure spelling is accurate) in the Job Analysis. After all
information has been added, click <OK> to return to the main Job Analysis Promotion Plan Template
window.

Job Analysis Information x|
Mame of Creating Staffing Specialist: |Hu =1
Marme of Subject Matter Expert: [5U Caneel |

Best Qualified D escription

aiar Job Requirements

The primary purpose of this position is to serve as a General Milian Information &nalyst responsible for producing inteligence on countries in the USCEMTCOM = |
e of Riesponsibility [A0R] and Area of Intersst (401). Incumbent will be respansible for interpreting and analyzing raw data in the praduction of intsligence

from multiple sources; researching and preparing a varety of witten products such as scheduled and unscheduled inteligence repons, other recuring reports,
messages, brisfings, information/issus papers, assessments, profiles, threst warming forecasts, responses ta inquitiss, congressional testimoniss, brisfing books,

trip books, and the Cammander's round table discussion papers: recammending and priritizing the praduction of scheduled and ad hoc Inteligence

publications pertaining to the 40R; recemmends and prioritizes the nomination and selection of publication topics; uses 5 variety of currsnt commercial

affthe-shelf software applications fo prepare wiitten intelligence reparts; ensures consistency of expression, logical arganization and development and general
readability of Inteligence products: and performs contingency conbracting actions during crisic and wartime operations.

[Knowledge, Skills, and Abilities (K5 4s)

Knawledge of & wide range of principles, concepts, and practices of inteligence analusis, the Inteligence Cycle, and USCENTCOM A0R. =1
Krowledge of cunent, basic and estimative inteligence.

Ability ta make decisions in a constantly changing envirarment with canflicting requirsments

Knowledge of the Inteligence Cycle

Skill in using commercial software applisations along with Intsligence Community databases

Knowledge of joint operations. cunent inteligence community issuss, support to contingency operations, and national agency relationships.

Ability ta communicate effectively, both arally and in wiiting

B RE

Copy fram RESUMIX Requisition Job Description |
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Choosing a Template Element

At the bottom of the screen there are several Element options to choose. The <OPT9> tab is used to fill
external positions and the <INTERNAL> tab is used to fill internal positions. (Note: If filling a DEU job
use <OPT9> and <VET>. The remaining elements are reserved for Career Program use. This guide
covers creating templates for External, Internal and DEU fills.

ELEMENT BUTTONS: Each button has been provided based on specific restrictions established for the
template to process. Either a single element may be used or multiple elements may be attached to a Job
Analysis Promotion Plan. The user sets certain attributes of the element including whether or not the
element(s) will be active, the maximum points allowed for the element, and the rules and restrictions for
the element. (See Attachment 1, at the end of this chapter, for a description of each Element Button).

ES-I]3lB—l]5-ExT-ANT-QP-SEERETAR‘r (0A) - Joh Analysis Promotion Plan - |EI|5|

File Edit Wiew Change Status Help

]

= m & 2

Job Analysiz Promation Plan Template Name Career Program Mame — Template Status
TEST
|GS-I33‘I 8-05-EXT-aNT-9F-SECRETARY [Od&) j Lnknaown I
Laszt Modified
— Template Elements
Active |EIementName 2 | [GERS F'u:nintsl % | I
— Created
| KEIRL
I 01-JUL-2003 13:16
—Approved
— Template Mates I
_I r—archived
| poen) | ooE2) |
fToy) | Lfstoy | 40
| (OPT15)
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External Recruitment - (OPT9)

This section covers the steps used to complete a Job Analysis Promotion Plan Template using Resumix
grammar/skills.

Select <OPT 9> (from the Template Element area) to display the screen shown below.

To complete the Job Related Skills window:

Step 1: Creating Element Rules:

Step 1

Assign - This field identifies the point value that should be assigned to the element rule.

Points for — This field allows the user to choose how many occurrences of Resumix skills a
candidate must match in order for the point value assigned to be applied. Select from the drop-
down menu to access the following options:

o

(OPT9) -- J0B RELATED SKILLS {SKL3)

ALL - This allows the point value to be assigned for the rule only if all of the Resumix skills
selected are matched.

ANY ONE - This allows the point value to be assigned for the rule if any Resumix skill

selected is matched.

NUMBER - A number can be placed in this field instead of one of the choices from the drop-
down menu. The number represents how many skills must be matched by the applicant in
order for the applicant to receive the point value for this rule.

the candidate must have 3 out of all the skills listed to receive the point value assigned)

(EX: a “3” in this area means

G5-0318-05-EXT-ANT-9P-SECRETARY [04)

Unknown

TEST

 Element Description

[[OPTS) - J0B RELATED SKILLS [SKLS)

aimum Points: (0

™ Use this element?

Thiz Job Analysis Promation Plan Template element allows you to check for specific job related or technical skils stored in an employee's Resumix skills table and to assign points if the employee has -
any ONE of the skillz listed on that ine. Because this aption gives points far only the highest value which an emplayee can meet, it has the effect of "grouping” candidates like a PLF. [See Optional
-

— Element Ful
# A NUMBER can
1 Azsigh Iﬁ poirits for ;I be placed in this IM j |D-value[s] |;| 1
o Assign - pu?nls for ﬁhlzr ONE field instead of 1M j IU'VallJE[S] ILI
B x| paints far - making a IM j ID-value[s] I;I
4 pwsin [ 7] painstor [ +] selection from the N | [Bvaluets) =
Compute By |MA<IMUKM menu. M
—OR Logic A S Step 2
# Data Field Logical Operatar Value Apply To Rule See below
1 | | | 7| [tvaluels) [ =] Jovaluels) for more
2 I j I j ID-Va\ue[s] ILI ID-value[s] info
3 I d I j IDrva\ue[s] I;I IDrvalue[s] =T
4 I jl j ID-va\ue[s] ILI ID-valuE[s] I;I :
—AMD Logic
# [rata Field Logical Operator Walue Apply Ta Rule/0F Logic
I jl j IDrva\ue[s] I;I IDrvalue[s] I;I 1=
2 I ﬂ I j ID-va\ue[s] ILI ID-value[s] I;I
3 I ﬂ I j ID-va\ue[s] ILI ID-vaIuE[s] I;I
4 I jl j |D-va\ue[s] |;| |D-value[s] |;| :

RESUMIX/CPDSS User’s Guide to Filling Jobs
AFPC/DPCXT, Revised October 2003

4-13




Step 2: Importing Resumix Skills - Click <Import Skills List>. The following options Menu will appear:

: Pulls skills from the job description area of
(apture From RESUMDE Locate SWindaw / the requisition that is open on your desktop.

Extract from Open RESUME: Requisition 4/ __— Provides a drop-down menu to select an

o unopened requisition. Skills are pulled
Extrac from Other RESLIMIY Requistion(s) & | from the job description area of the

requisition selected.

Extract from Best Qualfied Description

Pulls skills from the MJRs or KSAs copied to the Job
Analysis Promotion Plan Template.

Provides a dialog box for typing or pasting
/ text for extracting skills.

t from Major Job Requirements
Extract from Knowledge, Skl and Abilites (k5ds) 4

Exttract from Free Form Tet,., «—

For illustration purposes, the Extract from Major Job Requirements (MJRs) option will be selected. To
begin the process, simply click on the option desired. CPDSS will take the information from the MJRs
area of the job analysis and process the information through the Resumix Knowledge Base to extract the
skills and insert them in the value field. To insure a comprehensive list of skills in which to choose from,
also extract skills from the Knowledge, Skills, and Abilities area (repeating the same procedure as above).
These skills will be added to the skills area of the (OPT9) Window. The system will not list the same skill
more than once.

Caution: Extracting skills from the MJRs and KSA areas ensures the user a direct link to the Job
Analysis. If skills are extracted from the Open Resumix Requisition, Other Resumix Requisition or any of
the other options available there may be skills used that are not directly linked to the Job Analysis. To
avoid this and maintain the validity of the ranking criteria, if additional skills are needed, return to the Job
Analysis Template and type additional MJRs or KSA(s) relevant to the position being filled and re-extract
skills.

Step 3: Click the down arrow on the value box. A drop-down menu of Resumix skills extracted will be
displayed.

(OPT9) -- J0B RELATED SKILLS {SKL3) 2l

Template Information

’V| GS-0318-05EXT-ANT-9P-SECRETARY(D4) | Unknawn | TEST
[[OPTS] - J0B RELATED SKILLS [SKL3] Masimum Paints |4 ¥ LUse this element?
Element Description
Thiz Job Analpsiz Promation Plan Template element allows pou ta check for specific job related or technical skills stared in an employes's Resumix skills table and to assign points if the emplopes has &
any OME of the skillz listed on that line. Because this option gives points far only the highest value which an emplavee can meet, it has the effect of “grouping'’ candidates like a PLF. [See Optional
s \N \
1 Asih i | paintsfor [Ny ONE =] Skills N ] [it-valuets) =l =
2 Assign [2 >| poirtsfor [ANYONE =] Skills IN | [Bvalueis) |- Step3
3 Assign 2 x| potsfor [anvonE x| Skills 1M | [Bvaluels) =l
4 Assian |4 ;I points for  JALL ;I Skills (1] ;I |2-Va\ue[s] I;I -

bt Ac<ILIM : ""il\ List I

Computs By: Zapture from RESUMIX Locate Window .

~0R Logic Extract from Open RESUMLX Requisition
# Data Field Lagical Dperatar Extract from Okher RESUMIX Requisition(s)... Rule
1 | =l | =] [0value(s]  Extract from Best Gualfied Description |:I = Step 2
2 I j I d IEI-vaIua[s] Extract from Major Job Requirements _E

Extract from knowledge, Skills, and Abilities (KSas)
3 | =l | = [Bvaluefs] |:|
Extract from Free Form Text... —

e =] =] [0valeets) =TT ™ [ =

—&MND Logic
# Data Field Logical Operator Yalue Apply To Rule/0R Logic
| = =] [ovaluets] [=] [o-valuets) |
2 I j I j ID-vaIue[s] I;I IU-va\ue[s] I:I
3 = = [B-value(s] [=] Jo-valuets) [=l
4 = =] [0valuels) [=] [o-valuels) = =

akK I Cancel I
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Step 4: Using Element Rule 1, select the appropriate Resumix skills that will identify candidates who may
meet minimum qualifications/basic eligibility requirements for the position being filled.

Step 5: Repeat Steps 1 through 4 as necessary until you have an adequate amount of rules to identify
candidates that meet:

Minimum Qualifications/ Basic Eligibility
Better Qualified
Best Qualified

NOTES:

1. The Element, Option 9 (OPT9), must contain a minimum of at least one Element Rule. It is
recommended that no more than five rules be used.

2. To select multiple Resumix skills in a row, highlight the first desired skill, depress the
‘shift’ key, and click the last desired skill. All intervening skills will be selected.

3. To deselect a skill, click a second time on the skill and the check will disappear.

4. With each additional Element Rule, the objective is to build the rules to narrow down to
identifying best-qualified candidates.

Step 6: Once the Element Rules are complete, place the point value assigned to the highest Element
Rule in the Maximum Points field. Ex: if 4 points is the highest value assigned then place a 4 in the field.
Click on the “Use this element” checkbox. A check mark will appear in the box. This is an indicator of
whether the element is active or inactive in the Job Analysis Promotion Plan Template (must be active for
the template to work).

(OPT9) - 10B RELATED GKILLS {SKL3)

i~ Template Information Step 6

I G5-0318-05EXT-4NT-9P-SECRE TARY [04) Unknown TEST
I[DPTS] ~JOB RELATED SKILLS [SKEL3) Qammum Poitits: |4 X ¥ Use thiz element? )
i~ Element Description N ——_> N ——_>
Thiz Job Analysis Promotion Plan Template element allows vou ta check for specific job related or technical skills stored in an emplopee's Resumix skills table and to assign paoints if the emplayee h
any OME of the skillz listed on that line. Becausze this option gives pointz for only the highest value which an employes can meet, it has the effect of “'grouping”’ candidates like a PLF. [See Optior
r~ Element Rule
1 Assign [1 x| pointsfor [anvONE 7] Skills IN | [Bvalueis)
2 A, 2 ks f AN OME Skill = =
ssfgn j pnfn s for j iz IN j Value
3 Assion [3 x| puintsier [anvoNE 7] Skills IN = Progfreading
4 Assign |4 j points for  |ALL j Skills IN ﬂ O Publication Ste‘o 4
Compute By: [MA<IMUM O H&D_ .
[ R adiation Haz
— DR Logic [ Radiological Med
# [ata Field Logical Operator Value [ Records Management
1 | =l | x| |-aluels) I=l E:egislter.ed FE
egulations
2 I j I j IU-value[s] ILI O Requlatn Maintenanc
3 I ﬂ I ﬂ IU-value[s] I;l O rRegulatony Dey
[ Report Compilation
4 [-al
I j I j I valuels] ILI Reparts Writing
— AND Logic O Requiremnts Develop
# Data Field Logical Operatar Walue [ Research tethod
O Results Analysiz
v I j I j IU-VaIue[s] ILI [ Schedule Calendar
2 I j I j IUrvalue[s] I;I Secreen Calls
3 I j I j IUrvalue[s] |;| gcreen [.)c;cumenls
] S ecretarial
8 I j I j IU'VaIUB[S] T [ security Svstems
O 5elf-sccountable
[ Skills &nalysiz
4 I I *
ok | Cancel | |
Pama 15 Sar 1 15tan ar oot n il 1 BF™ TR FYT Wi [lEE"g
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OR and AND Logic:

The “OR Logic” is used as a substitution for one or all Element Rules and the “AND Logic” is used as a
must have restriction for Element Rule(s) or for the OR Logic area. Later in this topic we will explain how

to apply the rules to one data field or to multiple data fields.

The OR and the AND Logic blocks located at the bottom of the (OPT9) Window, consist of the following:

Restriction Data Field

This window allows you to select the data field for
which you wish to add a restriction. You may select
any data field from the pull-down list. The special
selection =CLEAR RESTRICTION™ will rermave the
restriction line from the element. The entire restriction

Apply To Rule

This window allows you to choose to which elerment
rule lines you wish to apply the Disjunctive Restriction
(OR Logic) line. Y¥ou may enter a line number in the
window and press the fnsert key to add the entered
line number to the list. You may enter any number of

valid elerment rule lines. Also you may choose the
ALL selection which will apply the disjunctive
restriction line to all element rule lines.

\

N\

ling will be deleted.

301H o Data Field C_ogical Operatar ) Walue Apply To Rule

1 ’% I / j ID-vaIue[s] ; I:l iU-vaIue B I;%
2 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
3 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
4 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI

-%ND — Data Field /I Logical Operatar Walue Apply To Rule/0R Logic

1 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
2 | | / = [o-values) || [0-valuels) =
R | = [o-values) || [0-valuels) =
4 I j ID-vaIue[s] ILI ID-vaIue[s] ILI

Restriction Logical Operator Restriction Value Set

This window allows you to select the value or values on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue calar,
then you restricted to only values from the pull-down list.
Otherwise, you may enter the values in the window and they

This window allows you to select the desired operator 1o be applied on the value set fram
the pull-down list. The operators available to you wil be a subset of the follawing:

Single Yalue Operators (allow you to enter or select only one valug)

» EQUAL: Anything that is exactly the same a5 the value will ba automatically applied to the value get. Clicking any
i5 considered a match, other cantral in the dialog box will apply the value you entered
« NOT EQUAL: Anything that is not exactly the same as the tothe value set. Likewise you may simply press the Insert key

to apply the entered value to the value set. Pressing the Delate
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value

taich . . ) or multiple values. If the pull-down list has checkboxes on the
+ LESSTHAN: Anything le33 than the value is considered 3 left, then you may choose multipla values. Clicking the mouse

match. buttan an a value in the pull-down list will toggle the checkbox
for that value. Only those values with a check in the checkbox
will be applied to the value set.

valug is considerad a match.

+  GREATER THAN: Anything greater than the value is considered a

(This is a partial list only)

NOTE: The “?” mark located at the top right hand corner of the screen can be use to obtain
context help screens (like the ones seen above). Click and drag” the “?” mark to any area on this
screen to view the context help screens.
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Data Field:

This allows the user to apply a restriction to a specific item(s). This field extracts data from the tables
located in the Resumix database. (Example: Typing Speed, Steno Speed etc). See Attachment 2 (at
the end of chapter 4) for a listing of options.

Note: The special selection **CLEAR RESTRICTION** will remove the restriction line
from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed prior to
input of the Value Set.

Value Set
Select the appropriate value(s) from the drop-down list if the field is blue. Otherwise, the value must be
input manually. See Restriction Value Set information in the above illustration.

Apply To Rule for the “OR Logic” area. (OR Logic is used as Substitution)

This allows the user to select the Element Rule(s) that the “OR Logic” applies to. The restriction may be
applied to one line number, multiple line numbers or ALL the element rules for which this “Data Field” will
substitute. Type the line number in the field, and press the Insert key to add the entered line number to
the list. Repeat for each additional Element Rule. Choose the ALL selection to apply the “OR Logic” to
all of the Element Rule lines.

OF Logic

# ['ata Field Logical 0perator Walue Apply To Rule

1 |Resumi Education Level [>]|GREATER THaN OR EQUAL Ja | i [1-valuefs] [=1

: I j I j |D-value[s] ILI Line Mumber |
3 | j | j |D-value[s] |;| =1

4 I j | j |D-value[s] |;| Oa

Apply to Rule for the “AND Logic” area. (AND Logic is a MANDATORY restriction) Values are
entered in the same manner as the “OR Logic”. The only major difference is in the Apply to Rule/OR
Logic window.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the Element Rule(s), the “OR Logic” fields, or a
combination of the two using one of the following:

e To apply “AND Logic” to Element Rules, type an “R” plus the rule line number and press the
Insert key.

e To apply “AND Logic” to “OR Logic” statements, type an “O” plus the “OR Logic” line number and
press the Insert key.

e To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

e To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

e Simply typing a numeric value will prompt the system to ask if you want to apply this restriction to
the Element Rule area or the Or Logic area.

.AND Logic
[Drata Field Logical Operator Walue Apply To Rule/0R Logic

1 |Eigibiity Status =l Equal =l [=] [0-vauets) =
2 I j I j IUrvalue[s] I;I Line Murnber
3 - = | [o-val ~| OORALL

I J I J I et I_I ORULE ALL
4 I j I j ID-value[s] I;I

[l — W

Step 7: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template screen.
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Saving the Job Analysis Promotion Plan Template
Once the Job Analysis Promotion Plan Template is complete the template should be saved by:

e Clicking File > Save Job Analysis Promotion Plan Template or

e Clicking the Save button. E

Remember changes can be made to a template that is in a “Test” status, but only by the original creator.
Once the template is in an approved or archived status, in order to make changes, the template must be
copied. To do this, select File > Save Template As, rename the template using the appropriate naming
convention. This will create a copy of the template in a test status that can then be modified for
necessary changes.

Entering Template Notes:

e Place your cursor inside the Template Notes Box.

e Type in the desired comments. This box can be used to identify Qualification Requirements,
Education Substitution, TIG, Physical Requirement, Quality of Experience, OPM Standard etc. or
any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system automatically generates a
message identifying the original template from which it was created and deletes any notes that
were on the original template.
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DEU Recruitment - (OPT9) and (VET)

This section covers the steps used to complete a Job Analysis Promotion Plan Template using Resumix
grammar/skills and Veterans Preference.

Select <OPT 9> (from the Template Element area) to display the screen shown below.
To complete the Job Related Skills window:

Step 1: Creating Element Rules:

e Assign - This field identifies the point value that should be assigned to the element rule. (DEU
has specific values that are assigned in this area)

e Points for — This field allows the user to choose how many occurrences of Resumix skills a
candidate must match in order for the point value assigned to be applied. Select from the drop-
down menu to access the following options:

o ALL - This selection allows the point value to be assigned for the rule only if all of the
Resumix skills selected are matched.

o ANY ONE - This selection allows the point value to be assigned for the rule if any Resumix
skill selected is matched.

o NUMBER - A number can be placed in this field instead of one of the choices from the drop-
down menu. The number represents how many skills must be matched by the applicant in
order for the applicant to receive the point value for this rule. (EX: a “3” in this area means
the candidate must have 3 out of all the skills listed to receive the point value assigned)

(OPT9) -- J0B RELATED SKILLS {SKL3)

I G5-0318-05-EXT-4NT-9P-SECRETARY [D4) Unknawn I TEST
I[DF‘TS] - JOB RELATED SKILLS [SKL3) aimum Points: (0 I~ Use this element?
r— Element Description
Thiz Job Analysis Promation Plan Template element allows you to check for specific job related or technical skils stared in an employee's Fesumix skills table and to assign points if the employes has -
any ONE of the skillz listed on that ine. Because this option gives paintz far only the highest value which an emplayee can mest, it has the effect of "grouping” candidates like a PLF. [See Optional
— Element Ful
i : A NUMBER can
1 Assign I vl points for - be placed in this I j |D-value[s] |;| |
} Assign ~ | paints for SNV ONE field instead of IM j ID-value[s] I;I
Step 1 = ZEIgn [ points fior Ll making a IM j |D-value[s] |;|
4 Assign =] paints for =] | selection from the N ] Jovalues) =
Compute By: |MA<IMUM menu. Impoit Skills List... |
— OF Logic S Step 2
# Data Field Loagical Operator Value Apply To Rule See bel
€¢ below
I j I j ID-Va\ue[s] ILI ID-VaIuE[S] for more
2 I j I j ID-va\ue[s] I;I ID-value[s] info
3 I ﬂ I j ID-va\ue[s] ILI ID-value[s] =T
4 | jl j |D-va\ue[s] |;| |D-value[s] |;| :
—&MND Logic
# ['ata Field Logical Operator Walue Apply Ta Rule/0R Logic
1 I jl j ID-va\ue[s] ILI ID-value[s] I;I 1=
2 I | | 7| [valuels] [ =] Jovaluels] I=l
3 | j | j |D-va\ue[s] |;| |D-value[s] |;|
4 I jl j ID-Va\ue[s] ILI ID-value[s] ILI Z
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Step 2: Importing Resumix Skills - Click <Import Skills List>. The following options Menu will appear:

: Pulls skills from the job description area of
(apture From RESUMDE Locate SWindaw / the requisition that is open on your desktop.

Extract from Open RESUME: Requisition 4/ __— Provides a drop-down menu to select an

o unopened requisition. Skills are pulled
Extrac from Other RESLIMIY Requistion(s) & | from the job description area of the

requisition selected.

Extract from Best Qualfied Description

Pulls skills from the MJRs or KSAs copied to the Job
Analysis Promotion Plan Template.

Provides a dialog box for typing or pasting
/ text for extracting skills.

t from Major Job Requirements
Extract from Knowledge, Skl and Abilites (k5ds) 4

Exttract from Free Form Tet,., «—

For illustration purposes, the Extract from Major Job Requirements (MJRs) option will be selected. To
begin the process, simply click on the option desired. CPDSS will take the information from the MJRs
area of the job analysis and process the information through the Resumix Knowledge Base to extract the
skills and insert them in the value field. To insure a comprehensive list of skills in which to choose from,
also extract skills from the Knowledge, Skills, and Abilities area (repeating the same procedure as above).
These skills will be added to the skills area of the (OPT9) Window. The system will not list the same skill
more than once.

Caution: Extracting skills from the MJRs and KSA areas ensures the user a direct link to the Job
Analysis. If skills are extracted from the Open Resumix Requisition, Other Resumix Requisition or any of
the other options available there may be skills used that are not directly linked to the Job Analysis. To
avoid this and maintain the validity of the ranking criteria, if additional skills are needed, return to the Job
Analysis Template and type additional MJRs or KSA(s) relevant to the position being filled and re-extract
skills.

Step 3: Click the down arrow on the value box. A drop-down menu of Resumix skills extracted will be
displayed.

(0PT9) -- JOB RELATED SKILLS (SKL3) |24 1
Template Informatior
’V| GS-1410-09 DEU-ST-LIBRARIAN | Unknown | TEST
[OFTS) - J0B RELATED SKILLS [SKL3] Marimum Paints: [0 ¥ Use this element?

Element Deseription

any ONE of the skills listed on that line. Becauss this oplion gives paints for only the highest value which an employee can meet. it has the effect of "grouping” candidates like a PLF. [Ses Optional

This Job Analysis Promotion Flan Template slement allows you to check for specific job elated or technical skills stored in an employes's Riesumis skills table and to assign points | the employee has ﬂ

Step 1 A

A 70

1 =] points for [anvoNE T~ Skills 1H | [evalem = =
2 Assign |70 | st [anvoNE x| Skills 1H | [2value ~ Step 3
3 Assign [@0 = pointsfor [aNvORE =] Skills 1H | [evaluets =
4 Assign [30 x| peintsfer faLL =l Skills 1H | [2value = =
Compute By: [MASIMUR Trannt Sk | 7
(Capture From RESUMDE Lacate windov
— OR Logi Estract from Open RESUMIZ Requisition Step 2
# Data Field Logical O perator Extract from Other RESUMIX Requisition(s). ..
1 [Resumix Education Level = | [GREATER THaN OR EQUAL =17 T TS — =] =
2 | :l | ;l |g,\,a|ue[s] Extract from Major Job Requirements :
Extract from Knowledge, Skils, and Abilities (KS5A5)
R = x| [0-value(s) -
4 I :I I ;I Iﬂ—value[s] Extract from Free Form Text... _E =
AND Logic
# Data Field Logical Operator Valuz Apply To Rule/0R Logic
1 [Resumix Education Level ~|[GReaTER THAN OR EQUAL = h3 [=] [1-vaiusts) = =
N = =] [0-valuets) [=] [0-valuels) =l
| =l = [o-valuels) [=] [o~vaiuets) [=]
| = = [B-vahuets) [=] [o-valuets) -1 =
0K Cancel |
.
I
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Step 4: Using Element Rule 1, select the appropriate Resumix skills that will identify candidates who may
meet minimum qualifications/basic eligibility requirements for the position being filled.

Step 5: Repeat Steps 1 through 4 as necessary until you have an adequate amount of rules to identify
candidates that meet:

Minimum Qualifications/ Basic Eligibility
Better Qualified
Best Qualified

NOTES:
1. The Element, Option 9 (OPT9), must contain a minimum of at least one Element Rule.
recommended that no more than five rules be used.
2. To select multiple Resumix skills in row, highlight the first desired skill, depress the ‘shift’ key, and
click the last desired skill. All intervening skills should be selected.
3. To deselect a skill, click a second time on the skill and the check will disappear.
4. With each additional Element Rule, the objective is to build the rules to narrow down to best-
qualified candidates.

It is

Step 6: Once the Element Rules are complete, place the point value assigned to the highest Element
Rule in the Maximum Points field. Ex: if 90 points is the highest value assigned then place a 90 in the
field. Click on the “Use this element” checkbox. A check mark will appear in the box. This is an indicator
of whether the element is active or inactive in the Job Analysis Promotion Plan Template (must be active
for the template to work).

0OPT9) -- JOB RELATED SKILLS {SKL3)

AFPC/DPCXT, Revised October 2003

— Template Information Step 6
I G5-1410-09-DEU-ST-LIBRARIAN Unknown A I TEST
e ———
I[DPTS] - JOB RELATED SKILLS [SKL3) @um Paints: |90 XUSE thiz element? )
— Element Description e —_—
Thiz Job Analysiz Pramotion Plan Template element allows you ta check for specific job related or technical skills stored in an emplayee's Resumix skills table and to assign paints if the emplayes he
any OME of the skillz listed on that line. Because this option gives points far only the highest value which an employes can meet, it has the effect of "grouping” candidates like a PLF. [See Option.
— Element Rule:
1 Assign [70 x| pointsfor [anvONE =] Skills IN | [3valuels) Step 04
2 Assign [70 x| paintster fanvoNeE v Skills N = [zval Yalue
3 Azzign |80 ;I points for ANy ORE d Skills M j |2-val Librarian /
X X : Library Exp
4 Assign |90 ;I points for  [ALL j Skills 1M j |2-val Library Dperatio..
Compute By: |MAKIMURM
—OF Logic F I I
# [rata Field Logical Operator Walue
1 |Resumix Education Level | |GREATER THAN DR EQUAL =7 [=] [1-valuels) |
2 I j I j ID-vaIue[s] ILI ID-vaIue[s] I
3 I j I j ID-vaIue[s] ILI ID-vaIue[s] I
4 I j I j ID-value[s] ILI ID-vaIue[s] I
—&MND Logic
# [rata Field Logical Operator Walue Apply To Rule/0R Logic
T [Resumis Education Level 7| |GREATER THaN OR EQUAL M|E [=] [1-valuetz) |
2 I j I j ID-vaIue[s] ILI ID-vaIue[s] I
3 I j I j ID-vaIue[s] ILI ID-vaIue[s] I
4 I j I j ID-vaIue[s] ILI ID-vaIue[s] I
e e |
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OR and AND Logic:

The “OR Logic” is used as a substitution for one or all Element Rules and the “AND Logic” is used as a
must have restriction for Element Rule(s) or for the OR Logic area. Later in this topic we will explain how

to apply the rules to one data field or to multiple data fields.

The OR and the AND Logic blocks located at the bottom of the (OPT9) Window, consist of the following:

Restriction Data Field

This window allows you to select the data field for
which you wish to add a restriction. You may select
any data field from the pull-down list. The special
selection =CLEAR RESTRICTION™ will rermave the
restriction line from the element. The entire restriction
line will be delsted.

Apply To Rule

This window allows you to choose to which elerment
rule lines you wish to apply the Disjunctive Restriction
(OR Logic) line. Y¥ou may enter a line number in the
window and press the fnsert key to add the entered
line number to the list. You may enter any number of

valid elerment rule lines. Also you may choose the
ALL selection which will apply the disjunctive
restriction line to all element rule lines.

\

-0F Logic -
# D ata Field < Logical Operatar > Walue Apply To Fule
1 ’% I / j ’ML&[S]QM
2 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
3 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
4 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
-%ND — Data Field / Logical Operatar Walue Apply To Rule/0R Logic
1 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
2 | | / = [o-values) || [0-valuels) =
R | = [o-values) || [0-valuels) =
4 I j ID-vaIue[s] ILI ID-vaIue[s] ILI

Restriction Logical Operator

This window allows you to select the desired operator 1o be applied on the value set fram
the pull-down list. The operators available to you wil be a subset of the follawing:

Single Yalue Operators (allow you to enter or select only one valug)

EQUAL: Anything that is exactly the same a5 the value
is congidered a match.

NOT EQUAL: Anything that is not exactly the same as the
value is considersd a match.

GREATER THAN: Anything greater than the value is considered a
match

LESS THAN: Anything less than the value is considered &
mach.

(This is a partial list only)

Restriction Value Set

Thig window allows you to select the walue or values on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue calar,
then you restricted to only values from the pull-down list.
Otherwise, you may enter the values in the window and they
will be automatically applied to the value set. Clicking any
other cantral in the dialog box will apply the value you entered
ta the value set. Likewise you may simply press the inser key
to apply the entered value to the value set. Pressing the Delate
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value
or multiple values. If the pull-down list has checkboxes on the
left, then you may choose multiple values. Clicking the mouse
buttan an a value in the pull-down list will toggle the checkbox
for that value. Only those values with a check in the checkbox
will be applied to the value set.

NOTE: The “?” mark located at the top right hand corner of the screen can be use to obtain
context help screens (like the ones seen above). Click and drag” the “?” mark to any area on this
screen to view the context help screens.
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Data Field:

This allows the user to apply a restriction to a specific item(s). This field extracts data from the tables
located in the Resumix database. (Example: Typing Speed, Steno Speed etc). See Attachment 2 (at
the end of chapter 4) for a listing of options.

Note: The special selection **CLEAR RESTRICTION** will remove the restriction line
from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed prior to
input of the Value Set.

Value Set
Select the appropriate value(s) from the drop-down list if the field is blue. Otherwise, the value must be
ield. See Restriction Value Set information in the above illustration.

Apply To Rule for the “OR Logic” area. (OR Logic is used as a substitution)

This field allows the user to select the Element Rule(s) that the “OR Logic” applies to. The restriction
may be applied to one line number, multiple line numbers or ALL the element rules for which this “Data
Field” will substitute. Type the line number in the field, and press the Insert key to add the entered line
number to the list. Repeat for each additional Element Rule. Choose the ALL selection to apply the “OR
Logic” to all of the Element Rule lines.

OF Logic

# ['ata Field Logical 0perator Walue Apply To Rule

1 |Resumi Education Level [>]|GREATER THaN OR EQUAL Ja | i [1-valuefs] [=1

: I j I j |D-value[s] ILI Line Mumber |
3 | j | j |D-value[s] |;| =1

4 I j | j |D-value[s] |;| Oa

Apply to Rule for the “AND Logic” area. (AND Logic is a MANDATORY restriction) Values are
entered in the same manner as the “OR Logic”. The only major difference is in the Apply to Rule/OR
Logic window.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the Element Rule(s), the “OR Logic” fields, or a
combination of the two using one of the following:

e To apply “AND Logic” to Element Rules, type an “R” plus the rule line number and press the
Insert key.

e To apply “AND Logic” to “OR Logic” statements, type an “O” plus the “OR Logic” line number and
press the Insert key.

e To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

e To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

e Simply typing a numeric value will prompt the system to ask if you want to apply this restriction to
the Element Rule area or the Or Logic area.

.AND Logic
[Drata Field Logical Operator Walue Apply To Rule/0R Logic

1 |Eigibiity Status =l Equal =l [=] [0-vauets) =
2 I j I j IUrvalue[s] I;I Line Murnber
3 - = | [o-val ~| OORALL

I J I J I et I_I ORULE ALL
4 I j I j ID-value[s] I;I

[l — W

Step 7: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template screen.
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Step 8: DEU uses both the OPT 9 and the VET Templates. The user must ensure that both elements
are part of the Job Analysis Template and that both are active.

Click the <VET> tab to display the following screen.

Click on the “Use this element?” checkbox. A check mark will appear in the box. This indicates
the Veterans Preference (VET) element is active in the Job Analysis Promotion Plan Template.

Step 9: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template screen.

VET) -- YETERANS PREFERENCE (¥ET)

/ u
/

— Template Informatior
[ GS5-1410-03-DEU-GT-LIBRARIAN | Unknown [ / TEST
[VET] - VETERANS PREFERENCE [VET] Mazimum Points: [10 ] U i e
— Elsment Desciptio
This slement provides the capability to apply veterans preference for compstitive examining (including DE L and outsidethe-register certificates] and nencompetitive ceitiicates (neluding VA and
excepled services)
— Elsment
1 Assion [0 | pointsfor [arvONE -] Weterans Preference Code 1M =] [Evaluet I
2 assion [5 | points for [ERVORE <] Veterans Preference Code M ~| [iaies
3 Assion | pointsfor [SRVONE -] Weterans Preference Code IN ] [ovaiier
4 Assign 7| points for  [ARY ONE | Veterans Preference Code N | [oewalue(s)
Compute By [MARKIMUM
~ Disiunctive Restriction:
# Data Field Lagical Operator Value Apply To Rule
i~ Conjunctive Restrictior:
# Data Field Logical Operator Walue #pply To Disjunctive Restriction

The main screen should show both OPT 9 — JOB RELATED SKILLS (SKL3) and (VET) VETERANS
PREFERENCE (VET) active. The GREEN “check mark” indicates the template is active.

GS,.-"I 102/12/DEU/ST/CONTRALCT SPECIALIST {Read Only) - Job Analysis Promotion Plan - |I:I|i|
File Edit View Change Status Help
= =Tk = =
= = mE= I
Job Analpsiz Promotion Plan T emplate Hame Career Program Mame — Template Status
APPROVED

[G5A102/12/DEU/ST ACONTRACT SPECIALIST =] [Unknown =1 I
o - onts Last Modified

Active | EMgnent Name o | Max Paints | = | | TETUIL-ATE 161D

" YES [(OFF9]--JOB RELATED SKILLS [SKL3) a0 a0.0 [ Eietie|

WES (VB ] - WETERA&NS PREFEREMCE [VET] 10 100 |
N

| DZ.IUL-2003 14:14
—&pproved

p———— I 0Z-JUL-2003 1415

Template created from onginal template G5 #1021 270E L 248,41 L /251 711 = |

—&rchived
=l
[ % ooEn % poez) | #% ooez | 8% ooes | 8% wooes) | 8% ooes) | ¥ poew
¥ s1D2) | y o {3 sTos) | oFT2) | oPT3) |
oFTEl | B orra | |
[OPT14] | | =] | IMTERMAL]
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Saving the Job Analysis Promotion Plan Template
Once the Job Analysis Promotion Plan Template is complete the template should be saved by:

e Clicking File > Save Job Analysis Promotion Plan Template or

e Clicking the Save button. E

Remember changes can be made to a template that is in a “Test” status, but only by the original creator.
Once the template is in an approved or archived status, in order to make changes, the template must be
copied. To do this, select File > Save Template As, rename the template using the appropriate naming
convention. This will create a copy of the template in a test status that can then be modified for
necessary changes.

Entering Template Notes:

e Place your cursor inside the Template Notes Box.

e Type in the desired comments. This box can be used to identify Qualification Requirements,
Education Substitution, TIG, Physical Requirement, Quality of Experience, OPM Standard etc. or
any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system automatically
generates a message identifying the original template from which it was created and
deletes any notes that were on the original template.

Archiving a Template

Only HR Specialist who have “Archiving Privileges” will have the authority to archive the template The
Template has to be an Approved Template before Archiving.

Click <Change Status> on the top menu bar. Select <Approved to Archive> from the main menu.
Follow the prompts to complete the Archiving process.

Note:
- HR Specialists should ensure the Template is no longer needed before changing the status to
Archived Once a Template is archived, the file cannot be manipulated in any way. Only notes
can be added.
- HR Specialists should archive case files as soon as possible after EOD but at least within 90
days.

Restore Archived JA Template

In an effort to maximize the space within the active server for CPDSS, every Friday JA Templates that
are marked for “Archived” will be moved from the active server to a “storage server” by the system
administrators. Once the Templates are moved, they are no longer accessible to users for viewing or
copying. If needed, a request may be submitted to the CPDSS System Administrators, to have a
Template retrieved from the storage server and brought back to the active server. Note: The Archived
status does not change when the Template is retrieved.

Request should be submitted by e-mail to: thomas.wood@randolph.af.mil AND
marjorie.roberts@randolph.af.mil
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When submitting a request for an Archived JA Template to be retrieved, the following items must be
included.

e Full Scoring JA Template Name
e Approximate date the original JA Template archive took place
e The exact HR Specialists CPDSS username that archived the original request

Internal Recruitment — (INTERNAL)

This section covers the steps used to complete a Job Analysis Promotion Plan Template using Skill
Codes (previously referred as Table 465).

Select <Internal> (from the Template Element area) to display the screen shown below.
To complete the Job Related Skills window:
Step 1: Creating Element Rules:

e Assign - This field is used to assign the point value to the element rule. The user would normally
assign 1 point for basic eligibility.

e Points for — This field allows the user to choose how many occurrences of skills a candidate must
match in order for the point value assigned to be applied. Select from the drop-down menu to
access the following options:

o ALL - This selection allows the point value to be assigned for the rule only if all of the skills
selected are matched.

o ANY ONE - This selection allows the point value to be assigned for the rule if any skill
selected is matched.

o Each-Do NOT USE

o NUMBER - A number can be placed in this field instead of one of the choices from the drop-
down menu. The number represents how many skill codes must be matched by the
applicant in order for the applicant to receive the point value for this rule. (EX: a “2” in this
area means the candidate must have 2 out of all the skills listed to receive the point value
assigned)

Step 2: This window contains a field that requires an “IN” or “NOT IN” option when using Skills Code
Set. Select “IN” from the drop-down list when filling from internal sources.

Step 3: Click the down arrow. A drop-down menu with the entire Skills Code Table from DCPDS will be
displayed. To select Skill Codes, click inside the corresponding box. Repeat as necessary to select all
relevant skills needed.

—

Lofarmation

| GS-0318-05-INT-ANT-9P-SECRETARY (04] | Unknowr | TEST
[INTERNAL Ranking and Rating Masimum Points: [+ ¥ Use this slement?
| Element Description
L= ok Analysis Promation Plan Template slemert allows vautgl - A Number can be as worked in a job that has been skills coded with the codes you specify.
Step 1 placed in this field
=T u instead of making a Step 2 Step 3
u .
1 ign |1 ~| pointsfor [aNY OME selection from the 1M { =~ [Evaluei= >
2 Assign [2 points for  [&MT ONE menu ] =] [Evalels &
3 Assian [3 ~ Pt far [aLL N =] [zvaes
4 Assign |4 | pointsfar |2 Skills Code Set 1M | [D-valusrs EI
Compute By: [MASIMONM / Walue |_Description 'El
C ) I FKHCHT Sales Stare Clerk / Control Clerk. 1=
—OFR Logic e — O FRHVND Sales Store Clerk ¢ Wendor Acco. 4T
# Data Fisld Lagical Operator Yalue [J KLD Sandblasting
q — = e O ek Sanitarian
I —I I —I I ) O FFw Sanitation Inspector
2 | =11 x| [0-valuets) OJRT Saw Reconditioning
R EN| =] =] [o-valuetzl OJsk Scale Bldg.Inst & Repai
O sar Scheol Age Coordinator
4 = =1 [o-
2 I =] | =][0-valuets) O e Sculptural Engraving
e p— =0l Secistary
# Data Field Logical Operator “alue E FFE Securities Compl Exam
HBU Security Administration
L | =1 =] [o-valuels) O sBURJK Security Administration # Commu
R | =1 = | [0-valusts) [ #BEURJENEN  Security Administration / Commu
s =il =] [ovaiet 1 4BUFAE _Secuily Administiation / Industial
4 =11 =l l8-valueis) [=1 [o-valuets) |




Step 4: Repeat Steps 1 through 3 as necessary until you have an adequate amount of rules to identify
candidates that meet:

Minimum Qualifications/Basic Eligibility
Better Qualified
Best Qualified

NOTES:

1. The Element, Option Internal (Internal) must contain a minimum of at least one Element
Rule. Itis recommended that no more than five rules be used.

2. To select multiple skill codes in row, highlight the first desired skill, depress the “shift”
key, and click the last desired skill. All intervening skills should be selected.

3. To deselect a skill, click a second time on the skill and the check will disappear.

4. With each additional Element Rule, the objective is to build the rules to narrow down to
identifying best-qualified candidates.

Step 5: Once the Element Rules are complete, place the number of points assigned to the highest
Element Rule in the Maximum Points field. Ex: if 4 points is the highest value assigned then place a 4 in
the field. Click on the “Use this element” field. A check mark will appear in the box. This is an indicator
of whether the element is active or inactive in the Job Analysis Promotion Plan Template (must be active
for the template to work).

INTERNAL Ranking and Rating

— Template Information

Step 5

I G5-0318-05-IMT-ANT-3P-SECRETARY [DA) I Unknown

4 S
IINTEHNAL Rarking and Fating @imum Paints: |4 > @s element? )
S ———

— Element Description

TEST

Thiz Job &nalysiz Promotion Plan Template element allows you to assign levels/points when an employee haz worked in a job that has been skills coded with the codes you specify.

- Element Rule:

#

1 ssign [1 x| pointsfor JaNYONE =) Skills Code Seat IN | [Evalueis) |
2 Assign 2 7| paintsfor JaNvONE x| Skills Code Set IN | [Bvaluels) |
3 Assign [3 x| pointsfor L =l Skills Code Set IN | [2-valuets) |
4 Agsign |4 j points for |2 j Skills Code Set IN j |5-value[s] l
Compute By |MA<IMUM
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OR and AND Logic:

The “OR Logic” is used as a substitution for one or all Element Rules and the “AND Logic” is used as a
must have restriction for Element Rule(s) or for the OR Logic area. Later in this topic we will explain how

to apply the rules to one data field or to multiple data fields.

The OR and the AND Logic blocks located at the bottom of the (OPT9) Window, consist of the following:

Restriction Data Field

This window allows you to select the data field for
which you wish to add a restriction. You may select
any data field from the pull-down list. The special
selection =CLEAR RESTRICTION™ will rermave the
restriction line from the element. The entire restriction
line will be delsted.

Apply To Rule

This window allows you to choose to which elerment
rule lines you wish to apply the Disjunctive Restriction
(OR Logic) line. Y¥ou may enter a line number in the
window and press the fnsert key to add the entered
line number to the list. You may enter any number of

valid elerment rule lines. Also you may choose the
ALL selection which will apply the disjunctive
restriction line to all element rule lines.

\

-0F Logic -
# D ata Field < Logical Operatar > Walue Apply To Fule
1 ’% I / j ’ML&[S]QM
2 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
3 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
4 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
-%ND — Data Field / Logical Operatar Walue Apply To Rule/0R Logic
1 I j I / j ID-vaIue[s] ILI ID-vaIue[s] ILI
2 | | / = [o-values) || [0-valuels) =
R | = [o-values) || [0-valuels) =
4 I j ID-vaIue[s] ILI ID-vaIue[s] ILI

Restriction Logical Operator

This window allows you to select the desired operator 1o be applied on the value set fram
the pull-down list. The operators available to you wil be a subset of the follawing:

Single Yalue Operators (allow you to enter or select only one valug)

EQUAL: Anything that is exactly the same a5 the value
is congidered a match.

NOT EQUAL: Anything that is not exactly the same as the
value is considersd a match.

GREATER THAN: Anything greater than the value is considered a
match

LESS THAN: Anything less than the value is considered &
mach.

(This is a partial list only)

Restriction Value Set

Thig window allows you to select the walue or values on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue calar,
then you restricted to only values from the pull-down list.
Otherwise, you may enter the values in the window and they
will be automatically applied to the value set. Clicking any
other cantral in the dialog box will apply the value you entered
ta the value set. Likewise you may simply press the inser key
to apply the entered value to the value set. Pressing the Delate
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value
or multiple values. If the pull-down list has checkboxes on the
left, then you may choose multiple values. Clicking the mouse
buttan an a value in the pull-down list will toggle the checkbox
for that value. Only those values with a check in the checkbox
will be applied to the value set.

NOTE: The “?” mark located at the top right hand corner of the screen can be use to obtain
context help screens (like the Jnes seen above). Click and drag” the “?” mark to any area on this
screen to view the context help screens.
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Data Field:

This allows the user to apply a restriction to a specific item(s). This field extracts data from the tables
located in DCPDS, Experience History and Resumix databases. See Attachment 2 (at the end of
chapter 4) for a listing of options.

Note: The special selection **CLEAR RESTRICTION** will remove the restriction line
from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed prior to
input of the Value Set.

Value Set
Select the appropriate value(s) from the drop-down list if the field is blue. Otherwise, the value must be
typed in this field. See Restriction Value Set information in the above illustration.

Apply To Rule for the “OR Logic” area. (OR Logic is used as a substitution)

This field allows the user to select the Element Rule(s) that the “OR Logic” applies to. The restriction
may be applied to one line number, multiple line numbers or ALL the element rules for which this “Data
Field” will substitute. Type the line number in the field, and press the Insert key to add the entered line
number to the list. Repeat for each additional Element Rule. Choose the ALL selection to apply the “OR
Logic” to all of the Element Rule lines.

0OF Logic

# [Diata Field Lagical Operatar Walue Apply To Rule

1 |DCPDS Education Level ~| |GREATER THAN OR EQUAL =1z [=] [1-values) =

2 I j I j ID-vaIue[s] ILI Line Murnber |

3 - | [0-val = I

X | =l =] [0-valcts Iy <. ‘
I j I j ID-vaIue[s] ILI = I I _’I |

Apply to Rule for the “AND Logqic” area. (AND Logic is a MANDATORY restriction) Values are
entered in the same manner as the “OR Logic”. The only major difference is in the Apply to Rule/OR
Logic window.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the Element Rule(s), the “OR Logic” fields, or a
combination of the two using one of the following:

e To apply “AND Logic” to Element Rules, type an “R” plus the rule line number and press the
Insert key.

e To apply “AND Logic” to “OR Logic” statements, type an “O” plus the “OR Logic” line number and
press the Insert key.

e To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

e To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

e Simply typing a numeric value will prompt the system to ask if you want to apply this restriction to
the Element Rule area or the Or Logic area.

-AND Logic
# [Data Field Logical Operator Walue Apply To Rule/0FR Logic
T |Pay Plan and Grads | |GREATER THAN OR EQUAL | [valuets) [=] [1-valets]
2 | =) | [0valuels) [=| _Line Mumber
3 - v | [0-val -] OoralL
I J I J I ot I_I O RULE ALL
4 I j I j ID-vaIue[s] I;I

Step 6: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template screen.
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Saving the Job Analysis Promotion Plan Template
Once the Job Analysis Promotion Plan Template is complete the template should be saved by:

e Clicking File > Save Job Analysis Promotion Plan Template or

e Clicking the Save button. E

Remember changes can be made to a template that is in a “Test” status, but only by the original creator.
Once the template is in an approved or archived status, in order to make changes, the template must be
copied. To do this, select File > Save Template As, rename the template using the appropriate naming
convention. This will create a copy of the template in a test status that can then be modified for
necessary changes.

Entering Template Notes:

e Place your cursor inside the Template Notes Box.

e Type in the desired comments. This box can be used to identify Qualification Requirements,
Education Substitution, TIG, Physical Requirement, Quality of Experience, OPM Standard etc. or
any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system automatically generates a
message identifying the original template from which it was created and deletes any notes that
were on the original template.
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Viewing and E-mailing the Job Analysis Report

To e-mail the Job Analysis to the manager for review Click on the Job Analysis/Job Analysis Promotion
Plan Template Report button.

IA{ GS-0318-05-INT-ANT-9K-SECRETAR' | (DA) - Job Analysis Promotion Plan
File Edit “iew Change Status Help

e

= \4
== =z
= =S| @]
| Job Analysis Promation Plan Template Mame Career Program Hame — Template Status———————————————— |
[5-0318-05-INT-ANT-9K-SECRETARY (04) =] [unknown =1 I EST
— Template El Last Modified
Active | Element Name o | Maw Points | = | I 19JUN-2002 10:31
«YES  INTERMAL Ranking and Fating 4 100.0 -~ Created ————————————————
GILLJ
18-JUMN-2002 10:31
—épproved—————————————————
— Template Mol I
_I i~ Archived

[OFT14)

|For Help. press F1

The system will prompt you to include the Template Notes with the Report.

Job Analysis Promotion Plan

® Do wou want bo include the Template Motes with this report?

]

Yes Mo |
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The Job Analysis Promotion Plan Template Report Preview window (below) will be displayed. This
window shows the Best Qualified Description, the Major Job Requirements, the Knowledge, Skills, and
Abilities (KSAs), the total number of elements in the template, total possible points, element name
(INTERNAL or (OPT 9), Ranking Criteria, Rules, the AND and/or OR Logic restrictions if applicable and
the Template Notes.

Joh Analysis Promotion Plan Template Report

Job Analysis Template Mame: MIG-5716-08-INT-LAX-ST-ENG INEERING Crestor: KEIRL Template Status: APP ROWED
EQUIPMENT OPER

Approver: KEIRL Approved Date: 02 Ost-2002
Career Progrm:  Unknown archiver: Archived Date:
Page 10f3 06-ug-2003 Last Modified Date: 02-Oct-2002

Hame of Creating Staffing Specialist: Fronberg, Stephanie
Hame of Subjot Matter Expert

|Best Qualified Description: |

|Candidales who receive 3 score of 2 points will be considered among the Best Qualified candidates.

Major Job Requirements

The primary purpose ofthis position is: To cperate enginesring and i i and perform functions as cutting, moving, digging, grading, and
rolling earth, sand, stone, and other materdals.

1. Operates one or more types of heavy equipment ta push. pull. pile. or load materials. sush as sand. gravel. earth. coal. moving and cowverng refuse. and
slearing brush, rocks, tree stumps, and other materal. Work is generally perform ed on flat or rolling temrain, refuse dumps, and construction sites with simple
terain problems. Adjusts the attachments for proper lewvel, angle, or depth based on work requirements and equipment used. Operates other types of basic
equipment with hydraulically controlled blade, .orother to aid in i ing gutters and drai areas on = ofroads, digs for water
and gas lines, and maintains ditches. Operates bulldozer to cover materials dumped at sanitary fill:to excavate for dead animal pits, wood pits, paper and other
pits:to blade dirt out of diversion ditches:to pile dirt for front end loader: and to excawate dirt for vanous other projects. Operates sweepers with attashments to
sweep rads, parking lots, unways, streets, and confined areas. May be required to perform snowdice control.

2. Utilizes safety practices and procedures fallowing established safety rules and regulations and maintainsa safe and clean work environment

3. Uses and maintainstools and equipment

4 recards and action

Frowledge, Skills, and Abilties [KSAs):

T. Knowledge ofengineerng equipment, such as graders, tractors with bulldoz er or angle doz er blades, frant-end loaders, backhoes, trench diggers, and large
industrial tractors with pan or seraper attachments.

2. Knowledge ofthe different sets afcantrols and operation of equipment and attachm ents. Skill in manipulating the controls to adjust spreaders, sprayers,
post hole diggers, backhoes, moveable dozer blades, and front-end loading devices.

=

. Knowledge ofsafetyr ions. .and es.

ry

. Knowledge ofregulations, procedures, and policies related to records mai and

5. Ability to use and maintain powertaols, hand tools, and related equipment

6. Ability to read and interpret instructions, specifications, drawings, and sketches.

Ranking Criteria:

Total Number OF Elernents In Ternplate: 1 Total Points Possible: 2.00 |

Element Name:  INTERMNAL Ranking and Rating

Job Analysis Template Hame: W G-5716-08-INT- LAX-5T-ENG INEERING EQUIFMENT OFER

Page 2 of 3

Rules:

Rule ONE is Assigned 1 Point= For ANY ONE Skills Code Set 1M
3TV TransMdobile Equip Optn

KWW H2ITE Muotor Wehicle Operating f Truck Driving

KK EXF hotor Wehicle Operating £ Lumber Carrer Operating

KA K KX Mutaor %ehicle Dperating f Medium “ehicle Operator

K KX P Motar “Wehicle Dperating £ Heawy “Wehicle Operator

Rule TwWO iz Assigned 2 Foint= For ANY ONE Skills Code Set IH
LA Tractor Operating

LB Crane Operating

Rule THREE iz Assigned 3 Foint= For ANY ONE Skills Code Set IH
LA Engineering Equip Optg

OR Logic Restrictions:

Job Analysis Template Name: W G-5716-08- INT- LAX-5T-ENG INEERING EQUIPMENT O PER

Page 3 of 3

Template Motes:

Dewveloped bythe Template Warking Group, Aug 2002,

SCPD 9WID2

Skillz 100 % LAY Engineering Equip Operating

Qualifization std: ¥118C 5700, Mobile Industrial Equipment Operation job Family. Education substitution: none. Candidates must also meet any Screen-0ut
Element identified.

Anyuse of grade levels and length oftime in determining qualifications used iz strictlyto determine quality lewel of experdence and to show the extent to which
the applizant has acquired specific skills, knowledge, and abilities required to perform the duties ofthe position.
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NOTE: This document will become a part of the electronic case file.

E-mailing the Job Analysis/Job Analysis Promotion Plan Template Report

While the Job Analysis Promotion Plan Template Report Preview window is open, click the Export button.

&l Job Analysis Promotion Plan Template Renort Preview Window = |EI|5|

4 Tof3 P M EEF

Job Analysis Promotion Plan Template Report

Job Analysis Ternplate Mame: G5-0803-05- INT-AKG-5T-MEDICAL Creator: BUDYE Template Status: TEST
e e Bpprover: Bpproved Date:
Career Program:  Unknown Brchiver: Brchived Date:

03-Jul-2002 Last M odified Date: 03-Jul-2002

Mame of Creating Staffing Specialist: Moreton, Wanessa
Marne of Subjpct Matter Expert:

Best Qualified Description:
CANDIDATES WHO SCORETHEHIGHEST ARE AMONG THE BEST Q UALIFIED.

Major Job Requiremernts: |

The primary purpose ofthiz position isto collect, review , and analyze data reported from all Medical Clinic departments conceming the Medical Expense and
Performance Reporting System (MEP R$). Medical Expense and Reporting % ystem isthe accounting swystem for tracking all medical group waorkload, personnel
tim efattendance, and expenses. The incumbent will prowide direct supportto the Business O perations Chiefbyidentifying the monthlyvMEPR S data from all
patient and outpatient services; ancillary service s to include phamacy and radiclogy; support services made up of Command and administration; special
programs such as preventative medicine , immunizations; for accuracy and appropriateness. Monitors the timely collection of data. Summarizes the statistical
data collection throughout the facility. Rewiews reported statistics to ensure data is reasonable and agrees with prewviously reported data. Performs caleulations
and adjustments as necessary. Based on knowledge of expense classification and MEPR S work center definitions, collects direct expense data based on
operating budget ledger (0 BL)documents and cost center management listing. Consolidates and makes adjustments to data including depreciation expense,
base support expense, external loaded and borrowead labor, funded TOYz, ete. Dewvelops maonthly personnel utilization and expense reports in support of
manpower costing requirements. Plans, organizes, and conducts evaluative analysis of programs, and conducts special studies on such data elements as
medical workload, unit costs, manpow er utilization and othermanagement indicators associated with the delivery ofhealth care.

Knowlegde , Skills, and Abilities [KSA=s): o

1. Knowledge of applicable clinic, Air Force and Department of Defense directives on the MEP RS and related clinic . K ledge and d ding of
the total clinic operation to include its organiz ation, staffing, and physical plant, as well as the workload and costinterrelationships ofthe work centers. For
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The following Export Window will be displayed. Select “Exchange Folder” from the Destination drop-
down list. Click <OK>.

Farmat:
I.-'l'-.c:rcnbat Farmat [FOF) ;I

. Cancel
D' estination:

i

wchange Folder

The Choose Profile dialog box will appear. Click <OK>.

Chooze Profile |

Frafile Mame: j Mew, .,

1

| (0] 4 I Cancel | Help | Cpkions :=-:=-|

Select “Inbox” on the Select a Folder dialog box. Click <OK>.

Select a folder E|

whitesd,

e —

IMailhay - white fintheny Civ AFPC/DPCTHZInbox
Select a Folder o an Address Book:
= @ W hiteds
=1 Mailoow - White drihoey Civ AFFC/DPCTI
(L) Calendx
[} Contacts
[ Deleted Items
() Drratts
] b
[ Joumal
[ Hotes
23 Duthoie
(L] Sert Items

2 Tasks
#1-=J Pubdc Folders
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To send the JA/Job Analysis Promotion Plan Template Report directly to the manager for review, with the

%

Job Analysis Promotion Plan Template Report Preview window is open, click the Export button.

Job Analysis Promotion Plan Template Report Preview Window - |I:|| Xl

4 « 10f3 » M| & & F e oo S]]

Job Analysis Promotion Plan Template Report

Job Analysis Templste Nama: GS-D503-05- INT-AXG-5 T-MEDICAL Crestor: BUDYE Ternplate Status: TEST
FINANCIAL TECH
Approver: Approved Date:
Career Program:  Unknown Archiver: Archived Date:
0z-Jul-2002 Last Modified Dste: D3-Jul-2002

Name of Cresting Stafiing Specialist: Moreton, vanessa
Name of Subject Matter Expert:

Best Qualified Description

|CANDIDATES WHO SCORE THE HIGHEST ARE AMO NG THE BES T 0 UALIFIED

Major Job Requirernerts |

The primary purpose ofthis position is to collest, review , and analyze data reported from all Medical Clinic departments conceming the Medical Expense and
Ferfarmance Reporing &ystem (MEF RE). Medical Expense and Reporting S ystem is the accounting system for tracking all medical group workload , personnel
tim e/attendance, and expenses. The incumbent will provide direct support to the Business O perations Chiefby identifying the monthly MEPR S data from all
patient and cutpatient services: ancillary servicesto include phamm acy and radiclogy: support services made up of Command and adm inistration: special
programs such as prewentative medicine, immunizations; for accuracy and appropriateness. Monitors the timely collection of data. Summarzes the statistical
data collection throughout the facility. Rewviews reported statistics to ensure data is reazonable and agraes with previously reported data. Performs caleulations
and adjustm ents as necessary. Based on knowledge ofexpense classification and MEPR S work center definitions, collects direct expense data based on
operating budget ledger (0 BL)documents and cost center management listing. Consolidates and makes adjustments to data including depreciation expense,
base support expense, external loaded and borowed labor, funded TO ¥s, etc. Dewelops monthly persannel utilization and expense reports in support of
manpower costing requirements. Plans, organizes, and conducts evaluative analysis of program=. and conducts special studies on such data elements as
medical workload, unit costs, manpow er utilization and othermanagement indicators associated with the delivery otheakh care.

Krowlegde , Skills, and Abilitias [KSAz ) j—

1. Knowledge ofapplicable clinic, Air Ferce and Depatment of Defense directives on the MEP RS and related olinic LK and ing of
the total clinic operation to include its organiz ation, stafing. and physical plant, as well as the workload and cost interrelationships ofthe work certers. For

The following Export window will be displayed. Select “Microsoft Mail (MAPI)” from the Destination drop-
down list. Click <OK>.

N

Format; L
= _DK k
I.-’-'-.u:ru:ul:uat Farmat [FOF]

_ Cancel | '
Deztination; b

The following Send Mail window will be displayed. Type the email address or click the “address” box to
pull from the email address list. The “Message” box can be used to type instructions to the manager.
When finished click the “Send” box.

end

Send | Check Mames Addresz

([w!
2!

ubject: I

= @

eszage
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Chapter 4, Attachment 1

Job Analysis Promotion Plan Element Description

ELEMENT BUTTONS

DOE = Diversity of Experience
STD = Standard
OPT = Optional

Non-Career Program Elements

OPT9 — JOB RELATED SKILLS (SKL3) - This Job Analysis Promotion Plan element allows you to check for
specific job related or technical skills stored in an employee's Resumix skills table and to assign points if the
employee has any ONE of the skills listed on that line. Because this option gives points for only the highest value,
which an employee can meet, it has the effect of "grouping" candidates like a PLF. (See Optional Element #7 and
#8 for alternative ways to assign points.) The skills list of values will initially be empty. To add skills to this list of
values simply double-click the desired skill in the RESUMIX Knowledge Base window. You will then see the skill
in the list of values.

VET — VETERANS PREFERENCE (VET) - This element provides the capability to apply veteran’s preference for
competitive examining (including DEU and outside-the-register certificates) and noncompetitive certificates
(including VRA and excepted services).

INTERNAL — INTERNAL RANKING AND RATING - This Job Analysis Promotion Plan element allows you to
assign levels/points when an employee has worked in a job that has been skills coded with the codes you specify.

Career Program Elements

DOEI — MULTI-COMMAND (MCMD) - This Job Analysis Promotion Plan element counts the number of different
major commands in which the employee has worked and assigns points for the number found. (CAREER
PROGRAM ONLY)

DOE2 - MULTI-LEVEL (MLVL) - This Job Analysis Promotion Plan element allows you to assign points for work
at Headquarters, Major Command, or Base level. (CAREER PROGRAM ONLY)

DOE3 — MULTI-OCCUPATIONAL SERIES (MOCC) - This Job Analysis Promotion Plan element allows you to
assign points based on how many different occupational series in which an employee has worked. (CAREER
PROGRAM ONLY)

DOE4 — MULTI-OCCUPATIONAL SERIES (OCC2) - This Job Analysis Promotion Plan element allows you to
assign points based on how many different groupings of occupational series in which an employee has worked. The
user decides how to group the occupational series. (CAREER PROGRAM ONLY)

DOES5 - MULTI-SKILLS (MSKL) -This Job Analysis Promotion Plan element allows you to assign points when an
employee has worked in a job that has been skills coded with the codes you specify. (CAREER PROGRAM ONLY)

DOEG6 — MULTI-ORGANIZATIONAL FUNCTION (MORG) - This Job Analysis Promotion Plan element counts
the number of different organization structure codes in which an employee has worked and assigns points for the
number found. (CAREER PROGRAM ONLY)

DOE7 — SUPERVISORY/MANAGERIAL (SUPV) - This Job Analysis Promotion Plan element allows you to
assign points for supervisory and managerial experience. (CAREER PROGRAM ONLY)
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STD1 — PROFESSIONAL MILITARY EDUCATION (PME) - This Job Analysis Promotion Plan element allows
you to assign points for PME completed by an employee. (CAREER PROGRAM ONLY)

STD2 — PROFESSIONAL CIVILIAN EDUCATION (PCE) - This Job Analysis Promotion Plan element allows you
to assign points for PCE completed by an employee. (CAREER PROGRAM ONLY)

STD3 - FORMAL EDUCATION (EDUC) - This Job Analysis Promotion Plan element allows you to assign points
for the highest educational level achieved by the employee (CAREER PROGRAM ONLY)

STD4 — ACADEMIC MAJOR (ACAD) - This Job Analysis Promotion Plan element allows you to assign points for
having a degree in a specific field of study. (CAREER PROGRAM ONLY)

STD5 — ANNUAL RATING (RATG) - This Job Analysis Promotion Plan element allows you to assign points
based on the employee's annual rating for the last 3 years. The formula is fixed, but you can adjust the standard 30
point maximum value up or down. (CAREER PROGRAM ONLY)

OPT1 — GOVERNMENT TRAINING (TRNG) - This Job Analysis Promotion Plan element allows you to assign
points for government sponsored training not covered in PME and PCE. Typically, this would be training related to
the career field. (CAREER PROGRAM ONLY)

OPT2 — OVERSEAS EXPERIENCE (OSEA) - This Job Analysis Promotion Plan element allows you to assign
points for overseas experience. If you wish, you can give more points for overseas experience in a certain major
command; and lesser points for any other overseas experience by using the "not in" comparator and listing those
command codes for which you gave greater points. (CAREER PROGRAM ONLY)

OPT3 — PROFESSIONAL/ACQUISITION CERTIFICATIONS (CERT) - This Job Analysis Promotion Plan
element allows you to assign points for work related certifications. (CAREER PROGRAM ONLY)

OPT4 — AWARDS (AWDS) - This Job Analysis Promotion Plan element allows you to assign varying point values
for award codes stored in an employee's record. (CAREER PROGRAM ONLY)

OPTS5 — MULTI-LOCATIONS (MLOC) - This Job Analysis Promotion Plan element allows you to approximate a
check for mobility. You must check and understand location codes stored in registrant records.

OPT6 — JOINT COMMAND EXPEIRENCE (JNT) - This Job Analysis Promotion Plan element allows you to give
points for having worked in a joint services command. (CAREER PROGRAM ONLY)

OPT7 —JOB RELATED SKILLS (SKL1) - This Job Analysis Promotion Plan element allows you to check for
specific job related or technical skills stored in an employee's Resumix skills table and to assign points for each skill
found. (See Optional Element #8 and #9 for alternative ways to assign points.) The skills list of values will initially
be empty. To add skills to this list of values simply double-click the desired skill in the RESUMIX Knowledge Base
window. You will then see the skill in the list of values. (CAREER PROGRAM ONLY)

OPTS8 —JOB RELATED SKILLS (SKL2) - This Job Analysis Promotion Plan element allows you to check for
specific job related or technical skills stored in an employee's Resumix skills table and to assign points if the
employee has any ONE of the skills listed on that line. (See Optional Element #7 and #8 for alternative ways to
assign points.) The skills list of values will initially be empty. To add skills to this list of values simply double-click
the desired skill in the RESUMIX Knowledge Base window. You will then see the skill in the list of values.
(CAREER PROGRAM ONLY)

OPT9 —JOB RELATED SKILLS (SKL3) - This Job Analysis Promotion Plan element allows you to check for
specific job related or technical skills stored in an employee's Resumix skills table and to assign points if the
employee has any ONE of the skills listed on that line. Because this option gives points for only the highest value,
which an employee can meet, it has the effect of "grouping" candidates like a PLF. (See Optional Element #7 and
#8 for alternative ways to assign points.) The skills list of values will initially be empty. To add skills to this list of
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values simply double-click the desired skill in the RESUMIX Knowledge Base window. You will then see the skill
in the list of values.

OPT10 — BEHAVIORIAL INVENTORY (BI) - This Job Analysis Promotion Plan element allows you to use a BI
score as part of the Job Analysis Promotion Plan. You have only two choices to make. Identify which BI scoring to
use from the drop down; and enter the maximum point value. All scores have been processed using a maximum
point value of 100 and will be proportionally adjusted up or down to fit the maximum value you select. (CAREER
PROGRAM ONLY)

OPT11 - INTERVIEW OR MANAGEMENT ASSESSMENT (INTV) - This Job Analysis Promotion Plan element
allows you to use an Interview score as part of the Job Analysis Promotion Plan. You have only two choices to
make. Identify which Interview Score to use from the drop down; and enter the maximum point value. All scores

have been processed using a maximum point value of 100 and will be proportionally adjusted up or down to fit the
maximum value you select. (CAREER PROGRAM ONLY)

OPT12 — TECHNICAL ASSESSMENT (TA) - This Job Analysis Promotion Plan element allows you to use a TA
score as part of the Job Analysis Promotion Plan. To include a TA in a Job Analysis Promotion Plan, check this
element to be used and enter a maximum value. These are the only entries to be made here. When a vacancy is
being filled, it will be necessary to identify the type of TA which applies and the "weight" values for the TA
elements applicable to the vacancy. This is done by entering the TA ID ("C" for contracting, "M" for
manufacturing, etc.) and the weights for the six (6) supervisory/managerial elements in Resumix Requisition custom
field "TA TYPE/SUPV"; and by entering the weights for the TA technical elements in Resumix Requisition custom
field "TA TECHNICAL WEIGHTS".(CAREER PROGRAM ONLY)

OPT13 — NON-FEDERAL EXPERIENCE (NFED) - This Job Analysis Promotion Plan element allows you to give
points for having non-Federal work experience. This can include military experience if you wish by including
experience type code "M" as well as "N". If the next element is not being used, it can be used to look for a second
kind of non-Federal work despite its element name. (CAREER PROGRAM ONLY)

OPT 14 — OTHER FEDERAL EXPERIENCE (FEDX) - This Job Analysis Promotion Plan element allows you to
give points for having other Federal work experience. This can be non-AF experience or non-DoD experience
depending on how you use agency codes in your conditional statements. If the previous element is not being used, it
can be used to look for a second kind of other Federal work despite its element name. (CAREER PROGRAM
ONLY)

OPT15 — PROMOTIONS (PROM) - This Job Analysis Promotion Plan element allows you to give points for an
employee's rate of promotion expressed as how many grade increases have occurred over a specific period of time
from today's date. (CAREER PROGRAM ONLY)

VET — VETERANS PREFERENCE (VET) - This element provides the capability to apply veteran’s preference for
competitive examining (including DEU and outside-the-register certificates) and noncompetitive certificates
(including VRA and excepted services).

INTERNAL — INTERNAL RANKING AND RATING - This Job Analysis Promotion Plan element allows you to
assign levels/points when an employee has worked in a job that has been skills coded with the codes you specify.

APPR - APPRAISAL ELEMENT - This Job Analysis Promotion Plan Template element allows you to use an
appraisal score as part of the scoring template. You have four choices to make. Identify which job family to use
from the drop down, enter the maximum point value, select the supervisory status, and select the number of years to
use for appraisal scores. All scores will be proportionately adjusted against an appraisal consisting of all nines and
scaled to fit the maximum value you select. If a supervisory status is not chosen, then it will default to a non-
supervisory status. If a number of years is not chosen, then only the most current appraisal scores will be used.
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Chapter 4, Attachment 2

Job Analysis Promotion Plan Template AND/OR Logic

Internal AND/OR Logic Options: The following options are appropriate for use when building an

Internal Job Analysis Promotion Plan Template.

ACQ 1102 Series Qualified
ACQ Contracting Off Qualified
ACQ Corp Qualified
Acquisition Career Level
Acquisition Position Career
Appointment Type
Assignment Command
Civilian Grade

DCPDS Education Level
Demo Broadband

Demo Pay Plan

Experience Total Months
Experience Type

GSA Geographic Location
Instructional Program
Occupational Certificate Date
Occupational Certificate Kind
Occupational Series
Organizational Function Code
PERM-PAS

Pay Plan

Pay Plan and Grade
Servicing Personnel Office ID
Skills Code Set

Steno

Supervisory Responsibility Level

Training Program
Typing Speed
Vacancy Effective Date
Work Schedule

External AND/OR Logic Options: The following options are appropriate for use when building

an External Job Analysis Promotion Plan Template.

Eligibility Status

High Grade Held
Resumix Education Level
Steno

Typing Speed

Veterans Preference
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