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Purpose
The purpose of this document is to provide a high-level reference guide for the NIH
community regarding Position Management Workflow. The reference guide will
provide:

o Flow charts that illustrate the workflow process,

a High level descriptions of the steps depicted in the flow charts, and

o A form used to assist with the Position Management Workflow Process and

specific instructions and scenarios for how to use it.

Approach

Initially, focus group sessions were held with the EHRP Team and representatives of the
NIH HR Community. From these sessions it was determined that the NIH should
centralize its Position Management Process and that a form be created to support
communication between different groups throughout the Position Management Process.

Subsequently, the EHRP Team determined that a Reference Guide would be beneficial to
those involved in the Position Management Process. This guide would provide a
Workflow Chart providing a visual picture of how the process will affect the different
groups as well as detailed descriptions of each step. We consulted sample Position
Management forms used for PeopleSoft Implementations from several sources. These
are as follows:

o USDA Combined Administrative Management System documentation

o The Defense Intelligence Agency HRMS Overview

o The Corporate Human Resource Information System HR User’s Manual and the

Position Management Procedures documented by CDC.

After reviewing the samples and balancing NIH’s needs we developed NIH’s Position
Management Requisition Form. The Reference Guide provides detailed descriptions of
each form and provides different scenarios for how the form should be used.

A draft of the EHRP Position Management Guide was reviewed for comments by key
members of the EHRP Change Management Team. A copy of the Guide was presented
to key members of the SPO on July 31, 2002. The EHRP Team made revisions to the
document, based on their comments, and provided copies of the revised document for
their review. Results are as follows:



ENTERPRISE

National Institutes of Health
EHRP Position Management Workflow Reference Guide

EHRP Position Management Workflow Reference Guide

Overview

One fundamental aspect of EHRP is that personnel data is managed by position rather
than by employee. In managing the system by Position, we attach data to the positions
and move employees in and out of them. We can use data specific to each position as the
basis for organizational planning, recruitment, and career planning. Therefore, duties,
responsibilities, and other factors are now determined by the position- not the incumbent.

EHRP Positions are not abolished; they can be inactivated when no longer needed and
re-activated if needed at a later date.

Refer to White Paper #1: Use of an Employee Based vs. Position Based System located
in the EHRP White Paper Section of the NBS Matters Website at:
http://nbs.nih.gov/ehrp/index.html#papers.

Roles and Responsibilities
Two groups at NIH will have roles in the creation of new Position Management Process:
e Human Resources Operations (HRO)
o HRO Role
e Human Resources and Payroll Services (HRPS)
0 HRPS Processing Group Role
0 HRPS Position Management Group (HRPS/PMG) Role

HRO Role

= Coordinating new hires or position changes for NIH employees,

= Determining if a vacant or inactive Position is available to support a new hire or
position change, (i.e. promotion, reassignment, transfer, change to lower grade),

= Determining if a new Job Code or Position needs to be created,

= Requesting new Job Code and/or Position from the HRPS/PMG,

= Requesting the activation or deactivation of current Job Code or Position from
HRPS/PMG, and

= Providing the HRPS Processing with the SF-52 and other required documents to
effect the requested action.

HRPS/PMG Role
= Maintaining data on Job Codes and Positions in the EHRP System:
¢ Creating new Job Codes and Positions in EHRP as requested by the HRO
or HRPS Processing Group
e Activating or inactivating Job Codes or Positions as requested by the
HRO or HRPS Processing Group
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e Maintaining copies of the EHRP Job/Position Request Forms (Appendix

D) submitted by the HRO or HRPS Processing. (1 year is recommended)

= Communicating changes or additions to Job Codes and Positions to the HRO or
HRPS Processing Group.

HRPS Processing Role
= Finalizing actions within EHRP for hires or position change requests as provided
by the HRO,
= Requesting the activation and/or de-activations of new Job Codes/Positions from
the HRPS/PMG when employees change positions, and
= Linking employee related information to new Job Codes/Positions in EHRP.

There are two Position Management Groups related scenarios that will be used to
illustrate the roles of the HRO, HRPS Processing Group and HRPS/PMG:
- When a new employee is hired.
- When an employee is having a position change (e.g., promotion,
reassignment).
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Position Management Process Flow for New Hires

Position Management Process Diagram: New Hire

r Human Resources Operations (HRO) ] Human Resources and Payroll Services (HRPS)
HRO Role [ HRPS Processing Role I HRPS/PMG Role
HRPS I
Processing
Start | works out I
No necessary
changes with
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’ - to SPO Complete?
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End
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g Codes and
HRPS/PMG communicates additions or changes to Job Codes/Positions to the HRO. Positions as
I requested by HRO.
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Process Steps-

Start

HRO evaluates. Is
Action Required by
HRPS/PMG?

The HRO Specialist determines if the hiring of a new employee requires that a new job
code or position be created, activated, modified or inactivated by the HRPS/PMG. If the
HRO Specialist determines that a job code or position needs to be created, activated,
inactivated or modified, action will be required of the HRPS/PMG.

The following variables will be used by the HRO Specialist to determine if a new job
code needs to be created, activated, inactivated or modified:

Field

Description

Occupational Series

Using an OPM Classification Handbook, the job duties, job series and descriptions are
reviewed to select the appropriate series for the job. Series defines the kind of work
that is covered and some of what is not covered. The HRO Specialist may also refer to
the OPM qualification standards, organizational charts, staffing lists, mission and
function statements, and technical letter containing internal guidelines for determining
the initial series.

FLSA Status

Determines whether employees, within a Job Code, are covered by the Fair Labor
Standards Act.

Official Position Title

OPM Classifications Standards dictate title. The HRO Specialist will assign an existing
standard title if possible. If a new title is needed, the HRO Specialist must, at a later
point in the process request that the new title be added to the standard title list before it
can be used.

Manager Level (Position
Indicator)

Determines level of responsibility for positions within the Job Code. (Leader,
Supervisor, Supervisor/Manager, Team Lead etc.)

Pay Plan

Determines appropriate Pay Plan that will be associated with the Job Code such as GS
or AD.

Special Pay Table

The Special Pay Table sets specific rules for governing Pay Plans. Examples of Special
Pay Tables are “0000” or “0029” (Clerical)

Pay Grade Determines the appropriate Grade within the Pay Plan for that Job Code. Examples
include: (01, 02, 03)
Pay Basis Determines the method for calculating the employee’s pay. Examples include: Bi-

Weekly, Weekly, Per Diem, Per Annum

Functional Class

Defines the function of Positions within a given Job Code. Examples include: Planning,
Production, Research, Test and Evaluation

Use Other for positions in the following pay plans:

AD, ED, El, ES, RS, EG and EE.

The HRO Specialist will determine if there are any available positions within an existing
job code for the appropriate Department ID (Admin Code).
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NIH has requested that 3 public queries be created by the PSC to facilitate Position
Management for NIH. They are as follows:

Job Code Requisition Query- The Job Code Requisition Query prompts the user for
pertinent information that help identify if a new job code will need to be created. See
Appendix (A) for a detailed description.

Get Last Job Code Defined- If it is determined that a job code needs to be created, the
HRPS/PMG will need to know what job code to give it in EHRP. This query
automatically provides that information. See Appendix (B) for a detailed description.

Position Number Requisition Query- The Position Requisition Query prompts the user
for pertinent information that help identify if a new position will need to be created. See
Appendix (C) for a detailed description.

HRO forwards NIH Position/Job Request Form to HRPS/PMG

If the HRO Specialist determines that a new job code or position should be created by the
HRPS/PMG, they must complete and forward the NIH EHRP Job/Position Request Form
to the HRPS/PMG. This form is enclosed as Appendix D. Instructions for how to use the
form are included in Appendix E.

HRPS/PMG adds,
modifies, activates
or inactivates Job
Codes and
Positions as
requested by HRO.

The HRPS/PMG will then be responsible for creating, activating, inactivating or
modifying job codes and positions within the EHRP. Refer to Position Management
Overview Sections in the EHRP HR Training Manual:

HRPS/PMG communicates additions or changes to Job Codes/Positions to the HRO.

- Once a job code or position number has been created or altered in any way by the
HRPS/PMG this information should be communicated back to the HRO by writing
the numbers on the EHRP Job Code/Position Number Request Form and returning a
copy to the HRO Specialist.
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- The HRPS/PMG will be responsible for maintaining copies of all of the EHRP
Job/Position Request forms. The EHRP team recommends keeping copies of the
request forms for 1 year.

HRO Reviewer
hires employee in
EHRP. Links them

to Job Code/
Position

If the HRO Specialist determines that an acceptable job code or position number
currently exists in EHRP or the HRO Specialist has received a new job code/position
number from the HRPS/PMG, they should hire the employee in EHRP.

HRO forwards Job
Code/Position
Number with SF52
to SPO

Once this has been completed, they should forward the hire and necessary personnel
paperwork (e.g. SF-52) to the HRPS Processing Group.

HRPS
Processing
reviews hire.
Complete?

The HRPS Processing Group reviews the hire request and necessary personnel paperwork
(e.g. SF-52) submitted by the HRO Specialist for completeness.

HRPS
Processing
works out
necessary
changes with
HRO

If it appears that the PAR is incomplete, they must make the necessary changes or contact
the HRO Specialist to work out any necessary changes.
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Final processing
in EHRP
completed.

End

Once the HRPS Processing Group determines that the PAR is complete, they should
commit the transaction to the EHRP Database.

10
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Position Management Process Flow for Position Changes
Position Management Process Diagram: Job/Position Change

| HRO Role [ HRPS Processing Role ] HRPS/PMG Role
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v
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No - .
modifies, activates or
| inactivates Job Codes/
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| then communicates the
HRO completes PAR changes.
and forwards EHRP Processing Is Action |
Is a new job code/ Job Code/Position Reviews Yes Required by \ _
position needed? Request Form, SF52 PAR HRPS/ N
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RPS Processing. i |

HRO Completes PAR and forwards documents to the
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Processing
Completes
Action via
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Process Steps-

Start

Is a new job code/
position needed?

The HRO Specialists must determine if a position change will require a new job code or
position. The following variables will be used by the HRO Specialist to determine if a
new job code/position needs to be created, activated, modified or inactivated:

The following variables will be used by the HRO Specialist to determine if a new job
code needs to be created, activated, modified or inactivated:

Field

Description

Occupational Series

Using an OPM Classification Handbook, the job duties, job series and descriptions are
reviewed to select the appropriate series for the job. Series defines the kind of work
that is covered and some of what is not covered. The HRO Specialist may also refer to
the OPM qualification standards, organizational charts, staffing lists, mission and
function statements, and technical letter containing internal guidelines for determining
the initial series.

FLSA Status

Determines whether employees, within a Job Code, are covered by the Fair Labor
Standards Act.

Official Position Title

OPM Classifications Standards dictate title. The HRO Specialist will assign an existing
standard title if possible. If a new title is needed, the HRO Specialist must, at a later
point in the process request that the new title be added to the standard title list before it
can be used.

Manager Level
(Position Indicator)

Determines level of responsibility for positions within the Job Code. (Leader,
Supervisor, Supervisor/Manager, Team Lead etc.)

Pay Plan

Determines appropriate Pay Plan that will be associated with the Job Code such as GS
or AD.

Special Pay Table

The Special Pay Table sets specific rules for governing Pay Plans. Examples of Special
Pay Tables are “0000” or “0029” (Clerical)

Pay Grade Determines the appropriate Grade within the Pay Plan for that Job Code. Examples
include: (01, 02, 03)
Pay Basis Determines the method for calculating the employee’s pay. Examples include: Bi-

Weekly, Weekly, Per Diem, Per Annum

Functional Class

Defines the function of Positions within a given Job Code. Examples include: Planning,
Production, Research, Test and Evaluation

Use Other for positions in the following pay plans:

AD, ED, El, ES, RS, EG and EE.

12




ENTERPRISE

National Institutes of Health
EHRP Position Management Workflow Reference Guide

The HRO Specialist will determine if there are any available positions within an existing
job code for the appropriate Department ID (Admin Code).

NIH has requested that 3 public queries be created by the PSC to facilitate this effort.
They are as follows:

Job Code Requisition Query- The job code Requisition Query prompts the user for
pertinent information that help identify if a new job code will need to be created. See
Appendix (A) for a detailed description.

Get Last Job Code Defined- If it is determined that a job code needs to be created, the
HRPS/PMG will need to know what job code to give it in EHRP. This query
automatically provides that information. See Appendix (B) for a detailed description.

Position Number Requisition Query- The Position Requisition Query prompts the user
for pertinent information that help identify if a new position will need to be created. See
Appendix (C) for a detailed description.

HRO Completes PAR and forwards documents to the HRPS Processing.

If the HRO Specialist determines that an acceptable job code/position already exists in
EHRP, they should complete the PAR and forward it, along with any other pertinent
paperwork, to the HRPS Processing Group.

HRO completes PAR
and forwards EHRP
Job Code/Position
Request Form, SF52
and other paperwork
to HRPS Processing.

If the HRO Specialist determines that a new job code/position number is needed, they
should complete the PAR and forward the EHRP Job Code/Position Request Form, SF52
and other paperwork to HRPS Processing Group. A copy of the EHRP Job
Code/Position Request Form is included as Appendix D. Instructions on how to use the
form are included as Appendix E.

13
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HRPS
Processing
Reviews

PAR.
omplete?

The HRPS Processing Group will review the PAR action and determine if it is correct
and complete. If it is not complete, they should return the PAR to the HRO Specialist.

Is Action
Required by
HRPS/
PMG?

If the PAR is complete, HRPS Processing Group must then verify if action will be
required (i.e. creating, activating, modifying or inactivated job code/position number) of
the HRPS/PMG.

HRPS/PMG Adds,
modifies, activates or
inactivates Job Codes/
Positions as requested
by HRPS Processing
then communicates the
changes.

Based on the HRPS Processing Group’s request, the HRPS/PMG will create, modify,
inactivate or reactivate job codes and position numbers within the EHRP System as
needed. Refer to Position Management Overview Section in the EHRP HR Training
Manual.

HRPS/PMG communicates additions or changes to Job
Codes/Positions to the HRPS Processing.

The HRPS/PMG will provide HRPS Processing Group with any changes or additions
they have made regarding job codes and position numbers. If a new job code has been
requested, they should write the numbers on the EHRP Job Code/Position Number
Request Form and return a copy to the HRPS Processing Group.

14
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The HRPS/PMG will be responsible for maintaining copies of all of the EHRP
Job/Position Request forms. The EHRP team recommends keeping copies of the request
forms for 1 year.

HRPS
Processing
Completes
Action via

workflow.

End

Final processing is completed in EHRP.

An Information Session on Workflow and Maintenance of Position Management
Information in EHRP has been scheduled for August 26, 2002. These sessions are
intended to supplement the EHRP training that is currently being presented at NIH by the
DHHS Program Support Center (PSC).  The session on Workflow is intended for both
HR and administrative/management staff who will use the new system. The session on
Maintenance of Position Management Information is primarily intended for the HR
community, administrative and management staff has been invited to attend as well.
Information on these sessions is also being distributed to the Intramural and Extramural
Administrative Officers groups.

Appendix A- Job Code Requisition Query

15
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The NIH EHRP Team requested that a Job Code Requisition Query be created by the
PSC and made public within EHRP prior to deployment. The following are instruction
for how to run query similar to the one that will be built by the PSC:

o Log to PeopleSoft

o Navigate as follows- Home—PeopleTools—Query Manager—Use-Query Manger

SR
Maiat)
Horme = PeopleTools = Query Manager * Use = Query Manager

Query Manager

Find an Existing Query

Search For: [NIH_JOB| & Name

" Description

Search i

Creale Mew Query

 Begins With
 Ends With
 Contains

e Enter the full name or partial name of the public query in the Search For field and

click Search.

e To start the query, select the appropriate query from the search results by clicking
Run as shown below. NIH_JOBCODE_QUERY?2 is the one used for this sample.

Search Results

MH JOBCODE GUERY

IH JOBCODE GUERYZ

First El 1-2 of 2 El Last
JOB CODE QUERY Public Delete Rename Run
JOB CODE QUERY Puhblic Delete Renarme Rund——

e The next panel allows the user to enter the variables that are used to determine if a
new Job Code is needed. If a match is not found, a new job code is needed.

16
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N
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| ol g mew ravortes Took beb || #mes - =+ - @[] | Qe (Favories @

| aress [€] LG T = Craee B ALt r=1E GryHlameUBL=HIH_)C8CCOE_GUERY = e
|unks @cuomaeris €] | ] wndows teds & windows
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y | Stetus | Grade | tiep | Mie Liswel| Py Beasis | FLSA Stat

1 GM  |OCCUP BFTYANDMLTH MANAGER [OR2240 (A (14 0 |2 PA £ oo nann

[z 3 SAFETY AND OCC HLTHEPECLET |ORDIZR (A |12 0 |8 [Pn E o0 nann

E] 68 SAFETY AND OCC HLTHSPECLET |OR13ST (A [0 |0 |8 PA E o0 nann

] 3 SAFETY AND OCCUP HEALTHMOR |OR3&13 (A |14 0 |R [Pn E o0 nann |
s 68 SAFETY AND OCCUPHLTHMGR  |FHBZ4T (A |18 |0 |2 PA E o0 nann

|8 3 SAFETY AND OCCUP HLTHMGR  |EHB3aD (A |18 |0 |2 [Pn E o0 nann

I 68 SAFETY AND OCCUPHLTHRPEC |FHTOZ0 (A |12 |0 |8 PA E o0 nann

] 3 SAFETY AND OCCUP HLTHRPEC  |ORO0128 (A |12 0 |8 [Pn E o0 nann

] 68 SAFETY AND OCCUPHLTHRPEC |OR3IAZT (A |12 |0 |8 PA E o0 nann

[1n 3 SAFETY OCC HEALTH MANAGER  |OR-4B4 A |14 |0 |2 [Pn E o0 nann

[11 68 SFTYAND OCCHLTHMAMAGER  |ORI4ED (A |14 |0 |8 PA E o0 nann

[12 3 SFTYAND OCCUPMLTHSPEC  |ORIIDR (A |13 0 |8 [Pn E o0 nann

[12 68 SAFETY TECHNICIAN oRI340 A (05 |0 |8 PA N o0 nann

[1% 3 SAFETY TECHNICIAN EHES3D A (7 |0 |® [Pn N o0 nann

[15 & El WEM BATADVHLTHECICOUN (000720 (A |0 (o |8 PD E o0 nann

(18 3 ENVIN PROTECTION SPECIALIET |ORIISZ (A [0a 0 |8 [Pn E o0 nann

[17 & 68 ENVIR PROTECTION SPEC oRMAY (A (12 |0 |8 PA E o0 nann

[12 3 ENVIRON PROTECTION EPEC EHES20 A |11 |0 |® [Pn E o0 nann

[1a & 68 ENVIRON PROTECTION SPEC EMTOOD (A (11 |0 |8 PA E o0 nann

{20 EF SPECIAL CONBLILTANT (RE) nooean (A (oo |0 | I E o0 nann

{21 GM  |CHAPLAIN DIRECTOR A EN E PA E o0 nann

[z 3 CHAPLAIN ccizes (A |12 |0 |B [Pn E o0 nann -
|8 pere || B tocalrane

Appendix B- Get Last Job Code Query:
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Assuming that NIH (or any of the Agencies) wants to use a sequential numbering scheme
for Job Codes, they will need to determine what the last job code number was that was
defined.

The NIH EHRP Team has requested that a public query be created by the PSC prior to
deployment will automatically retrieve the last Job Code number assigned. Remember
that it is impossible to add a Job Code if it already exists in EHRP, based on the
combination of SetlD and Job Code.

Below provides instruction for how to run a query similar to the one that will be built by
the PSC.
o Log to PeopleSoft
o Navigate as follows- Home—PeopleTools—Query Manager—Use-Query
Manger

RARE
kAR

@ Worklist  Help

Home = PeopleTools = Query Managet = Use = Query Manager I Wi dowy

Query Manager

Find an Existin&Query

Search For: |NIH_JOBCODE & Name & Bagins With
B € Description " Ends With
Search
" Both  Contains

Create Mew Query

e Enter the full name or partial name of the public query in the Search For field and
click Search. ||

18
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e To start the query, select the appropriate query from the search results by clicking

Run as shown below. NIH_JOBCODE_QUERY?2 is the one used for this sample.

a Query - Microsolt Internet Explorer

File Edt Wiew Favorites Tools  Help

J Bk v = - (@) fat | Eisearch [3]Favorites  (HHistory ‘ B & -

ddress I@ http: finbspenplesoft: 7001 fserviets/icientseretpeoplesoftai?omd=starti:

Search : Query List

‘&! Haome

Query Name: [NIH

1-20f2
< Query Name Description

—L_MiH GET LAST JOBCD DEFIMED Lastused JobCode for SetlD
2 MNIH GQUERY JOBCD TBC GETJOBCd - unigue criteria

Provide SetID (NIHO00) and Click “View Results” button to run the query. (This

allows any/all Agencies to use the same query, since each will have its own
unique SetID.)

[« » - 00Afue BaB-2
NIH_GET_|

SetiD: [MIHOO | Q)

View Resulls

@ Hame

S gign Out
T_JOBCD_DEFINED - Last used JobCode for SetlD

Choose a Different Guery

19
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In the example below, the Job Code returned from running the query has the

maximum value of any in the Fit/Gap database Job Code table, even though it is a
combination of letters and numbers.

|[+-2- QR daEBB-SC-E
NIH_GET_LAST_JOBCD_DEFINED - Last used JobCode for SetlD

SetiD: [MIHoD | &

Wigw Results |Chnnse a Different Query

Download results in: an Excel Spreadsheet (1 kb)

1-10f1
. S ™
1 RE4654 2001-01-01 SUPY MEDICAL OFFICER

20
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Appendix C- Position Requisition Query

The NIH EHRP Team has requested that the PSC provide a public query prior to
deployment that will assist NIH staff with determining if an appropriate Position is
available under a given Job Code number. The following are steps for determining if a
new position number is available or needs to be created:

e Determine which Job Code a position would be located under by using the Job Code
Requisition Query to locate an appropriate Job Code.

e Once an appropriate Job Code Number has been located

e Log to PeopleSoft

¢ Navigate as follows- Home—PeopleTools—Query Manager—Use-Query Manger and
follow the Job Code Requisition Query instructions included in this document. If an
appropriate Job Code is available, or if a new one has been requested by the
HRPS/PMG, it will be important to have it on hand when running the Position
Requisition Query.

e Use the Find an Existing Query within the Query Manager to locate the Position
Requisition Query.

e Enter the full name or partial name of the public query in the Search For field and
click Search. [ Search |

2 Worklisd

Query Manager

Find an Existing Query
Searchfor: 09 F & Mame = Degins Wih

e To start the query, select the appropriate query from the search results by clicking
Run as shown below. NIH POSITION QUERY is the one used for this sample.
Search Results

wigw ol First (] 7ot 7 [P Last
MIH POSITION QUERY POSITION QUERY Public Delete Rename Run

MIH PRMLISTS BY ROLE Public Delete Renarme Run
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e The next panel allows the user to enter the appropriate job code number.

NIH_POSITION_QUERY - POSITION QUERY =]

Joh Code: IDDDED1| Ql I
View Results | ‘

org
Joh Short Pay | Occ ' Myr |FLSA _ | Salary
Cude M Desc |DESCT(DeptiD| o | o s |[REGTEMD FllIIJPart Stat l?l'?l?: Title ("o

=

e All of the positions within that job code will display as shown in the sample below:

Sample Output:

B
B2 File Edit Wew Insert Format Tools Data Window Help —121 x|
DEHa SRy % 2@d[o- &= & 8l Ml E 2 rssmsser -ss-pzulEE=EHs %= @-2-A- 7
01 =] =| Headcount Status
A B c D E F G H | J K L bA M 0 |
Mar =
Job Payp | Dcc | Reg/ |Full/ |Leve |FLSA Headcount
1 _| Code | Position Descr tD | Plan |Series | Temp | Part | | Stat Title Status Status
2 EMEBR BD SCIENTIF COUNSELD El [ R P EMEBR BD SCIENTIF COUNSELOR B 'Epa
g 00002257 |MEMBR BD SCIEWTIF COUNSELD El 0: R P EMER BD SCIENTIF COUNSELOR B Fille
L] 00002375 |MEMBR BD SCIEWTIF COUNSELD El 0: R P EMER BD SCIENTIF COUNSELOR B Fi
] EMEBR BD SCIENTIF COUNSELD El 0: R P EMER BD SCIENTIF COUNSELOR B Fillz:
B 00015245 |MEMBR BD SCIEWTIF COUNSELD El 0: R P EMER BD SCIENTIF COUNSELOR B Fillz:
7 000801 | 00018605 [MEMBR BD SCIENTIF COUNSELOD El 0: R EMEBR BD SCIENTIF COLINSELOR B Fille:
]
EN
| 10|
11
| 12|
| 13
| 14
| 15 |
| 16 |
|17 |
|18 |
BEN
| 20|
21|
| 22 |
| 23 |
| 24|
| 25 |
| 26 |
| 27 |
| 28 |
| 29 |
30 |
| 31 |
32 |
33 |
34 |
35 |
36 |
| 37 |
| 36 |
| 39|
| 40|
1
4[4 [» vl quERY /
Ready
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Appendix D- NIH EHRP Job Code/Position Request Form

PLEASE DOWNLOAD THIS FORM FROM THE EHRP WEBSITE:
http://ehr.od.nih.gov/ehrp/JobCodePositionNumberRegForm.doc
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Appendix E- How to complete the NIH EHRP Job Code/Position Requisition Form

The Job Code/Position Requisition Form is to be used by NIH as a tool for requesting and
communicating changes to Job Codes and Positions Numbers in EHRP between the group who
performs the role of creating Job Codes and Positions (HRPS/Position Management Group) and
the groups who request that new Job Codes and Positions be created. (HRPS/Processing and
HRO). The form has been broken up into 4 sections.

Section I- Request Section
The box to the left in Section I, as shown below, allows the Requestor to enter a description of the
their request, their name and a phone number where they can be reached in the box on the left.

Section I: Request Section (To be completed by the HRO)
Reguest Descrption Beason:

T
L

Eeguerinr:
Phone Munber:

The box to the right, in Section I as shown below, allows the requestor to indicate the type of
action that they are requesting the HRPS Position Management Group to perform.

O Creake New Job Code andfor Posiiion
O Actirate Job Code and/or Position

[ Ina thraie Joh Code andior Pozifion
O Meodif- Joh Code andior Position

Section 11- Job Code Information

The purpose of the Job Code Information Section, as shown below, is to indicate the appropriate
information needed to create a new Job Code or modify an existing Job Code. When requesting a
new Job Code, each element of this section of the form should be completed by the HRO. The
combination of all of the items in this section should make a Job Code unique. A public query
will be available to the HRO that will assist them with determining if a new Job Code will need to
be created. When requesting a modification to an existing Job Code, the HRO should only enter
the items that will need to be changed.

Section II: Joh Code Information- (Tb be aonpleted by the HRO)

Field Mame within FHREP | Information Provided |
Job Code FHamber
Oeoupational Series [4-dizat code)
Cffici1al Posttion Title Descrpton
Managzer Level [(Suparvisory Level)
Pay Basis
FLEA Status
Funetional Class
FPayPlan
Special PayTahls
Salary Grade
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Section I11- Position Information

The purpose of the Position Information section, as shown below, is to indicate the appropriate
information needed for the HRPS/PMG to create a new position or to indicate the fields that need
to be changed to modify and existing Position. Each element of this section of the form should be
completed by the HRO to indicate significant elements of the new position. A public query will
be available to the HRO that will assist them with determining if a new position will need to be
created, if an old position will need to be activated, or if a current position will need to be
inactivated. If a position needs to be modified the HRO should enter only the information that
will need to be changed.

Section II1: Posibon Infbrmation- (7o be completed by the HRO)
| Field Mame within EHEP Information Poovided
Posthion Huamber
Feports To (EMPL ITh of Cfficial Supernsor)
Title
Orzanmization Fostion T#le Code
Deparbnerd (A dwun Code)
Standard Worl Period
Compensation Frequency
Tob Sensitivity Code
Location Coda
Position Location
FegularTamporay
FulliP art-Tire
ERegular Sluft
Tmon Cade
Bargaining Unit

Section IV- New Job Code and Position Numbers

The following section will be completed by the HRPS/PMG once a new Job Code or Position has
been created, activated, inactivated or modified. The HRPS/PMG should use the information
provided by the HRO in Section | and Section Il of the form, for reference purposes, to make
necessary additions and/or changes. The HRPS/PMG should then include the numbers of the Job
Code or Position that has been created, activated, inactivated or modified and sign their name as
shown below.

Section IV: Jobh Code and Position Fhmberz- (To be conpletad by the HRFES PAG)
Field Mame within EHRP Mumbe riCommenis

Job Code Humber 000l Added new Job Code.

Postion Mumber 00001201 Added rew Postiion Mumber.
HEPSPMG Authorization Sigratuare: Jane Doe

Scenarios for Using the EHRP Position Management Request Form:
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Creation of a New Job Code or Position

If a new Job Code needs to be created, it is likely that a new Position will also need to be created.
In this event, the Requestor should complete the both the Section I, 11 and 111 and send the form
along with the SF-52 and any other pertinent HR documentation to the HRPS/PMG. The
HRPS/PMG should return the form with a signature and new Job Code and Position Numbers:

Section I: Bequest Section- (To be completed by HECO)
Requert Descrption Reason:

E Creaie New Job Code andor Position
O Acirate Job Code andfor Position

O Inaciraie Joh Code and'or Pozition
O Modify Job Code and/oxr Position

Heed new Job Code Position.

Requesior: John Doe
Plone Mumber: 301-451-0055

Section IT: Job Code Information- (To be aompleted By the HREQ)

Field Mane within EHREF Infbmiation Provided

Joh Code Hurber
Oecupational Series (4-dizit code) 0413
Cifficial Postion Title Descrption ADVISORY COMMITTEE MEMBER
Manager Level (Supervisory Level) Oiher
Pay Basis Bi-wealdy
FLEA Status Exempt
Funectional Class Teaching Training
PayFlan G5
Special Pay T able 00
Salary Grade 01
Section ITT: Position Inhrmation- (7o be completed By the FRC)
Field Name within EHRP Information Provided
Postion Number
Feports To (EMPL ID of Official Superasor] | Research Medical Officer
Tile ADVISORY COMMITTEE MEMBER
Cirzanization Posttion Title Code
Dieparbment [Adrun Code) HNT4
Standard Werk Perdod 4000
Compensation Frequency Daily
Job Sensitivity Code Critiral Sensitive
Location Code 240130031
Postion Location Field
FegulariT emporary Repular
Full/FPart-Tire Full
Regular Sluft Not Applicahle
Tnion Code o3
Bargaiming nit BEER
Section IV: Job Code and Position Mumbexz- (To be conpleted by the FRFSS FMG)
Field MName within EHREP Numibe r/Comments
Job Code Murmber 00c=0l Added new Jobh Code.
Posttion Humber 00001201 Added new Position Mumber.
HREPS/FPMG Louthorization Signature: Jane Doe
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Activating or Inactivating Job Codes and or Positions

If a Job Code or Position Number needs to be activated or inactivated, the HRO specialist should
check the appropriate box in Section | of the form and complete Section Il or |11 as appropriate.
See the examples below:

Activating a Position:

Sectl?m I: Bequest Section- (To be completed By HREQ)

Request Description! Raasrn: O Creake New Job Code andfor Position
Activate Position 00001204, ] Actirate Job Code and’or Position

Requesior: John Doe [ Inar tiraie Joh Code andior Position

Phone Mumber: _301-451-0055 O Modify Job Code andior Position

r Section IT: Job Code Information- (T2 & amnpleted by the HRQ)
Field Name within FHRP Infrmation Poovided
Job Code Hhamber
Oemupational Series (4-dimt code)
Official Posthion Tile Descrption
Manager Level (Supermsory Level)
Pay Basis
FLEA Status
Funetional Class
FayPlan
Special PayTable
Salary Grade

Section IT: Position Indbamation- (To be completed by the HRO
Field Mame within EHREP Information Provided
Postion Humber onon1z01

Feponts To (EMPL ID of Official Supervisor)
Tile

Drzamzation Postion Title Code

Departmert [Admin Cods)

Standard Woek Period

Compensation Frequanoy

Job Sensitivity Code

Location Code

Postion Location

Regular T emporary

Fall/Part-Tirve

Femlar Shift

Trmion Code

Barganung Unt

chon IV: Joh Co sThon x=- (10 be completed By the HRFLS FIG]

Field Mame within EHRP | MNumihe r/'C omimemis

Job Code Fhamber
Postion Fhamber 0001201 Position activaied.
HEFSPMG Laghonzation Sisnature: Jane Doe
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Inactivating a Position:

Section I: Bequest Sectiom- (To be completed by HRO)
Request Dezeription/ Beason: O Creake New Job Code andior Position
Inactivate Position 00001201 O Actirate Jobh Code andior Position
I , "
Requesior: John Doe E Inac tkrate Joh Code andior Posifion
Phone Mumber: ___301-451-0055 O Modify Job Code andiox Position

Section IT: Joh Code Information- (1o be coonpleted by the HRO)
Field Name within EHRP | Infromation Poovided
Job Code Humber
Oecupatinnal Series (4-dizit oode)
Offical Postion Title Description
Manazer Level [(Supervisory Leveal]
Pay Basis
FLZA Status
Functiomal Class
PayPlan
Special PayTahls
Salary Grade

Section IT: Posibon Inbomation- (To be canpleted &y the AR
Field Name within EHREP Information Provided
Postion Harber O 1201

Eeponts To (EMPL ID of Official Supermsor]
Tile

Organization Postion Tile Code T
Dieparbment (Adnin Code) -
Handard Work Period

Compensation Frequency

Job Sensitivity Code

Locatiom Code

Posttion Locaton

EegulariTemporary

Full/Fart-Tire

Fegular Shoft

Tnion Code

EBargaimng Unit

Section IV: Job Code and Position Mumbexs- (To be completed by the HRPSSPMG)
Field Manwe within Mumber/C onments

Job Code Mhamber
Postion Humber Q001201 Positon mactivaied.
HEPSPLIG Authorzation Sigrature: Jane Doe
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Activating a Job Code-

Section I: Beguest Section- (To be completed by HRO)

Request Description/ Bearon: [ Create New Job Code and/or Position
w

Job Code 000801 should be activated. @ﬂﬂtﬂ.’ﬂe Joh Code and/or Pogition i

Requesior: John Doe [ Tnar torate Job Code andfor Poz ition

Phore Mhumber: _301-451-0055 O Modify Job Code andior Position

Section IT: Job Code Information- (To be aompleted By the HREQ)

Field MName within EHRP Infrmmation Provided
Job Code Hurber ooog01

Oecupational Series (4-dizit code)
Official Postion Title Description
Managzer Level (Superasony Lewvel)
Pay Basis

FLEA Status

Functiomal Class

PayFlan

Special Pay T able

Salary Grade

Section ITT: Position Indhomation- (To be comnpleted By the FRO)
Field Mame within EHRP Information Provided

Postion Nuomber

Fepoits To (EMPL ID of Official Superasor)

Tale

Orzgamzation Postion Tile Code

Diepartmert [Adrun Cade)

Standard Waoel Pericod

Compensation Frequency

Job Sensitivity Code

Location Code

Postion Location

FegulariT emporary

FullPart-Tuve

Fegnlar Sluft

TTmeon Code

Bargarung st

Section IV: Job Code and Position Mumberxs- (To be aompleted By the FRFSSFMG)

Field Namwe within EHREP MHumber/Commnents
Job Code Mumber 000201 Job Code has been activated.
Posthion Number

HEFSFMG fathorization Signature/Date: Jane Doe 731702
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Inactivating a Job Code:

Section I1 Request Section- (7o be completed by HREQ)

Request Dezcription Reason: O Creake New Job Code and/or Position
Job Code 000801 should be inactivated. [ Actirate Job Code andior Positon

Requesior: Jobn Doe Bl Inar tirate Job Code andior Pos ition

Phone Mhmber: __301-451-0055 O Modify Job Code andior Position

Section I1: Job Code Information- (1o be aompleted by the HRO)

Field Manwe within FHRP Infmation Povided
Jobh Code Humber 000R01

Oempational Serdes (4-digit code)
Official Posttion Title Description
Manager Level [ Supervsony Leval)
Pay Basis

FLEA Status

Functicmal Class

PayPlan

Special PayTabla

Salary Grade

Section I: Position Infhvomation- (To be completed By the RO
| Field Name within EHRP Information Provided
Postticm Humber
Eepoats To (EMPL ID of Official Supermsor]
Tile
Organization Position Tile Code
Diepartmernt [Admin Cade)
Standard Werk Penod
Compensation Frequency
Job Sensitivaty Code
Location Caode
Posttiom Location
EegulayTemporary
FullPart-Time
Fegnlar Shift
Tnion Code
Barganung Untt

Section IV: Job Code and Position Fmbexz- (To be conpleted by the HRPES PIG)
Field Mame within EHREP THumber/C omnwenis

Job Code Humnber 0O0R0L  oh Code Inactivated.
Posttion Number
HEFSPIG Suthonzation Signature/Date: Jane Doe
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Modifying a Job Code or Position

If a Job Code or Position Number needs to be activated or inactivated the HRO specialist should
check the appropriate box in Section 111 (Job Code Information) or IV (Position Information) that
apply. The HRPS/PMG should indicate the Job Code or Position that has been changed, sign
their name and forward a copy to the party who requested the change. An example of this is
shown below:

Modify a Job Code-

Section I: Beguest Section- (To be completed by HRO)

Request Description/ Reason: [ Creaie New Joh Code andior Position
Change Pay Plan for Job Code 000801 from G5 to AD.| [ Actirate Joh Code andior Position
—— John Doe [ Inac trraie Job Code andfor Pos ition
FPhone Number: 301-451-0055% E Modify Job Code and/or Position

Section II: Job Code Information- (1> be amnpleted by the HRO)

Field Mame within EHRP Infrmaton Provided
Job Code Humber D00ED

Oempational Series (4-dizit code)
Official Posttion Tle Description
Manager Level[Supervisony Level)
Pay Basis

FLIA Stats

Fanctional Class

PayPlan AD
Special PayTable
Salary Grade

Section ITT: Positon Infvrmation- (To be completed by the FRC)
Field Mame within EHRP Infornation Provided

Posttion Mumber

Fepoits To (EMPL ID of Official Superasor)

Tile

Orgamization Postion Tile Code

Deparbmert [Admmn Code]

Standard Werl: Perind

Compensation Frequency

Job Sensitivity Code

Location Code

Postticn Location

Fegular/Temporary

Full/Part-Time

Fegular Sluft

Tmon Coda

Bargaining Unit

Section IV: New Job Code and Position Mumbers- (To be congleted by the HRPES FIG)
Field Mame within EHRP Mamibe riC ommmnenis

Job Code Hamber 000201 Changed 000E0] Pay Plan G5 i Pay Plan AD
Postticn Humber
HEPS/[PIG Avthorization Signatare: Jane Doe

Modify a Position-
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Section I: Bequest Section- (T be completed by HRQ)

Eequest Description Beason: [ Creaie New Joh Code andior Position
Pogition 000001201 ghould be changed from [ Actirate Joh Code and'or Position
Reqular to Temporary. . o
Requesior: John Doe [ Inax thrate Job Code andfor Pos o n
Phone MNumber: _ 301-451-0055 Ed Modify Job Code and/or Position

Section II: Joh Code Information- (T be aompleted by the HRQ)

Field Manwe within EHRP Infrmation Provided
Job Code Mumber

Olecupatonal Seres [4-digt code)
Official Postion Tile Description
Manager Level (Supervisory Level)
Pay Basis

FLEA Statas

Functional Class

PayFPlan

Special Pay Table

Salary Grade

Section III: Posion Indbrmation- (7o be completed By the HRO)

| Field MName within EHRP Information Provided
Postion Humber o0ono101
Feports To (EMPLID of COfficial Supervisor)
Tile
Orzgarmzation Postion Tile Code
Diepartmert [Adnin Code)
Standard Woark Period
Compensation Frequency
Job Sensitivity Code
Location Code
Posttion Location
FegulariTemporary Temporary
FullPart-Tive
Fegnlar Shaft
Tmeon Code
Barganung Untt

Section IV: Joh Code and Position Mumbers- (To be completed by the FIRFES PIG)

Field Mane within EHRP THumibe r/'C omnmenis

Job Code Hurmber

Posttion Mumber 00000101 Changed from Bepularin Temporary
HEFSFWG Luthorzation Sighature/Date:Jane Doe 073102
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