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FOREWORD

The model crediting plans contained in this pamphlet were developed for the Depart-

ment of the Army by various major Commands using the candidate evaluation method-

ology described in DA Pamphlet 690-10. They have been approved for use by all

Department of the Army Civilian Personnel Offices to serve as examples of fully

documented, adequate crediting plans. These models may be used for evaluating candi-

dates only in accordance with instructions and restrictions contained herein.
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H i s t o r y .  T h i s  p u b l i c a t i o n  h a s  b e e n
reorganized to make it compatible with the
A r m y  e l e c t r o n i c  p u b l i s h i n g  d a t a b a s e .  N o
content has been changed.

S u m m a r y .  T h i s  p a m p h l e t  s u p p l e m e n t s
the guidance contained in DA Pamphlet
690-10, A Candidate Evaluation System.
It contains model crediting plans for a
number of positions in selected series and
grades which are prevalent throughout the
Army. The crediting plans may be used in
evaluating candidates only if appropriate
recertification is accomplished in accord-
ance with paragraph 1-2 below.
Applicability. This pamphlet applies to
all personnel responsible for the examina-
tion/evaluation of candidates for civilian
positions throughout the Army.
Proponent and exception authority.
The proponent agency of this regulation is
Office of the Deputy Chief of Staff for
Personnel.
I n t e r i m  c h a n g e s .  I n t e r i m  c h a n g e s  t o
this pamphlet are not official unless they

are authenticated by The Adjutant Gener-
al. Users will destroy interim changes on
their expiration dates unless sooner super-
seded or rescinded.

Suggested Improvements. Users are
invited to send comments and suggested
improvements on DA Form 2028 (Recom-
m e n d e d  C h a n g e s  t o  P u b l i c a t i o n s  a n d
Blank Forms) direct to HQDA (DAPE-
CPR), WASH DC 20310.

D i s t r i b u t i o n .  T o  b e  d i s t r i b u t e d  i n  a c -
cordance with Special List.
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Chapter 1
GENERAL PROVISIONS

1–1. Purpose.
This pamphlet supplements the guidance contained in DA Pamphlet 690-10, A Candidate Evaluation System. It
contains model crediting plans for a number of positions in selected series and grades which are prevalent throughout
the Army. The crediting plans may be used in evaluating candidates only if appropriate recertification is accomplished
in accordance with paragraph 1-2 below.

1–2. Applicability.
This pamphlet applies to all personnel responsible for the examination/evaluation of candidates for civilian positions
throughout the Army.

1–3. Validation.
The crediting plans contained herein are considered to have been validated by a content validity strategy. Before each
plan may be used, the Civilian Personnel Office must confirm that the decisions made in its development are relevant
to the specific job for which it is to be used. To retain the validity of the plan, the certification statement at Figure 1-1
and the review described therein must be completed.

1–4. Variations.
If variations are made in the plan, they must be fully documented so that they may be adequately explained to
reviewers. When changes are made, responsibility for content validity of the revised plan rests with the office which
made the changes, not with the office which originally developed the plan nor with HQDA.

1–5. Format.
The contents of the plans are presented in the order in which their various components were developed and/or used.
Each plan consists of the following documentation:

Section I—General Information
Section II—KSAO Determination (Job Analysis)
Section III—KSAO Weights (Optional)
Section IV—Rating Guide
Section V—Rating Forms. These rating forms are considered to be suggested formats only and should be modified

for local use.
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Figure 1–1. Certification of Job Relatedness and Applicability.

Chapter 2
MODEL CREDITING PLAN—Military Personnel Clerk (Typing), GS-204-4

Section I
GENERAL INFORMATION

2–1. MEASUREMENT TOOLS.
a. Training and Experience (TRAEX) Ratings
b. Supervisory Ratings

2–2. RATING FORMS.
The following forms are to be obtained or generated on each candidate and used in the rating process:

Personnel Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 2-12)
Supplemental Questionnaire for Supervisors. (Fig 2-13)
Supervisory Rating. (Fig 2-14)
Individual SME Panel Rating Form. (Fig 2-15)
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Final Rating Form. (Fig 2-16)

2–3. CANDIDATE EVALUATION.
a. STEP 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialists will review the

Official Personnel Folders (OPF) or Personal Qualifications Statements (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated December 1967 for Military Personnel Clerk, GS-204-4,
in OPM Handbook X-118. Applicants must be proficient in the skill of typing. All applicants found to be eligible for
consideration and having minimum qualifications by this step will be considered in steps 2 and 3 below.

b. STEP 2—Rating Procedure for Highly Qualified: The following KSAO are the “highly qualifying criteria” which
were developed through a job analysis involving four subject matter experts (SME) in the military personnel field and
will be used to evaluate candidates:

1. ABILITY TO UNDERSTAND AND APPLY WRITTEN GUIDANCE—This element includes researching,
interpreting, and applying military personnel regulations, SOP, command directives, etc, to individual cases to deter-
mine various procedural elements or to provide guidance to individuals.

2. ABILITY TO DEAL AND WORK WITH OTHERS—This element includes the ability to communicate,
persuade others and coordinate on various military personnel matters with military and civilians at various ranks and
levels.

3. ABILITY TO PLAN AND ORGANIZE—This element includes the ability to arrange priorities consistent with
recurring reports, suspenses, personnel action requests and/or special projects.

4. ABILITY TO COMMUNICATE IN WRITING—This element includes the ability to compose routine corre-
spondence that can be answered directly from reference material such as regulations, related correspondence, etc.

The Rating Guide developed with the technical assistance of the above mentioned SME will be used to evaluate the
degree to which applicants possess the required skills, knowledges, abilities and other characteristics (KSAO). A panel
of subject matter experts, chaired by a personnel staffing specialist, will be convened to rate all eligible and qualified
applicants determined in step 1 above.

(1) The appropriate points for Training and Experience (TRAEX) will be credited to each candidate (on the
Individual SME Panel Rating Form) as indicated in the Rating Guide by considering all information provided on the
SF 171, Supplemental Questionnaire for Supervisors, and the Supplemental Applicant Questionnaire. Awards and other
recognition will be considered at this time in the rating process if they appear to provide some evidence of possession
of a higher level of one or more of the KSAO. If awards are considered as such, the award must be identified on the
rating form. Awards cannot be used to increase the level of the KSAO beyond four points. For each KSAO, the subject
matter expert is required to record the basis for crediting points on the rating form. The following point values will be
placed in the TRAEX column of the Individual SME Panel Rating Form 4—Superior; 3—Highly Acceptable; 2—
Acceptable; 1—Barely Acceptable.

(2) The applicant’s supervisor will complete and return the Supervisory Rating Form. The point values used are
identical to those in (1) above.

(3) When there is a difference among/between raters of 2 or more points on a KSAO, the staffing specialist will
discuss the basis for the ratings with the raters. The intent of this discussion is to insure that all SME noted the same
facts and interpreted the Rating Guide in the same manner. SME will not be required to reach a consensus if they
maintain their decisions after checking the facts and discussing the level definitions in the Rating Guide. Notes will be
made of the discussion and its outcome. The personnel staffing specialist should also review supervisory ratings for
KSAO elements that might not be a part of the applicant’s current position. If the KSAO is obviously not an element
of the applicant’s current position, an “X” rating should be considered.

(4) Scoring Procedure:
(a) The Staffing Specialist will complete the Final Rating Form for each candidate by using the formula specified

below.
(b) The following weights were derived using the Metric Matrix Hierarchical analysis in accordance with DA

Pamphlet 690-10, Appendix D:
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Figure 2A. Weights derived using the Metric Matrix Hierarchical analysis

(c) TRAEX Rating. The ratings awarded by SME will be summed for each KSAO, resulting in the “Rater Sum”.
The “Weighted Average TRAEX” rating for each KSAO can be found by using the following formula:

Figure 2B. “Weighted Average TRAEX” formula

(d) Supervisory Rating. The “Weighted Supervisory Rating” points for each KSAO can be found by using the
following formula:

Figure 2C. “Weighted Supervisory Rating” points formula

(e) Final Score.
1. The Weighted Supervisory Rating Points for each KSAO are added to the Weighted Average TRAEX for the

same KSAO to derive the KSAO Score. Where the Supervisory Rating column contains an “X”, the Weighted Average
TRAEX points for that KSAO will be doubled to derive the KSAO score.

2. The KSAO scores are then added to derive the Final Score.
(5) Rating to Determine Highly Qualified:
(a) When the weights identified above are used, the cutoff score for a Highly Qualified rating is 5.9994.
(b) If an unweighted system is used, the user should refer to Chapter 3 for an example of an unweighted scoring

procedure. Generally, under this procedure, the cutoff score for a Highly Qualified Rating is 3.
c. STEP 3—Ranking to Determine Best Qualified: The candidates with the highest scores will be referred to the

selecting official. The number of candidates to be referred and tie-breaking factors used, if any, will be governed by
applicable regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

2–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 2-1)
b. SME Participating in KSAO determination. (Fig 2-2)
c. Statement of Duties-Military Personnel Clerk (Typing), GS-204-4. (Fig 2-3)
d. Job Analysis interview. (Fig 2-4)
e. KSAO consolidation. (Fig 2-5)
f. Final KSAO. (Fig 2-6)
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Figure 2–1. Memorandum for record
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Figure 2–2. Subject Matter Experts Participating in KSAO Determination
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Figure 2–3. Job Description
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Figure 2–3. Job Description—Continued
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Figure 2–4. Job Analysis Interview
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Figure 2–4. Job Analysis Interview—Continued
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Figure 2–5. KSAO Determination Sheet
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Figure 2–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
KSAO WEIGHTS

2–5. KSAO Weights
This section contains the following documents:

a. SME participating in weighting process. (Fig 2-7)
b. KSAO Importance Questionnaires. (Fig 2-8)
c. KSAO Matrix. (Fig 2-9)
d. Determination of Highly Qualified cutoff score. (Fig 2-10)

Figure 2–7. SME Participating in the Weighting Process

12 DA PAM 690–10–1 • 1 November 1983



Figure 2–8. KSAO Importance Questionnaire
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Figure 2–8. Abilities
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Figure 2–8. Abilities—Continued
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Figure 2–8. Abilities—Continued
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Figure 2–8. Abilities—Continued
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Figure 2–8. Abilities—Continued
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Figure 2–8. Abilities—Continued
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Figure 2–9. KSAO Importance Matrix
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Figure 2–9. KSAO Importance Matrix—Continued
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Figure 2–9. KSAO Importance Matrix—Continued
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Figure 2–9. KSAO Importance Matrix—Continued
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Figure 2–9. KSAO Importance Matrix—Continued
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Figure 2–9. KSAO Importance Matrix—Continued
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Figure 2–10. Determination of Highly Qualified Cutoff Score
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(Title and paragraph not used.) This paragraph contains no entries.

Section IV
RATING GUIDE

2–6. Rating Guide.
This section contains the rating guide.

Figure 2–11. Rating Guide
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Figure 2–11. Rating Guide—Continued
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Figure 2–11. Rating Guide—Continued
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Figure 2–11. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section V
RATING FORMS

2–7. Rating Forms.
This section contains the following documents.

a. Supplemental Applicant Questionnaire. (Fig 2-12)

b. Supplemental Questionnaire for Supervisors. (Fig 2-13)

c. Supervisory Rating. (Fig 2-14)

d. Individual SME Panel Rating Form. (Fig 2-15)

e. Final Rating Form. (Fig 2-16)
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Figure 2–12. Supplemental Applicant Questionnaire
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Figure 2–12. Supplemental Applicant Questionnaire—Continued
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Figure 2–12. Supplemental Applicant Questionnaire—Continued
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Figure 2–12. Supplemental Applicant Questionnaire—Continued
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Figure 2–12. Supplemental Applicant Questionnaire—Continued
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Figure 2–13. Supplemental Questionnaire for Supervisors
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Figure 2–13. Supplemental Questionnaire for Supervisors—Continued
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Figure 2–13. Supplemental Questionnaire for Supervisors—Continued
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Figure 2–13. Supplemental Questionnaire for Supervisors—Continued
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Figure 2–13. Supplemental Questionnaire for Supervisors—Continued

40 DA PAM 690–10–1 • 1 November 1983



Figure 2–14. Supervisory Rating
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Figure 2–14. Supervisory Rating—Continued
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Figure 2–15. Individual SME Panel Rating Form
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Figure 2–16. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 3
MODEL CREDITING PLAN—Mail and File Clerk, GS-305-4

Section I
GENERAL INFORMATION

3–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Ratings

3–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire (Fig 3-8)
Supplemental Questionnaire for Supervisors (Fig 3-9)
Supervisory Rating Form (Fig 3-10)
Individual SME Panel Rating Form (Fig 3-11)
Final Rating Form (Fig 3-12)

3–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete

a preliminary review of Official Personnel Folders and/or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated April 1980 for Clerk/Assistant, GS-300-4/6, in OPM
Handbook X-118. For the selective placement factor of “typing” the X-118 standard for the Clerk Typist Series, GS-
322 will be used to determine whether the applicants possess the required minimum degree of typing skill. Applicants
found to be eligible for consideration and having minimum qualifications by this step will be considered in steps 2 and
3 below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving one subject matter expert (SME) in administrative functions will be used to evaluate candidates:

a. Knowledge of mail procedures and regulations.
b. Knowledge of file procedures and regulations.
c. Ability to organize work.
d. Ability to communicate orally.
e. Ability to comprehend and interpret written material.
f. Ability to prepare reports.

A Rating Guide developed with the technical assistance of the above mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO).
Personnel Staffing Specialist(s)will rate all qualified candidates as determined in Step 1 above.

(1) TRAEX Rating. The appropriate points for training and experience (TRAEX) will be assigned as indicated in the
Rating Guide by considering all information provided on the SF 171, the Supplemental Questionnaire for Supervisors
and the Supplemental Applicant Questionnaire. Awards and other employee recognition(s) will be considered at this
time in the rating process if they appear to provide some evidence of possession of a higher level of one or more of the
KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award should be identified in
the comment section. Awards cannot be used to increase the level of a KSAO beyond four points. The following point
values will be placed in the Training/Experience column of the Individual SME Panel Rating form: 4—Superior; 3—
Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.

(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Scoring Procedure.
(a) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating
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Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” an “X” will be
placed in the “Supervisory Rating Points” column.

(b) “TRAEX Points” and “Supervisory Rating Points” will be averaged and the result will be recorded in the
“Average Points” column. Where the “Supervisory Rating Points” column contains an “X,” the “TRAEX Points” for
the KSAO will be recorded in the “Average Points” column. “Average Points” for all KSAO will be summed and
recorded as “Total Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to
achieve the “Final Score.”

c. Step 3 —Rating to Determine “Highly Qualified.” To be considered a highly qualified candidate for Mail and File
Clerk (Typing), GS-305-4, the Final Score must be 3.0 or above.

d. Step 4 —Ranking to Determine “Best Qualified.” The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors, if any, will be governed by
applicable regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

3–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 3-1)
b. SME Participating in KSAO determination. (Fig 3-2)
c. Statement of Duties—Mail and File Clerk (Typing), GS-305-4. (Fig 3-3)
d. Job Analysis interview. (Fig. 3-4)
e. KSAO Consolidation. (Fig. 3-5)
f. Final KSAO. (Fig. 3-6)
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Figure 3–1. Memorandum for Record
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Figure 3–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 3–3. Job Description
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Figure 3–3. Job Description—Continued
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Figure 3–3. Job Description—Continued
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Figure 3–4. Job Analysis Interview
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Figure 3–5. KSAO Determination Sheet
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Figure 3–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE.

3–5. Rating Guide.
This section contains the rating guide.

Figure 3–7. Rating guide
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Figure 3–7. Rating guide—Continued
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Figure 3–7. Rating guide—Continued
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Figure 3–7. Rating guide—Continued
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Figure 3–7. Rating guide—Continued
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Figure 3–7. Rating guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

3–6. Rating Forms.
This section contains the following documents.

a. Supplemental Applicant Questionnaire. (Fig 3-8)
b. Supplemental Questionnaire for Supervisors. (Fig 3-9)
c. Supervisory Rating. (Fig 3-10)
d. Individual SME Panel Rating Form. (Fig 3-11)
e. Final Rating Form. (Fig 3-12)
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Figure 3–8. Supplemental Applicant Questionnaire
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–8. Supplemental Applicant Questionnaire—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 3–10. Supervisory Rating
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Figure 3–10. Supervisory Rating—Continued
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Figure 3–11. Individual SME Panel Rating Form
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Figure 3–12. Final Rating Form
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(Title and paragraph not used.)
This paragraph contains no entries.

Chapter 4
MODEL CREDITING PLAN—Computer Operator, GS-332-8

Section I
GENERAL INFORMATION

4–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

4–2. RATING FORMS.
The following forms will be obtained from or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 4-8)
Supplemental Questionnaire for Supervisors. (Fig 4-9)
Supervisory Rating. (Fig 4-10)
Individual SME Panel Rating Form (Fig 4-11)
Final Rating Form. (Fig 4-12)

4–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications. Personnel staffing specialist(s) will complete a

preliminary review of applications (SF 171) and/or Official Personnel Folders to determine basic eligibility and
minimum qualifications in accordance with the standard dated September 1979 for Computer Operator, GS-332-8, in
OPM Handbook X-118. All applicants found to be eligible for consideration and having minimum qualifications by
this step will be considered in steps 2 and 3, below.

b. Step 2—Rating Procedures. The following “highly qualifying criteria”, which were developed through a job
analysis involving three subject matter experts (SME) in computer operations, will be used to evaluate candidates:

1. ABILITY TO READ, INTERPRET, AND APPLY OPERATING INSTRUCTIONS?This element includes the
ability to comprehend and apply oral and written instructions from manufacturers, programmers, and data controllers.

2. SKILL IN OPERATING CONSOLES AND PERIPHERAL DEVICES—This element includes the ability to
man the computer console and supportive devices.

3. KNOWLEDGE OF SYSTEMS PROCESSING REQUIREMENTS—This element includes the ability to restore
the system to an operational status for day to day processing.

4 .  A B I L I T Y  T O  A N A L Y Z E  P R O G R A M  P R O B L E M S / M A L F U N C T I O N S  A N D  A R R I V E  A T  S O U N D
SOLUTIONS—This element includes skill in the identification and resolution of production/system/program problems/
malfunctions during processing.

A rating guide developed with the technical assistance of SME will be used to evaluate the degree to which candidates
possess the above knowledges, skills, abilities, and other characteristics (KSAO).
A panel of subject matter experts chaired by a personnel staffing specialist will convene to rate all qualified candidates
as determined in step 1 above.

(1) Training and Experience Ratings. The appropriate points for training and experience (TRAEX), as indicated in
the rating guide, will be assigned by the SME by considering all information provided on the SF 171, Supplemental
Applicant Questionnaire, and Supplemental Questionnaire for supervisors. Awards and other employee recognition will
be considered at this time in the rating process if they appear to provide some evidence of possession of a higher level
of one or more of the KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award
should be identified in the remarks section of the rating form. For each KSAO, the subject matter expert is required to
record the number of points and the basis for the points awarded in the appropriate columns of the Individual SME
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Panel Rating Form. The following are the point values:
4—Superior, 3—Highly Acceptable, 2—Acceptable, 1—Barely Acceptable.

(2) Supervisory Rating. The candidate’s supervisor will complete and return the Supervisory Rating Form. The point
values to be assigned are identical to those in (1) above.

(3) Reviewing Ratings. When there is a difference in TRAEX ratings of 2 or more points on a KSAO between
raters, the personnelist will open a discussion of the basis for the ratings. This discussion is intended to insure that all
SME generally noted the same facts and interpreted the rating guide in the same manner. SME will not be required to
reach a consensus if they maintain their decisions after checking the facts and discussing the level definitions in the
rating guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure : (1) SME points for TRAEX will be averaged for each KSAO. The personnel specialist will
record this average on the Final Rating Form in the “TRAEX Points” column. (2) The points obtained from the
Supervisory Rating Form will be recorded for each KSAO in the “Supervisory Rating Points” column of the Final
Rating Form. If the supervisor has marked an “X” for “Not Observed” for any KSAO, an “X” will be placed in the
“Supervisory Rating Points” column for that KSAO. (3) TRAEX Points and Supervisory Rating Points will be
averaged and the results will be recorded in the “Average Points” column. Where the “Supervisory Rating Points”
column contains an “X”, the “TRAEX Points” for that KSAO will be recorded in the “Average Points” column.
“Average Points” for all KSAO will be summed and recorded as “Total Average KSAO Points”. “Total Average
KSAO Points” will be divided by the number of KSAO to achieve the “Final Score”.

c. Step 3—Rating to determine “Highly Qualified”. To be considered as a highly qualified candidate for the
Computer Operator, GS-332-08 position, the final score must be 3.0 or above.

d. Step 4—Ranking to determine “Best Qualified”. The candidates with the highest scores will be referred to the
selecting official. The maximum number referred and tie breaking factors used, if any, will be governed by applicable
regulations and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

4–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 4-1)
b. SME Participating in KSAO Determination. (Fig 4-2)
c. Statement of Duties—Computer Operator, GS-332-08. (Fig 4-3)
d. Job Analysis Interview. (Fig 4-4)
e. KSAO Consolidation. (Fig 4-5)
f. Final KSAO. (Fig 4-6)
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Figure 4–1. Memorandum for record
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Figure 4–2. Subject Matter Experts Participating in KSAO Determination

81DA PAM 690–10–1 • 1 November 1983



Figure 4–3. Job Description
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Figure 4–3. Job Description—Continued
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Figure 4–4. Job Analysis Interview

84 DA PAM 690–10–1 • 1 November 1983



Figure 4–5. KSAO Determination sheet
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Figure 4–5. KSAO Determination sheet—Continued
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Figure 4–6. Final KSAO

(Title and paragraph not used.)

This paragraph contains no entries.

Section III
RATING GUIDE

4–5. Rating Guide.
This section contains the rating guide.

Figure 4–7. Rating guide
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Figure 4–7. Rating guide—Continued

Figure 4–7. Rating guide—Continued
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Figure 4–7. Rating guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

4–6. Rating Forms.
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 4-8)
b. Supplemental Questionnaire for Supervisors. (Fig 4-9)
c. Supervisory Rating. (Fig 4-10)
d. Individual SME Panel Rating Form. (Fig 4-11)
e. Final Rating Form. (Fig 4-12)
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Figure 4–8. Supplemental Applicant Questionnaire
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Figure 4–8. Supplemental Applicant Questionnaire—Continued
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Figure 4–8. Supplemental Applicant Questionnaire—Continued
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Figure 4–8. Supplemental Applicant Questionnaire—Continued
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Figure 4–8. Supplemental Applicant Questionnaire—Continued
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Figure 4–9. Supplemental Questionnaire for Supervisors
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Figure 4–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 4–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 4–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 4–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 4–10. Supervisory Rating
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Figure 4–10. Supervisory Rating—Continued

Figure 4–11. Individual SME Panel Rating Form
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Figure 4–12. Final Rating Form
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(Title and paragraph not used.)
This paragraph contains no entries.

Chapter 5
MODEL CREDITING PLAN—Computer Specialist, GS-334-11

Section I
GENERAL INFORMATION

5–1. MEASUREMENT TOOLS.
The following measurement tools were used in the rating process:

Training and Experience Ratings
Supervisory Ratings

5–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Supplemental Applicant Questionnaire. (Fig 5-14)
Supervisory Rating. (Fig 5-15)
Individual SME Panel Rating Form. (Fig 5-16)
Final Rating Form. (Fig 5-17)

5–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialists will review the

Official Personnel Folders (OPFs) of all applicants to determine basic eligibility and minimum qualifications in
accordance with the standard dated December 1968 for Computer Specialist, GS-334, in OPM Handbook X-118
(combination of programmer and system analyst specializations). All applicants found to be eligible for consideration
and having minimum qualifications by this step will be considered in steps 2 and 3 below.

b. Step 2—Rating Procedure for Highly Qualified: The following KSAO are the “highly qualifying criteria” which
were developed through a job analysis involving four subject matter experts (SME) in the computer specialist area and
will be used to evaluate candidates:

1. ABILITY TO ORGANIZE—This element involves the cognitive and manual sorting and ordering of facts, data
and information during all major functions of analysis, design, programming and testing.

2. ABILITY TO PROGRAM—This element involves a knowledge of ADP equipment capability, programming
languages and programming techniques as well as the writing of computer programs in various languages and the
actual programming by use of various ADP equipment and techniques.

3. ABILITY TO ANALYZE SYSTEMS—(exclusive of one-time systems application)—This element involves
defining systems problem, developing systems proposal and developing computer program specification each in terms
of the systems requirements of functions, personnel, cost, time, equipment, input, report, edit, file, data organization,
security, recovery and methodology.

4. ABILITY TO DESIGN SYSTEMS—This element involves defining and modifying various design require-
ments so that programming can be accomplished.

5. ABILITY TO TEST AND DE-BUG—This element involves the use of reference manuals, diagnostic tools and
desk checks in testing programs to insure that program errors are kept to a minimum.

The Rating Guide that was developed as a part of this plan, with the technical assistance of SME, will be used to
evaluate the degree to which candidates possess the above KSAO.
An ad hoc panel of subject matter experts chaired by a Personnel Staffing Specialist will be convened to rate all
eligible and qualified candidates as determined in step 1 above.

(1) The appropriate points for Training and Experience will be credited to each candidate (on the Individual SME
Panel Rating Form) as indicated in the Rating Guide by considering all information provided on the Supplemental
Applicant Questionnaire. Awards and other employee recognition will be considered at this time in the rating process if
they appear to provide some evidence of possession of a higher level of one or more of the KSAO. If awards are
considered as such, the award must be identified on the rating form. Awards cannot be used to increase the level of a
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KSAO beyond four points. For each KSAO, the subject matter expert is required to record the basis for crediting points
on the rating form. The following point value will be placed in the TRAEX column of the form: 4—Superior, 3—
Highly Acceptable, 2—Acceptable, 1—Barely Acceptable.

(2) The appropriate points from the Supervisory Quality Rating will be transferred to the Quality Points column of
the Final Rating Form (point values identical to (1) above) by the Personnel Staffing Specialist. If an “X” appears for
any KSAO, the Staffing Specialist will obtain the “weighted average TRAEX” points determined in paragraph (4)
below and record them in the “weighted quality points” column for that KSAO.

(3) The TRAEX Points credited on the Individual SME Panel Rating Forms by the three raters will be recorded on
the Final Rating Form by the Personnel Staffing Specialist. When there is a difference among raters in TRAEX ratings
of 2 or more points on any particular KSAO, the personnel specialist will discuss the basis for ratings with the raters to
assure that the rating guide is being applied by each rater in the same way.

(4) Scoring Procedure: (a) Weights will be applied in scoring candidates. These weights were derived by applying
DA Pamphlet 690-10, appendix C. KSAO Importance Questionnaires obtained from SME are included in this chapter.
(b) The Personnel Staffing Specialist will complete the Final Rating Form for each candidate by using the formulas
specified. Candidates with “Final Scores” of 5.9994 or above will be considered highly qualified. (5.9994 has been
computed as the weighted equivalent to a score of 3 on each KSAO.)

c. Step 3—Ranking Procedure for Best Qualified : The candidates with the highest scores will be referred to the
selecting official. Tie-breaking factors used, if any, will be in accordance with the local merit promotion plan or other
applicable local regulations.

Section II
KSAO DETERMINATION (Job Analysis)

5–5. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum documenting the job analysis process. (Fig 5-1)
b. SME participating in KSAO determination. (Fig 5-2)
c. Job descriptions. (Fig 5-3)
d. Job analysis interview. (Fig 5-4)
f. Brainstorming KSAO. (Fig 5-4-1 through 5-4-4)
g. KSAO refinement. (Fig 5-5)
h. SME KSAO determinations. (Fig 5-6)
i. KSAO consolidation. (Fig 5-7)
j. Final KSAO. (Fig 5-8)
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Figure 5–1. Memorandum for Record
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Figure 5–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 5–3. Job Description
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Figure 5–3. Job Description—Continued

108 DA PAM 690–10–1 • 1 November 1983



Figure 5–3. Job Description—Continued
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Figure 5–3. Job Description—Continued
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Figure 5–3. Job Description—Continued
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Figure 5–3. Job Description—Continued
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Figure 5–4. Job Analysis Interview
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Figure 5–4–1. Brainstorming KSAO
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Figure 5–4–2. Brainstorming KSAO—Continued
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Figure 5–4–3. Brainstorming KSAO—Continued

Figure 5–4–4. Brainstorming KSAO—Continued
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Figure 5–5. Further Refinement of Initial KSAO Which Were Brainstormed by the Panel

Figure 5–5. Further Refinement of Initial KSAO Which Were Brainstormed by the Panel—Continued
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Figure 5–6. KSAO Determination Sheet
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–6. KSAO Determination Sheet—Continued
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Figure 5–7. Consolidation KSAO Sheet
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Figure 5–7. Consolidation KSAO Sheet—Continued

127DA PAM 690–10–1 • 1 November 1983



Figure 5–8. Final KSAO

(Title and paragraph not used.)

This paragraph contains no entries.

Section III
KSAO WEIGHTS

5–5. KSAO Weights.
This section contains the following documents:

SME Participating in Weighting Process.
KSAO Importance Questionnaires. (Fig 5-10)
KSAO Matrices. (Fig 5-11)
Determination of Highly Qualified cutoff score. (Fig 5-12)

A portion of the weighting process was accomplished through automated means. Program A was utilized in this
process. Refer to paragraph D-7 of DA Pamphlet 690-10 for a further explanation of this process.

Figure 5–9. SME Participating in the Weighting Process
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Figure 5–10. KSAO Importance Questionnaire
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Figure 5–10. Abilities
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Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued

136 DA PAM 690–10–1 • 1 November 1983



Figure 5–10. Abilities—Continued
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Figure 5–10. Abilities—Continued
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Figure 5–11. Metric Matrix
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–11. Metric Matrix—Continued
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Figure 5–12. Determination Score

148 DA PAM 690–10–1 • 1 November 1983



(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING GUIDE

5–6. Rating guide.
This section contains the rating guide.

Figure 5–13. Rating Guide
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Figure 5–13. Rating Guide — Continued
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Figure 5–13. Rating Guide — Continued

Figure 5–13. Rating Guide — Continued
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Figure 5–13. Rating Guide — Continued
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Figure 5–13. Rating Guide — Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section V
RATING FORMS

5–7. Rating Forms
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 5-14)

b. Supervisory Rating. (Fig 5-15)

c. Individual SME Panel Rating Form. (Fig 5-16)

d. Final Rating Form. (Fig 5-17)
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Figure 5–14. Supplemental Applicant Questionnaire
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Figure 5–14. Supplemental Applicant Questionnaire—Continued
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Figure 5–14. Supplemental Applicant Questionnaire—Continued
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Figure 5–14. Supplemental Applicant Questionnaire—Continued
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Figure 5–14. Supplemental Applicant Questionnaire—Continued
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Figure 5–14. Supplemental Applicant Questionnaire—Continued
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Figure 5–15. Supervisory Rating
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Figure 5–15. Supervisory Rating —Continued
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Figure 5–16. Individual SME Panel Rating Form
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Figure 5–17. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 6
MODEL CREDITING PLAN—Program Analyst, GS-345-11

Section I
GENERAL INFORMATION

6–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

6–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 6-8)
Supplemental Questionnaire for Supervisors. (Fig 6-9)
Supervisory Rating. (Fig 6-10)
Individual SME Panel Rating Form. (Fig 6-11)
Final Rating Form. (Fig 6-12)

6–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete a

preliminary review of applications (SF-171) and/or Official Personnel Folders to determine basic eligibility and
minimum qualifications in accordance with the standard dated November 1965 for Program Analyst, GS-345-11, in
OPM Handbook X-118. Applicants found to be eligible for consideration and having minimum qualifications will be
considered in steps 2 and 3 below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving four subject matter experts (SME) in program analysis, will be used to evaluate candidates:

1. KNOWLEDGE OF OPERATING PROGRAMS—This element involves operating programs and their inter-
relationships including economic resource utilization.

2. ABILITY TO ASSEMBLE AND ANALYZE DATA—This element requires knowledge of the techniques and
procedures for conducting and interpreting reviews and analyses.

3. ABILITY TO CONDUCT STUDIES—This element requires organizational planning and execution of studies
and new programs.

4. ABILITY TO COMMUNICATE IN WRITING—This element includes written communication, report prepara-
tion and documentation.

5. ABILITY TO COMMUNICATE ORALLY—This element includes oral communication, briefings and report
presentations.

A Rating Guide developed with the technical assistance of the above-mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills and abilities and other characteristics (KSAO).
An ad hoc panel of subject matter experts (SME) chaired by a Personnel Staffing Specialist will be convened to rate all
qualified candidates as determined in Step 1 above.

(1) Training and Experience Ratings. The appropriate points for Training and Experience (TRAEX) will be assigned
as indicated in the Rating Guide by considering all information provided on SF 171, Supplemental Applicant
Questionnaire and Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be
considered at this time in the rating process if they appear to provide some evidence of possession of a higher level of
one or more of the KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award
should be identified in the comment section. Awards cannot be used to increase the level of a KSAO beyond four
points. For each KSAO the SME is required to record the basis of the points selected in the comment section of the
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Individual SME Panel Rating Form. The following point values will be placed in the Training/Experience column of
the Individual SME Panel Rating Form: 4—Superior, 3—Good, 2—Satisfactory, 1—Marginal.

(2) Supervisory Ratings. The applicant’s supervisor will complete and return the Supervisory Rating Form. The
point values are identical to those in (1) above.

(3) Review Ratings. When there is a difference in TRAEX ratings of 2 or more points on a KSAO between raters,
the personnel specialist will open a discussion of the basis for the ratings. This discussion is intended to insure that all
SME generally noted the same facts and interpreted the Rating Guide in the same manner. SME will not be required to
reach a consensus if they maintain their decisions after checking the facts and discussing the level definitions in the
Rating Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure. (a) SME points for TRAEX will be averaged for each KSAO. This average will be recorded
on the Final Rating Form in the “TRAEX Points” column by the personnel specialist.

(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating
Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know”, an “X” will be
placed in the “Supervisory Rating Points” column.

(c) TRAEX Points and Supervisory Rating Points will be averaged, and the result will be recorded in the “Average
Points” column. Where the “Supervisory Rating Points” column contains an “X”, the TRAEX Points for that KSAO
will be recorded in the “Average Points” column. Average Points for all KSAO will be summed and recorded as “Total
Average KSAO Points”. “Total Average KSAO Points” will be divided by the number of KSAO to achieve the “Final
Score”.

c. Step 3—Rating to Determine “Highly Qualified”. To be considered a highly qualified candidate for Program
Analyst, GS-345-11, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified”. The candidates with the highest scores will be referred to the
selecting official. The number of candidates referred and tie-breaking factor(s) used, if any, will be governed by locally
negotiated agreements or applicable regulations, as appropriate.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

6–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 6-1)
b. SME Participating in KSAO Determination. (Fig 6-2)
c. Statement of Duties—Program Analyst, GS-345-11. (Fig 6-3)
d. Job Analysis Interview. (Fig 6-4)
e. KSAO Consolidation. (Fig 6-5)
f. Final KSAO. (Fig 6-6)
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Figure 6–1. Memorandum for Record

Figure 6–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 6–3. Job Description
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Figure 6–3. Job Description—Continued
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Figure 6–3. Job Description—Continued
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Figure 6–4. Job Analysis Interview
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Figure 6–4. Job Analysis Interview—Continued
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Figure 6–4. Job Analysis Interview—Continued
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Figure 6–4. Job Analysis Interview—Continued
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Figure 6–5. KSAO Determination Sheet
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Figure 6–5. KSAO Determination Sheet—Continued
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Figure 6–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

6–5. Rating Guide.
This section contains the rating guide.

Figure 6–7. Rating Guide
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Figure 6–7. Rating Guide—Continued
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Figure 6–7. Rating Guide—Continued

Figure 6–7. Rating Guide—Continued
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Figure 6–7. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

6–6. Rating Forms.
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 6-8)

b. Supplemental Questionnaire for Supervisors. (Fig 6-9)

c. Supervisory Rating. (Fig 6-10)

d. Individual SME Panel Rating Form. (Fig 6-11)

e. Final Rating Form. (Fig 6-12)
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Figure 6–8. Supplemental Applicant Questionnaire
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Figure 6–8. Supplemental Applicant Questionnaire—Continued
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Figure 6–8. Supplemental Applicant Questionnaire—Continued
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Figure 6–8. Supplemental Applicant Questionnaire—Continued
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Figure 6–8. Supplemental Applicant Questionnaire—Continued
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Figure 6–8. Supplemental Applicant Questionnaire—Continued
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Figure 6–9. Supplemental Questionnaire for Supervisors

186 DA PAM 690–10–1 • 1 November 1983



Figure 6–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 6–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 6–9. Supplemental Questionnaire for Supervisors—Continued

Figure 6–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 6–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 6–10. Supervisory Rating
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Figure 6–10. Supervisory Rating—Continued
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Figure 6–11. Individual SME Panel Rating Form
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Figure 6–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 7
MODEL CREDITING PLAN—Data Transcriber, GS-356-5

Section I
GENERAL INFORMATION

7–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

7–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statements, SF 171
Supplemental Applicant Questionnaire. (Fig 7-8)
Supplemental Questionnaire for Supervisors. (Fig 7-9)
Supervisory Rating. (Fig 7-10)
Individual SME Panel Rating Form. (Fig 7-11)
Final Rating Form. (Fig 7-12)

7–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialists(s)will complete a

preliminary review of Official Personnel Folders and/or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated February 1977 for Data Transcriber, GS-356, in OPM
Handbook X-118. Applicants found to be eligible for consideration and having minimum qualifications will be
considered in steps 2 and 3, below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving three subject matter experts (SME) in data transcription will be used to evaluate candidates:

1. SKILL IN OPERATING ON AND OFF LINE COMPUTER DATA MACHINES AND CARD PUNCH,
SORT AND REPRODUCTION MACHINES—This includes skill in punching, verifying, and interpreting data using
the following machines:

CRT—On-line Computer Data Machine
INFOREX—Off-line Computer Data Machine
IBM 129—Card Punch
IBM 083—Card Sorter
IBM 519—Card Reproducer

2. ABILITY TO ORGANIZE WORK LOAD—This includes the ability to organize and assign work to insure
established priorities are met.

3. ABILITY TO MAINTAIN AND CONSOLIDATE STATISTICAL DATA—This includes the ability to main-
tain several work load logs and prepare recurring reports requiring consolidation of statistics in the log.

4. ABILITY TO COMMUNICATE VERBALLY—This includes the ability to explain operating procedures, on a
one-to-one basis, to data transcriber trainees and to coordinate key punch efforts with programmers.

A Rating Guide developed with the technical assistance of the above-mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO).
An ad hoc panel of subject matter experts chaired by a personnel staffing specialist will be convened to rate all
qualified candidates as determined in step 1 above.

(1) Training and Experience Ratings. The appropriate points for training and experience (TRAEX) will be assigned
as indicated in the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant
Questionnaire, and Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be
considered at this time in the rating process if they appear to provide some evidence of possession of a higher level of
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one or more of the KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award
should be identified in the comment section. Awards cannot be used to increase the level of a KSAO beyond four
points. For each KSAO the subject matter expert is required to record the basis of the points selected in the comment
section of the Individual SME Panel Bating Form. The following point values will be placed in the “Training/
Experience” Column of the Individual SME Panel Rating Form: 4—Superior; 3—Highly Acceptable; 2—Acceptable;
1—Barely Acceptable.

(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. When there is a difference in TRAEX ratings of 2 or more points on a KSAO between
raters, the personnel specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure
that all SME generally noted the same facts and interpreted the Rating Guide in the same manner. SME will not be
required to reach a consensus if they maintain their decisions after checking the facts and discussing the level
definitions in the Bating Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be transferred to the Final Rating

Form and recorded in the “TRAEX points” column by the Personnel Staffing Specialist.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating

Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” an “X” will be
placed in the “Supervisory Rating Points” column.

(c) “TRAEX Points” and “Supervisory Rating Points” will be averaged and the result will be recorded in the
“Average Points” column. Where the “Supervisory Rating Points” column contains an “X”, the “TRAEX Points” for
that KSAO will be recorded in the “Average Points” column. “Average Points” for all KSAO will be summed and
recorded as “Total Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to
achieve the “Final Score.”

c. Step 3—Rating to Determine “Highly Qualified.” To be considered a highly qualified candidate for Data
Transcriber, GS-356-05, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified.” The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors, if any, will be governed by
applicable regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

7–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 7-1)
b. SME Participating in KSAO determination. (Fig 7-2)
c. Statement of Duties-Data Transcriber, GS-356-05. (Fig 7-3)
d. Job Analysis interview. (Fig 7-4)
e. KSAO consolidation. (Fig 7-5)
f. Final KSAO. (Fig 7-6)
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Figure 7–1. Memorandum for Record

Figure 7–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 7–3. Job Description
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Figure 7–3. Job Description—Continued
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Figure 7–4. Job Analysis Interview
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Figure 7–5. KSAO Determination Sheet
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Figure 7–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

7–5. Rating Guide.
This section contains the rating guide.

Figure 7–7. Rating Guide
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Figure 7–7. Rating Guide—Continued

Figure 7–7. Rating Guide—Continued
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Figure 7–7. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

7–6. Rating Forms.
This section contains the following documents.

a. Supplemental Applicant Questionnaire. (Fig 7-8)

b. Supplemental Questionnaire for Supervisors. (Fig 7-9)

c. Supervisory Rating. (Fig 7-10)

d. Individual SME Panel Rating Form. (Fig 7-11)

e. Final Rating Form. (Fig 7-12)
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Figure 7–8. Supplemental Applicant Questionnaire
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Figure 7–8. Supplemental Applicant Questionnaire—Continued
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Figure 7–8. Supplemental Applicant Questionnaire—Continued
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Figure 7–8. Supplemental Applicant Questionnaire—Continued
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Figure 7–8. Supplemental Applicant Questionnaire—Continued
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Figure 7–9. Supplemental Questionnaire for Supervisors
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Figure 7–9. Supplemental Questionnaire for Supervisors—Continued

Figure 7–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 7–9. Supplemental Questionnaire for Supervisors—Continued

Figure 7–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 7–10. Supervisory Rating
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Figure 7–10. Supervisory Rating—Continued

Figure 7–11. Individual SME Panel Rating Form
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Figure 7–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 8
MODEL CREDITING PLAN—Communications Specialist, GS-393-9

Section I
GENERAL INFORMATION

8–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

8–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 8-8)
Supplemental Questionnaire for Supervisors. (Fig 8-9)
Supervisory Rating Form. (Fig 8-10)
Individual SME Panel Rating Form. (Fig 8-11)
Final Rating Form. (Fig 8-12)

8–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete a

preliminary review of Official Personnel Folders and/or applications (SF-171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated December 1969 for Communications Specialist, GS-393,
in OPM Handbook X-118. Applicants found to be eligible and having minimum qualifications by this step will be
considered in steps 2 and 3 below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving two subject matter experts (SME) in communications will be used to evaluate candidates:

1. KNOWLEDGE OF DEVELOPMENTS AND TRENDS IN COMMUNICATIONS CONCEPTS AND TECH-
NOLOGY—This element includes knowledge of communications systems, knowledge of communications operations
and knowledge of communications technology.

2. ABILITY TO INTERPRET REGULATIONS AND PROCEDURES—This element includes knowledge of
regulations, communication techniques and functions, and ability to interpret regulations.

3. ABILITY TO ANALYZE—This element includes knowledge of system analysis, ability to analyze customer
requirements, and ability to analyze data accuracy.

4. ABILITY TO DETERMINE SYSTEMS EFFECTIVENESS—This element includes ability to determine relia-
bility of services and ability to resolve problems.

A Rating Guide developed with the technical assistance of the above-mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO).
An ad hoc panel of subject matter experts (SME) chaired by a Personnel Staffing Specialist will be convened to rate all
qualified candidates as determined in Step 1 above.

(1) TRAEX Ratings. The appropriate points for Training and Experience (TRAEX) will be assigned as indicated in
the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant Questionnaire and
Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be considered at this time
in the rating process if they appear to provide some evidence of possession of a higher level of one or more of the
KSAO. If awards are considered evidence of a higher level of possession of a KSAO the award should be identified in
the comment section. Awards cannot be used to increase the level of a KSAO beyond four points. For each KSAO the
subject matter expert is required to record the basis of the points selected in the comment section of the Individual
SME Panel Rating Form. The following point values will be placed in the Training/Experience column of the
Individual SME Panel Rating Form: 4—Superior; 3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.
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(2) Supervisory Rating. The candidate’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. The points derived from the Individual SME Rating Form will be recorded on the Final
Rating Form. When there is a difference in ratings of 2 or more points on a KSAO between raters, the personnel
specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure that all SME
generally noted the same facts and interpreted the Rating Guide in the same manner. SME will not be required to reach
a consensus if they maintain their decisions after checking the facts and discussing the level definitions in the Rating
Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be recorded on the Final Rating

Form in the column, “TRAEX Points.”
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating

Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” and “X” will be
placed in the “Supervisory Rating Points” column.

(c) TRAEX Points and Supervisory Rating Points will be averaged and the result will be recorded in the “Average
Points” column. Where the “Supervisory Rating Points” column contains an “X”, the TRAEX Points for that KSAO
will be recorded in the “Average Points” column. Average Points for all KSAO will be summed and recorded as “Total
Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to achieve the “Final
Score.”

c. Step 3—Rating to Determine “Highly Qualified”. To be considered a highly qualified candidate for Communica-
tions Specialist, GS-393-9, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified.” The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie breaking factors used if any, will be governed by
applicable regulations and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

8–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 8-1)
b. SME Participating in KSAO Determination. (Fig 8-2)
c. Statement of Duties—Communications Specialist, GS-393-9. (Fig 8-3)
d. Job Analysis Interview. (Fig 8-4)
e. KSAO Consolidation. (Fig 8-5)
f. Final KSAO. (Fig 8-6)
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Figure 8–1. Memorandum for Record

Figure 8–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 8–3. Job Description
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Figure 8–3. Job Description—Continued
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Figure 8–4. Job Analysis Interview
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Figure 8–4. Job Analysis Interview—Continued
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Figure 8–4. Job Analysis Interview—Continued
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Figure 8–4. Job Analysis Interview—Continued
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Figure 8–5. KSAO Determination Sheet
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Figure 8–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

8–5. Rating Guide.
This section contains the rating guide.

Figure 8–7. Rating Guide
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Figure 8–7. Rating Guide—Continued
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Figure 8–7. Rating Guide—Continued
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Figure 8–7. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

8–6. Rating Forms.
This section contains the following documents.

a. Supplemental Applicant Questionnaire. (Fig 8-8)

b. Supplemental Questionnaire for Supervisors. (Fig 8-9)

c. Supervisory Rating. (Fig 8-10)

d. Individual SME Panel Rating Form. (Fig 8-11)

e. Final Rating Form. (Fig 8-12)
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Figure 8–8. Supplemental Applicant Questionnaire
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Figure 8–8. Supplemental Applicant Questionnaire—Continued
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Figure 8–8. Supplemental Applicant Questionnaire—Continued
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Figure 8–8. Supplemental Applicant Questionnaire—Continued
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Figure 8–8. Supplemental Applicant Questionnaire—Continued

234 DA PAM 690–10–1 • 1 November 1983



Figure 8–9. Supplemental Questionnaire for Supervisors
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Figure 8–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 8–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 8–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 8–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 8–10. Supervisory Rating
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Figure 8–10. Supervisory Rating—Continued

Figure 8–11. Individual SME Panel Rating Form

241DA PAM 690–10–1 • 1 November 1983



Figure 8–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 9
MODEL CREDITING PLAN—Communications Specialist, GS-393-11

Section I
GENERAL INFORMATION

9–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

9–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 9-8)
Supplemental Questionnaire for Supervisors. (Fig 9-9)
Supervisory Rating. (Fig 9-10)
Individual SME Panel Rating Form. (Fig 9-11)
Final Rating Form. (Fig 9-12)

9–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete

a preliminary review of Official Personnel Folders and/or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated December 1969 for Communications Specialist, GS-393,
in OPM Handbook X-118. Applicants found to be eligible for consideration and having minimum qualifications will be
considered in steps 2 and 3, below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving three subject matter experts (SME) in communications will be used to evaluate candidates:

1. ABILITY TO ANALYZE—This element includes the ability to identify problem areas, gather data, review,
evaluate and recommend solutions.

2. ABILITY TO PLAN AND COORDINATE ACTIVITIES—This element includes an understanding of leasing
and purchasing/contracting procedures relative to communications services.

3. ABILITY TO DEVELOP AND DESIGN METHODS AND PROCEDURES— This element includes the
ability to design specific configurations, determine the effects of their relationship to others, and ability to interpret
technical data.

4. ABILITY TO COMMUNICATE IN WRITING—This element includes the ability to document the objective,
processes, and conclusions of studies in a comprehensive, thorough manner.

A Rating Guide developed with the technical assistance of the above-mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO).
An ad hoc panel of subject matter experts (SME) chaired by a Personnel Staffing Specialist will be convened to rate all
qualified candidates as determined in Step 1 above.

(1) TRAEX Ratings. The appropriate points for Training and Experience (TRAEX) will be assigned as indicated in
the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant Questionnaire, and
Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be considered at this time
in the rating process if they appear to provide some evidence of possession of a higher level of one or more of the
KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award should be identified in
the comment section. Awards cannot be used to increase the level of a KSAO beyond four points. For each KSAO the
subject matter expert is required to record the basis of the points selected in the comment section of the Individual
SME Panel Rating Form. The following point values will be placed in the Training/Experience column of the
Individual SME Panel Rating Form: 4—Superior; 3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.
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(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. When there is a difference in TRAEX ratings of 2 or more points on a KSAO between
raters, the personnel specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure
that all SME generally noted the same facts and interpret the Rating Guide in the same manner. SME will not be
required to reach a consensus if they maintain their decisions after checking the facts and discussing the level
definitions in the Rating Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be recorded on the Final Rating

Form in the column, “TRAEX Points” by the personnel specialist.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating

Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” an “X” will be
placed in the “Supervisory Rating Points” column.

(c) TRAEX Points and Supervisory Rating Points will be averaged and the result will be recorded in the “Average
Points” column. Where the “Supervisory Rating Points” column contains an “X”, the TRAEX Points for that KSAO
will be recorded in the “Average Points” column. Average Points for all KSAO will be summed and recorded as “Total
Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to achieve the “Final
Score.”

c. Step 3-Rating to Determine “Highly Qualified”: To be considered a highly qualified candidate for Communica-
tions Specialist, GS-393-11, the Final Score must be 3.0 or above.

d. Step 4-Ranking to Determine “Best Qualified”: The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie breaking factors used if any, will be governed by
applicable regulations and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

9–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 9-1)
b. SME Participating in KSAO Determination. (Fig 9-2)
c. Statement of Duties—Communications Specialist, GS-393-11. (Fig 9-3)
d. Job Analysis Interview. (Fig 9-4)
e. KSAO Consolidation. (Fig 9-5)
f. Final KSAO. (Fig. 9-6)
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Figure 9–1. Memorandum for the Record

Figure 9–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 9–3. Job Description
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Figure 9–3. Job Description—Continued
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Figure 9–3. Job Description—Continued
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Figure 9–4. Job Analysis Interview
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Figure 9–5. KSAO Determination Sheet
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Figure 9–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

9–5. Rating Guide.
This section contains the rating guide.

Figure 9–7. Rating Guide
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Figure 9–7. Rating Guide—Continued
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Figure 9–7. Rating Guide—Continued
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Figure 9–7. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

9–6. Rating Forms
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 9-8)

b. Supplemental Questionnaire for Supervisors. (Fig 9-9)

c. Supervisory Rating. (Fig 9-10)

d. Individual SME Panel Rating Form. (Fig 9-11)

e. Final Rating Form. (Fig 9-12)
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Figure 9–8. Supplemental Applicant Questionnaire
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Figure 9–8. Supplemental Applicant Questionnaire—Continued
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Figure 9–8. Supplemental Applicant Questionnaire—Continued
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Figure 9–8. Supplemental Applicant Questionnaire—Continued
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Figure 9–8. Supplemental Applicant Questionnaire—Continued
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Figure 9–9. Supplemental Questionnaire for Supervisors
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Figure 9–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 9–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 9–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 9–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 9–10. Supervisory Rating
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Figure 9–10. Supervisory Rating—Continued

Figure 9–11. Individual SME Panel Rating Form
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Figure 9–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 10
MODEL CREDITING PLAN—Voucher Examiner, GS-540-5

Section I
GENERAL INFORMATION

10–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

10–2. RATING FORMS
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statements, SF 171
Supplemental Applicant Questionnaire. (Fig 10-8)
Supplemental Questionnaire for Supervisors. (Fig 10-9)
Supervisory Rating. (Fig 10-10)
Individual SME Panel Rating Form. (Fig 10-11)
Final Rating Form. (Fig 10-12)

10–3. CANDIDATE EVALUATION
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialists(s)will complete a

preliminary review of Official Personnel Folders and/or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated October 1977 for Voucher Examiner series, GS-540, in
OPM Handbook X-118. Applicants found to be eligible for consideration and having minimum qualifications will be
considered in steps 2 and 3, below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria”, which were developed through a job
analysis involving three subject matter experts (SME) in the pay and examination process, will be used to evaluate
candidates:

1. ABILITY TO READ, INTERPRET AND ANALYZE DATA. This includes the ability to read and apply
procedures established by regulations or other guidance in the examination and analysis which precedes preparation of
the voucher.

2. ABILITY TO MAINTAIN LOGS. This includes the ability to maintain several logs and spread sheets which
require daily entries, while applying a knowledge of the proper appropriation to be charged.

3. SKILL IN MAKING ARITHMETIC COMPUTATIONS. This includes the ability to determine the proper
formula in computing discounts as agreed to in the contract, discover errors in computation in invoices, and accurately
carry out the four basic arithmetic functions.

4. ABILITY TO COMMUNICATE VERBALLY. This includes the ability to request or provide data from
contractors, vendors, or others as appropriate to clarify specific charges on invoices.

5. ABILITY TO COMMUNICATE IN WRITING. This includes the ability to prepare letters addressing billing
problems or requesting additional information.

A Rating Guide developed with the technical assistance of the above mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO).
An ad hoc panel of subject matter experts chaired by a personnel staffing specialist will be convened to rate all
qualified candidates as determined in step 1 above.

(1) Training & Experience Ratings. The appropriate points for training and experience (TRAEX) will be assigned as
indicated in the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant
Questionnaire, and Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be
considered at this time in the rating process if they appear to provide some evidence of possession of a higher level of
one or more of the KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award
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should be identified in the comment section. Awards cannot be used to increase the level of a KSAO beyond four
points. For each KSAO the subject matter expert is required to record the basis of the points selected in the comment
section of the Individual SME Panel Rating Form. The following point values will be placed in the “Training/
Experience Column” of the Individual SME Panel Rating Form: 4—Superior; 3—Highly Acceptable; 2—Acceptable;
1—Barely Acceptable.

(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. When there is a difference in TRAEX ratings of 2 or more points on a KSAO between
raters, the personnel specialist will open a discussion in intended to ensure that all SME generally noted the same facts
and interpreted the Rating Guide in the same manner. SME will not be required to reach a consensus if they maintain
their decisions after checking the facts and discussing the level definitions in the Rating Guide. Notes will be made of
their discussion and its outcome.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be transferred to the Final Rating

Form and recorded in the “TRAEX points” column by the Personnel Staffing Specialist.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the Supervisory Rating

Points column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” an “X” will be placed
in the “Supervisory Rating Points” column.

(c) “TRAEX Points” and “Supervisory Rating Points” will be averaged and the result will be recorded in the
“Average Points” column. Where the “Supervisory Rating Points” column contains an “X”, the “TRAEX Points” for
that KSAO will be recorded in the “Average Points” column. “Average Points” for all KSAO will be summed and
recorded as “Total Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to
achieve the “Final Score”.

c. Step 3—Rating to Determine “Highly Qualified.” To be considered a highly qualified candidate for Voucher
Examiner, GS-540-5, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified”. The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors will be governed by applicable
regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

10–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 10-1)
b. SME Participating in KSAO Determination. (Fig 10-2)
c. Statement of Duties—Voucher Examiner, GS-540-05. (Fig 10-3)
d. Job Analysis Interview. (Fig 10-4)
e. KSAO Consolidation. (Fig 10-5)
f. Final KSAO. (Fig 10-6)
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Figure 10–1. Memorandum for Record

Figure 10–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 10–3. Job Description
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Figure 10–3. Job Description—Continued
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Figure 10–3. Job Description—Continued
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Figure 10–4. Job Analysis Interview
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Figure 10–4. Job Analysis Interview—Continued
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Figure 10–5. KSAO Determination Sheet
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Figure 10–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

10–5. Rating Guide.
This section contains the rating guide.

Figure 10–7. Rating Guide
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Figure 10–7. Rating Guide—Continued

278 DA PAM 690–10–1 • 1 November 1983



Figure 10–7. Rating Guide—Continued
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Figure 10–7. Rating Guide—Continued

Figure 10–7. Rating Guide—Continued

280 DA PAM 690–10–1 • 1 November 1983



(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

10–6. Rating Forms.
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 10-8)

b. Supplemental Questionnaire for Supervisors. (Fig 10-9)

c. Supervisory Rating Form. (Fig 10-10)

d. Individual SME Panel Rating Form. (Fig 10-11)

e. Final Rating Form. (Fig 10-12)
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Figure 10–8. Supplemental Applicant Questionnaire
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Figure 10–8. Supplemental Applicant Questionnaire—Continued
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Figure 10–8. Supplemental Applicant Questionnaire—Continued
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Figure 10–8. Supplemental Applicant Questionnaire—Continued
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Figure 10–8. Supplemental Applicant Questionnaire—Continued
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Figure 10–8. Supplemental Applicant Questionnaire—Continued
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Figure 10–9. Supplemental Questionnaire for Supervisors
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Figure 10–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 10–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 10–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 10–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 10–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 10–10. Supervisory Rating
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Figure 10–10. Supervisory Rating—Continued

Figure 10–11. Individual SME Panel Rating Form
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Figure 10–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 11
MODEL CREDITING PLAN—Payroll Clerk, GS-544-5

Section I
GENERAL INFORMATION

11–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Ratings

11–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, (SF 171)
Supplemental Questionnaire For Supervisors. (Fig 11-8)
Supplemental Applicant Questionnaire. (Fig 11-9)
Supervisory Rating Form. (Fig 11-10)
Individual SME Panel Rating Form. (Fig 11-11)
Final Rating Form. (Fig 11-12)

11–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete a

preliminary review of the Official Personnel Folders or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated June 1971 for Payroll Series, GS-544, in OPM
Handbook X-118. Applicants found to be eligible for consideration and having minimum qualifications by this step
will be considered in steps 2 and 3 below.

b. Step 2—Rating Procedures: The following “highly qualifying criteria” which were developed through a job
analysis involving three subject matter experts (SME), will be used to evaluate candidates:

1. ABILITY TO PERFORM PAYROLL OPERATIONS, ESPECIALLY IN A MECHANIZED ENVIRON-
MENT. This element includes the ability to perform payroll transactions to collect, code, maintain, balance, and verify
payroll, time and leave records, especially using data processing procedures.

2. ABILITY TO USE REGULATORY MATERIAL. This element includes the ability to select and apply the
proper regulations to a specific type of pay or leave action.

3. ABILITY TO COMMUNICATE ORALLY. This element includes the ability to communicate with individuals
at different levels such as supervisors, managers, employees, co-workers, etc. in order to assist and provide informa-
tion.

4. ABILITY TO WORK UNDER PRESSURE TO MEET ESTABLISHED SCHEDULES. This element includes
the ability to pace one’s work, reorganize priorities, requesting assistance when necessary in order to meet deadlines to
insure work accomplishment.

A Rating Guide developed with the technical assistance of the SME will be used to evaluate the degree to which
candidates possess the above knowledge, skills, abilities, and other characteristics (KSAO). A panel of subject matter
experts chaired by a Personnel Staffing Specialist will be convened to rate all qualified candidates as determined in
Step 1 above.

(1) TRAEX Rating. The appropriate points for Training and Experience (TRAEX) will be assigned as indicated in
the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant Questionnaire, and
Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be considered at this time
in the rating process if they appear to provide some evidence of possession of a higher level of one or more of KSAO.
If awards are considered evidence of a higher level of possession of a KSAO, the award should be identified in the
comment section. Awards cannot be used to increase the level of a KSAO beyond four points. For each KSAO, the
subject matter expert is required to record the basis of the points selected in the comment section of the Individual
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SME Panel Rating Form. The following point values will be placed in the TRAEX Column of the Individual SME
Panel Rating Form: 4—Superior; 3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.

(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings.
(a) When there is a difference in TRAEX ratings of 2 or more points on a KSAO between raters, the personnel

specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure that all SME
generally noted the same facts and interpreted the Rating Guide in the manner. SME will not be required to reach a
consensus if they maintain their decisions after checking the facts and discussing the level definitions in the Rating
Guide. Notes will be made of their discussion and its outcome.

(b) The Staffing Specialist should also review supervisory ratings for KSAO elements that might not be a part of the
applicant’s current position. If the KSAO is obviously not an element of the applicant’s current position, an “X” rating
should be considered.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be transferred to the “TRAEX point

column” of the Final Rating Form.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating

Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Not Observed” an “X” will be
placed in the “Supervisory Rating Points” column.

(c) “TRAEX Points” and “Supervisory Rating Points” will be averaged and the result will be recorded in the
“Average Points” column of the Final Rating Form. Where the “Supervisory Rating Points” column contains an “X”,
the “TRAEX Points” for that KSAO will be recorded in the “Average Points” column. “Average Points” for all KSAO
will be summed and recorded as “Total Average KSAO Points. ” “Total Average KSAO Points” will be divided by the
number of KSAO to achieve the “Final Score.”

c. Step 3—Rating to Determine “Highly Qualified.” To be considered a highly qualified candidate for Payroll Clerk
GS-544-5, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified.” The candidates with the highest scores will be referred to the
selecting official. The number of candidates referred and tie-breaking factors used, if any, will be governed by
applicable regulations and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

11–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 11-1)
b. SME Participating in KSAO Determination. (Fig 11-2)
c. Job Description-Payroll Clerk, GS-544. (Fig 11-3)
d. Job Analysis Interview. (Fig 11-4)
e. KSAO Consolidation. (Fig 11-5)
f. Final KSAO. (Fig 11-6)
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Figure 11–1. Memorandum for Record

Figure 11–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 11–3. Job Description
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Figure 11–3. Job Description—
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Figure 11–4. Job Analysis Interview
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Figure 11–4. Job Analysis Interview—Continued
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Figure 11–5. KSAO Determination Sheet
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Figure 11–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

11–5. Rating Guide.
This section contains the rating guide.
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Figure 11–7. Rating guide
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Figure 11–7. Rating guide—Continued
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Figure 11–7. Rating guide—Continued

308 DA PAM 690–10–1 • 1 November 1983



Figure 11–7. Rating guide—Continued
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Figure 11–7. Rating guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

11–6. Rating Forms
This section contains the following documents:

a. Supplemental Questionnaire for Supervisors. (Fig 11-8)

b. Supplemental Applicant Questionnaire. (Fig 11-9)

c. Supervisory Rating. (Fig 11-10)

d. Individual SME Panel Rating Form. (Fig 11-11)

e. Final Rating Form. (Fig 11-12)
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Figure 11–8. Supplemental Questionnaire for Supervisors
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Figure 11–8. Supplemental Questionnaire for Supervisors—Continued

312 DA PAM 690–10–1 • 1 November 1983



Figure 11–8. Supplemental Questionnaire for Supervisors—Continued
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Figure 11–8. Supplemental Questionnaire for Supervisors—Continued
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Figure 11–8. Supplemental Questionnaire for Supervisors—Continued
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Figure 11–8. Supplemental Questionnaire for Supervisors—Continued
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Figure 11–9. Supplemental Applicant Questionnaire
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Figure 11–9. Supplemental Applicant Questionnaire—Continued
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Figure 11–9. Supplemental Applicant Questionnaire—Continued
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Figure 11–9. Supplemental Applicant Questionnaire—Continued
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Figure 11–9. Supplemental Applicant Questionnaire—Continued
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Figure 11–10. Supervisory Rating

322 DA PAM 690–10–1 • 1 November 1983



Figure 11–10. Supervisory Rating—Continued

Figure 11–11. Individual SME Panel Rating Form
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Figure 11–12. Final Rating Form

(Title and paragraph not used.) This paragraph contains no entries.

Chapter 12
MODEL CREDITING PLAN—Licensed Practical Nurse/Nursing Assistant, GS-621-5

Section I
GENERAL INFORMATION

12–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:
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Training and Experience Ratings
Supervisory Rating

12–2. RATING FORMS.
The following will be obtained from or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 12-9)
Supplemental Questionnaire for Supervisors. (Fig 12-10)
Supervisory Rating Form. (Fig 12-11)
Individual SME Panel Rating Form. (Fig 12-12)
Final Applicant Rating Form. (Fig 12-13)

12–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete a

preliminary review of applications (SF 171s) and/or Official Personnel Folders to determine basic eligibility and
minimum qualifications in accordance with the standard dated October 1970 for Licensed Practical Nurse/Nursing
Assistant, GS-621, in OPM Handbook X-118. Applicants found to be eligible for consideration and having minimum
qualifications will be considered in steps 2 and 3, below.

b. Step 2—Rating Procedures: The following “highly qualifying criteria” which were developed through a job
analysis involving seven subject matter experts (SME) in nursing care services will be used to evaluate candidates.

1. ABILITY TO ASCERTAIN PATIENT CARE NEEDS. This element includes ability to evaluate patient
condition and ascertain changes in condition, and ability to apply judgement in situations requiring definite decisions.

2. KNOWLEDGE OF PHARMACEUTICALS/MEDICATION. Included in this element is knowledge of dosage
amounts and administration of medication according to patient condition, usual side effects or reactions of patients to
medications and administration techniques.

3. KNOWLEDGE OF STANDARD NURSING PRACTICES/PROCEDURES. This element includes the knowl-
edge of various nursing procedures involved in providing patient care either directly or by assisting a physician or
nurse.

4. ABILITY TO MAINTAIN REPORTS REGARDING PATIENT CONDITION AND BEHAVIOR. This ele-
ment includes the ability to record and report general and specific physical/behavioral signs and symptoms reflecting a
patient’s condition.

A Rating Guide, developed with the technical assistance of the above mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, and abilities and other characteristics (KSAO).
An ad hoc panel of subject matter experts will convene to rate all qualified candidates as determined in step 1 above.
This panel will be chaired by a personnel staffing specialist.

(1) Training & Experience Ratings. The appropriate points for Training and Experience (TRAEX) will be assigned
as indicated in the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant
Questionnaire, and Supplemental Questionnaire for Supervisors. Awards and other employee recognition(s) will be
considered at this time in the rating process if they appear to provide some evidence of possession of a higher level of
one or more of the KSAO. If awards are considered evidence of a higher level of possession of a KSAO, the award
should be identified in the comment section of the Individual SME Panel Rating Form. Awards cannot be used to
increase the level of KSAO beyond four points. For each KSAO the subject matter expert is required to record the
basis for the points selected in the comment section of the Individual SME Panel Rating Form. The following point
values will be placed in the “Training/Experience” column of the Individual SME Panel Rating Form: 4—Superior;
3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.

(2) Supervisory Rating. The applicant’s supervisor will complete and return the Supervisory Rating Form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. Where there is a difference in TRAEX ratings of 2 or more points on a KSAO between
raters, the personnel specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure
that all SME generally noted the same facts and interpreted the Rating Guide in the same manner. SME will not be
required to reach a consensus if they maintain their decisions after checking the facts and discussing the level
definitions in the Rating Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedures.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be recorded on the Final Rating

Form in the “TRAEX Points” column by the personnel specialist.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating
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Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know”, an “X” will be
placed in the “Supervisory Rating Points” column.

(c) TRAEX Points and Supervisory Rating Points will be averaged and the result will be recorded in the “Average
Points” column. Where the “Supervisory Rating Points” column contains an “X”, the TRAEX Points for that KSAO
will be recorded in the “Average Points” column. Average Points for all KSAO will be summed and recorded as “Total
Average KSAO points.” “Total Average KSAO points” will be divided by the number of KSAO to achieve the “Final
Score”.

c. Step 3—Rating to Determine “Highly Qualified.” To be considered a highly qualified candidate for Nursing
Assistant/Licensed Practical Nurse, GS-621-5, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified”. The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie breaking factors used, if any, will be governed by
applicable regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

12–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 12-1)
b. SME Participating in KSAO Determination and Rating Guide Development. (Fig 12-2)
c. Statement of Duties—Licensed Practical Nurse, GS-621-5 (Fig 12-3a); Nursing Assistant, GS-621-5. (Fig 12-3b)
d. Job Analysis Interview. (Fig 12-4)
e. KSAO Ranking. (Fig 12-5)
f. KSAO Consolidation. (Fig 12-6)
g. Final KSAO. (Fig 12-7)
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Figure 12–1. Memorandum for Record

Figure 12–2. Subject Matter Experts Participating in KSAO Determination and Rating Guide Development pg. 12-5
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Figure 12–3A. Job Description
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Figure 12–3A. Job Description—Continued
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Figure 12–3B. Job Description
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Figure 12–3B. Job Description—Continued
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Figure 12–4. Job Analysis Interview
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Figure 12–5. KSAO Ranking
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Figure 12–5. KSAO Ranking—Continued
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Figure 12–5. KSAO Ranking—Continued
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Figure 12–5. KSAO Ranking—Continued
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Figure 12–6. KSAO Determination Sheet
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Figure 12–6. KSAO Determination Sheet—Continued
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Figure 12–7. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

12–5. Rating Guide.
This section contains the rating guide.

Figure 12–8. Rating Guide
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Figure 12–8. Rating Guide—Continued
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Figure 12–8. Rating Guide—Continued
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Figure 12–8. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

12–6. Rating Forms
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 12-9)

b. Supplemental Questionnaire for Supervisors. (Fig 12-10)

c. Supervisory Rating Form. (Fig 12-11)

d. Individual SME Panel Rating Form. (Fig 12-12)

e. Final Rating Form. (Fig 12-13)
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Figure 12–9. Supplemental Applicant Questionnaire
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Figure 12–9. Supplemental Applicant Questionnaire—Continued
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Figure 12–9. Supplemental Applicant Questionnaire—Continued
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Figure 12–9. Supplemental Applicant Questionnaire—Continued
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Figure 12–9. Supplemental Applicant Questionnaire—Continued
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Figure 12–10. Supplemental Questionnaire for Supervisors
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Figure 12–10. Supplemental Questionnaire for Supervisors—Continued

Figure 12–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 12–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 12–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 12–11. Supervisory Rating
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Figure 12–11. Supervisory Rating—Continued
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Figure 12–12. Individual SME Panel Rating Form
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Figure 12–13. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 13
MODEL CREDITING PLAN—Dental Assistant, GS-681-5

Section I
General Information

13–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

13–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 13-8)
Supplemental Questionnaire for Supervisors. (Fig 13-9)
Supervisory Rating. (Fig 13-10)
Individual SME Panel Rating Form. (Fig 13-11)
Final Rating Form. (Fig 13-12)

13–3. CANDIDATE EVALUATION.
a. STEP 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete

a preliminary review of applicants (SF 171) to establish basic eligibility/minimum qualifications with the standard
dated February 1975 for Dental Assistant, GS-681, in OPM Handbook X-118. All applicants found to be eligible for
consideration and having minimum qualifications by this step will be considered in steps 2 and 3 below.

b. STEP 2—Rating Procedure: the following KSAO are the “highly qualifying criteria” which were developed
through a job analysis involving three subject matter experts (SME) and will be used to evaluate candidates:

1. ABILITY TO OPERATE DENTAL X-RAY EQUIPMENT—This element includes the ability to expose and
develop various intra and extra oral films using conventional and panoramic equipment.

2. ABILITY TO PERFORM INTRA-ORAL PROCEDURES—This element includes accomplishing routine,
reversible operative and preoperative procedures.

3. KNOWLEDGE OF DENTAL ANATOMY—This element includes an understanding of the normal anatomy of
teeth and soft tissues and deviations therefrom.

4. ABILITY TO COUNSEL/INSTRUCT PATIENTS—This element includes the ability to instruct patients
concerning preventive measures, explain treatment procedures to be accomplished, and provide advice on post-
operative care.

5. ABILITY TO PERFORM PRE-TREATMENT PROCEDURES—This element includes screening of patient
records and medical history to determine general areas of treatment required, and/or route emergency patients to an
appropriate treatment provider.

The Rating Guide developed with the technical assistance of the SME identified above will be used to evaluate the
degree to which candidates possess the above KSAO.
An ad hoc panel of subject matter experts (SME) chaired by a Personnel Staffing Specialist will be convened to rate all
eligible and qualified candidates as determined in Step 1 above.

(1) The appropriate points for Training and Experience (TRAEX) will be credited to each candidate (on the
individual SME Panel Rating Form) as indicated in the Rating Guide by considering all information provided on the SF
171, Supplemental Applicant Questionnaire, and Supplemental Questionnaire for Supervisors. Awards and other
employee recognition will be considered at this time in the rating process if they appear to provide some evidence of
possession of a higher level of one or more of the KSAO. If awards are considered evidence of a higher level of
possession of a KSAO, the specific award must be identified on the rating form. Awards cannot be used to increase the
level of a KSAO beyond four points. For each KSAO the SME is required to record the points awarded and the basis
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therefore on the individual SME Panel Rating Form. The following point values will be recorded in the TRAEX
column of the individual SME Panel Rating Form and then transferred to the final rating form by the Personnel
Staffing Specialist: 4—Superior; 3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.

(2) The employee’s supervisor will complete and return the supervisory rating form. The point values to be used are:
4—superior; 3—highly acceptable; 2—acceptable; 1—barely acceptable. The staffing specialist will review the Super-
visory Rating and transfer the points assigned by the supervisor to the supervisory rating points column of the Final
rating form.

(3) When there is a difference among/between Rating Panel Members in TRAEX ratings of 2 or more points on any
particular KSAO, the personnel specialist will discuss the basis for the ratings with the raters. The intent of this
discussion is to ensure that all SME generally noted the same facts and interpreted the Rating Guide in the same
manner. SME will not be required to reach a consensus if they maintain their divisions after checking the facts and
discussing the level definitions in the Rating Guide. Notes will be made of this discussion and its outcome.

(4) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be transferred to the Final Rating

Form and recorded in “TRAEX points” column.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the Supervisory Rating

Points column of the Final Rating Form. If the supervisor has marked any KSAO “X” for “Don’t Know,” an “X” also
must be placed in the “Quality Rating Points” column for that KSAO.

(c) “TRAEX Points” and “Quality Rating Points” will be averaged and the result will be recorded in the “Average
Points” column of the Final Rating form. Exception: Where the “Supervisory Rating Points” column contains an “X”,
the “TRAEX Points” for that KSAO will be recorded in the “Average Points” column. If a situation arises where the
Supervisor does not return the form or does not complete it, the “TRAEX” Points will be recorded in the Average
Points Column for all KSAO. “Average Points” for all KSAO will be summed and recorded as “Total Average KSAO
Points. ” “Total Average KSAO Points” will be divided by the number of KSAO (5) to achieve the “Final Score”. To
be considered “highly qualified”, an applicant must receive a “Final Score” of 3.0 or above.

c. STEP 3—Ranking Procedure for Best Qualified. The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors used, (if any) will be determined by
applicable regulations/agreements and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

13–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 13-1)
b. SME Participating in KSAO determination. (Fig 13-2)
c. Statement of Duties-Dental Assistant (Expanded Function) GS-681-5. (Fig 13-3)
d. Job Analysis interview. (Fig 13-4)
e. KSAO consolidation. (Fig 13-5)
f. Final KSAO. (Fig 13-6)
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Figure 13–1. Memorandum for Record

Figure 13–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 13–3. Statement of Duties

359DA PAM 690–10–1 • 1 November 1983



Figure 13–3. Statement of Duties—Continued
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Figure 13–4. Job Analysis Interview
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Figure 13–5. KSAO Determination sheet
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Figure 13–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

13–5. Rating Guide.
This section contains the rating guide.

Figure 13–7. Rating guide
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Figure 13–7. Rating guide—Continued

Figure 13–7. Rating guide—Continued
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Figure 13–7. Rating guide—Continued

Figure 13–7. Rating guide—Continued
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(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

13–6. Rating Forms.
This appendix contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 13-8)

b. Supplemental Questionnaire for Supervisors. (Fig 13-9)

c. Supervisory Rating. (Fig 13-10)

d. Individual SME Panel Rating Form. (Fig 13-11)

e. Final Rating Form. (Fig 13-12)
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Figure 13–8. Supplemental Applicant Questionnaire
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Figure 13–8. Supplemental Applicant Questionnaire—Continued
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Figure 13–8. Supplemental Applicant Questionnaire—Continued
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Figure 13–8. Supplemental Applicant Questionnaire—Continued
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Figure 13–8. Supplemental Applicant Questionnaire—Continued
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Figure 13–8. Supplemental Applicant Questionnaire—Continued
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Figure 13–9. Supplemental Questionnaire for supervisors
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Figure 13–9. Supplemental Questionnaire for supervisors—Continued

Figure 13–9. Supplemental Questionnaire for supervisors—Continued
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Figure 13–9. Supplemental Questionnaire for supervisors—Continued

Figure 13–9. Supplemental Questionnaire for supervisors—Continued
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Figure 13–9. Supplemental Questionnaire for supervisors—Continued
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Figure 13–10. Supervisory Rating
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Figure 13–10. Supervisory Rating—Continued

Figure 13–11. Individual SME Panel Rating Form
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Figure 13–12. Final Rating Form
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(Title and paragraph not used.) This paragraph contains no entries.

Chapter 14
MODEL CREDITING PLAN—Electronics Technician, GS-856-11

Section I
GENERAL INFORMATION

14–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisor Rating

14–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

SF 171 and/or Official Personnel Folder
Supplemental Applicant Questionnaire. (Fig 14-7)
Supplemental Questionnaire for Supervisors. (Fig 14-8)
Supervisory Rating. (Fig 14-9)
Individual SME Panel Rating Form. (Fig 14-10)
Final Rating Form. (Fig 14-11)

14–3. CANDIDATE EVALUATION.
a. Step 1—Review for basic eligibility and minimum qualifications: Personnel Staffing Specialist will review the SF

171 of Official Personnel Folder of all applicants to determine basic eligibility and minimum qualifications in
accordance with the standard dated December 1975 for Electronics Technician, GS-856, in OPM Handbook X-118. All
applicants found to be eligible for consideration and having minimum qualifications by this step will be considered in
steps 2,3, and 4 below.

b. Step 2—Rating procedures: The following KSAO are the “Highly Qualified Criteria” which were developed
through a job analysis involving four Subject Matter Experts (SME) in the Electronics Technician area and will be used
to evaluate candidates:

K S A O  1 :  K N O W L E D G E  O F  C O M P U T E R I Z E D  A T E  ( A U T O M A T I C  T E S T  E Q U I P M E N T )  S Y S T E M S
DEFINITION—This element requires a knowledge of the configuration, operation, maintenance, and application of
ATE systems.

KSAO 2: KNOWLEDGE OF ATE (AUTOMATIC TEST EQUIPMENT) LANGUAGE DEFINITION—This
element requires a knowledge of ATE high level, assembly, and machine languages.

KSAO 3: KNOWLEDGE OF ELECTRONICS DEFINITION—This element requires a knowledge of the theory
and principles governing the functions and maintenance of electronic equipment.

KSAO 4: ABILITY TO ANALYZE ATE (AUTOMATIC TEST EQUIPMENT) SOFTWARE DESIGN CON-
CEPTS/APPLICATIONS DEFINITION—This element requires the ability to evaluate, design, interpret various ATE
systems and applications of software.

KSAO 5: ABILITY TO RESOLVE AND DIRECT THE RESOLUTION OF ATE (AUTOMATIC TEST EQUIP-
MENT) HARDWARE MALFUNCTIONS DEFINITION—This element requires experience in analysis and diagnosis
of malfunctions of ATE systems with the ability to provide direction to lower graded technicians in problem resolution.

KSAO 6: ABILITY TO COMMUNICATE IN WRITING DEFINITION—This element requires the ability to
prepare formal correspondence and reports in a clear, concise and grammatically accurate manner.

KSAO 7: ABILITY TO DEVELOP TPS (TEST PROGRAM SETS) DEFINITION—This element requires the
ability to determine test ability (feasibility), estimate total cost, and develop/improvise test methods and procedures for
the development of Test Program Sets.

A rating guide developed with the technical assistance of the SME will be used to evaluate the degree to which
candidates possess the above KSAO.
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An Ad Hoc panel consisting of three subject matter experts and a personnel staffing specialist will be convened to rate
all eligible and qualified candidates as determined in Step 1.

(1) Panel members must be capable of making informed decisions regarding criteria and qualifications in the
occupational field.

(2) Where possible, panel members will include qualified minority group members and/or women.
(3) The panel members must be at a level no lower than the position being rated.
(4) TRAEX Rating. The appropriate points for training and experience (TRAEX) will be credited to each candidate

as indicated in the rating guide by considering all information provided on the Supplemental Questionnaire for
Supervisors, the Supplemental Applicant Questionnaire, SF-171, and/or Official Personnel Folder. Awards and other
employee recognition will be considered at this tune in the rating process if they appear to provide some evidence of
possession of a higher level of one or more of the KSAO. If awards are considered as such, the award must be
identified on the rating form. Awards cannot be used to increase the level of a KSAO beyond 4 points. For each
KSAO, the personnel specialist is required to record the basis for crediting points on the Final Rating Form. The
following point values, will be used in accessing the value of each KSAO: 4—Superior; 3—Highly Acceptable; 2—
Acceptable; 1—Barely Acceptable.

(5) Supervisory Rating. Using the Supervisory Rating Form, points will be recorded in the Supervisory Rating
Column on the Final Rating Form. The point values are as follows: 4—Superior; 3—Highly Acceptable; 2—
Acceptable; 1—Barely Acceptable.

(6) Reviewing Ratings: The points derived from the individual rating will be recorded on the Final Rating Form.
When there is a difference in TRAEX ratings of more than 2 points on total raw score or a difference of more than 1
point on any one KSAO between raters, the Personnel Staffing Specialist will open a discussion of the basis for the
ratings. This discussion is intended to insure that all SME generally noted the same facts and interpreted the rating
guide in the same manner. If a larger spread exists, the applicant’s qualifications will be discussed/recredited and/or
adjusted, as appropriate. Notes will be made of the discussion and its outcome.

(7) Scoring Procedure.
(a) SME points for TRAEX will be averaged for each KSAO. This average will be transferred to the Final Rating

Form and recorded in the “TRAEX Points” column by the staffing specialist.
(b) The points obtained from the Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating

Points” column of the Final Rating Form. If the supervisor has marked an “X” for “Don’t Know,” an “X” will be
placed in the “Supervisory Rating Points” column.

(c) TRAEX Points and Supervisory Rating Points will be averaged and the results recorded in the “Average Points”
column. Where the “Supervisory Rating Points” column contains an “X”, the “TRAEX Points” for that KSAO will be
recorded in the “Average Points” column. “Average Points” for all KSAO will be summed and recorded as “Total
Average KSAO Points.” “Total Average KSAO Points” will be divided by the number of KSAO to achieve the “Final
Score.”

c. Step 3—Rating to determine “Highly Qualified”: An applicant’s score must be at least 3.0 to be considered
“Highly Qualified.”

d. Step 4—Ranking to determine “Best Qualified”: The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors if any, will be governed by
applicable regulations and the local merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

14–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. SME Participating in KSAO determination. (Fig 14-1)
b. Statement of Duties—Electronics Technician, GS-856-11. (Fig 14-2)
c. Statement of Physical demands. (Fig 14-2(a))
d. Job Analysis interview. (Fig 14-3)
e. KSAO consolidation. (Fig 14-4)
f. Final KSAO. (Fig 14-5)
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Figure 14–1. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 14–2. Job Description
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Figure 14–2. Job Description—Continued
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Figure 14–2. Job Description—Continued

385DA PAM 690–10–1 • 1 November 1983



Figure 14–2(A). Job Description
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Figure 14–3. Job Analysis Interview
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Figure 14–3. Job Analysis Interview—Continued
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Figure 14–3. Job Analysis Interview—Continued

Figure 14–3. Job Analysis Interview—Continued
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Figure 14–3. Job Analysis Interview—Continued
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Figure 14–3. Job Analysis Interview—Continued
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Figure 14–3. Job Analysis Interview—Continued
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Figure 14–4. KSAO Determination Sheet
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Figure 14–4. KSAO Determination Sheet—Continued
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Figure 14–5. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

14–5. Rating Guide.
This section contains the rating guide.
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Figure 14–6. Rating Guide
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Figure 14–6. Rating Guide—Continued
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Figure 14–6. Rating Guide—Continued
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Figure 14–6. Rating Guide—Continued
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Figure 14–6. Rating Guide—Continued
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Figure 14–6. Rating Guide—Continued
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Figure 14–6. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

14–6. Rating Forms.
This section contains the following documents.

a. Supplemental Applicant Questionnaire. (Fig 14-7)

b. Supplemental Questionnaire for Supervisors. (Fig 14-8)

c. Supervisory Rating. (Fig 14-9)

d. Individual SME Panel Rating Form. (Fig 14-10)

e. Final Rating Form. (Fig 14-11)

402 DA PAM 690–10–1 • 1 November 1983



Figure 14–7. Supplemental Applicant Questionnaire
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Figure 14–7. Supplemental Applicant Questionnaire—Continued

404 DA PAM 690–10–1 • 1 November 1983



Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–7. Supplemental Applicant Questionnaire—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–8. Supplemental Questionnaire for Supervisor—Continued
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Figure 14–9. Supervisory Rating
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Figure 14–9. Supervisory Rating—Continued
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Figure 14–10. Individual SME Panel Rating Form
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Figure 14–11. Final Rating Form
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Chapter 15
MODEL CREDITING PLAN—Illustrator, GS-1020-7

Section I
GENERAL INFORMATION

15–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings (TRAEX)
Supervisory Rating

15–2. RATING FORMS.
The following forms will be obtained or generated on each candidate and used in the rating process:

Personal Qualifications Statement, SF 171 or Official Personnel Folder
Samples of Various Illustrations
Supplemental Applicant Questionnaire. (Fig 15-9)
Supplemental Questionnaire for Supervisors. (Fig 15-10)
Supervisory Rating. (Fig 15-11)
Individual SME Panel Rating Form. (Fig 15-12)
Final Rating Form. (Fig 15-13)

15–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete

a preliminary review of applications (SF 171) or Official Personnel Folder to establish basic eligibility and minimum
qualifications in accordance with the standard dated September 1979 for Illustrator, GS-1020, in OPM Handbook X-
118. All applicants found to be eligible for consideration and having minimum qualifications will be considered in
steps 2 and 3 below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria”, which were developed through a job
analysis involving three subject matter experts (SME) in illustration, will be used to evaluate candidates:

1. ABILITY TO ILLUSTRATE FACTUAL MATERIAL IN SEVERAL COMMON ART MEDIA—Includes
Illustrator’s understanding of subject and ability to select appropriate media for completion of assignment.

2. KNOWLEDGE OF GRAPHIC ART REPRODUCTION METHODS—Includes understanding of common use
of graphic art reproduction methods to produce camera ready art and mechanics.

3. SKILL IN USE OF TECHNICAL ART EQUIPMENT—Involves Illustrator’s knowledge of advantages and
limitations of various technical equipment to produce best and most easily understood illustrative material.

4. ABILITY TO PREPARE LAYOUTS—Requires use of perspective angle of views or artistic effect to achieve
desired objectives while keeping with styles of presentation familiar to intended audiences.

For positions requiring subject matter knowledge, an additional KSAO will have to be identified at the time of rating.
The Rating Guide developed with the technical assistance of the above mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities, and other characteristics (KSAO). An ad hoc
panel of SME chaired by a Personnel Staffing Specialist will be convened to rate all qualified candidates as determined
in Step 1 above.

(1) The appropriate points for Training and Experience (TRAEX) will be assigned on the Individual SME Panel
Rating Form as indicated in the Rating Guide by considering all information provided in the SF 171 and/or Official
Personnel Folder, Supplemental Applicant Questionnaire, and Supplemental Questionnaire for Supervisors, Awards and
other employee recognition(s) will be considered at this time in the rating process if they appear to provide some
evidence of possession of a higher level of one or more of the KSAO. If awards are considered evidence of a higher
level of possession of a KSAO, the award should be identified in the comment section of the rating form. Awards
cannot be used to increase the level of a KSAO beyond four points. For each KSAO the subject matter expert is
required to record the basis of the points selected in the comment section of the Individual SME Panel Rating Form.
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The following point values will be placed in the TRAEX column of the Individual SME Panel Rating Form: 4—
Superior; 3—Highly Acceptable; 2—Acceptable; 1—Barely Acceptable.

(2) Supervisory Rating. The employee’s supervisor will complete and return the supervisory rating form. The point
values are identical to those in (1) above.

(3) Reviewing Ratings. When there is a difference in TRAEX ratings of 2 points on a KSAO between raters, the
personnel specialist will open a discussion of the basis for the ratings. This discussion is intended to ensure that all
SME generally noted the same facts and interpreted the Rating Guide in the same manner. SME will not be required to
reach a consensus if they maintain their decisions after checking the facts and discussing the level definitions in the
Rating Guide. Notes will be made of their discussion and its outcome.

(4) Scoring Procedure. (a) SME points for TRAEX will be averaged for each KSAO. This average will be recorded
on the Final Rating Form by the Personal Specialist in the column, “TRAEX Points”. (b) The points obtained from the
Supervisory Rating will be recorded for each KSAO in the “Supervisory Rating Points” column of the Final Rating
Form. If the supervisor has marked an “X” for “Don’t Know”, an “X” will be placed in the “Supervisory Rating
Points” column. (c) TRAEX Points and Supervisory Rating Points will be averaged and the result will be recorded in
the “Average Points” column. Where the “Supervisory Rating Points” column contains an “X”, the TRAEX Points for
that KSAO will be recorded in the “Average Points” column. Average Points for all KSAO will be summed and
recorded as “Total Average KSAO Points ”. “Total Average KSAO Points” will be divided by the number of KSAO to
achieve the “Final Score”.

c. Step 3—Rating to Determine “Highly Qualified”. To be considered a highly qualified candidate for Illustrator,
GS-1020-7, the Final Score must be 3.0 or above.

d. Step 4—Ranking to Determine “Best Qualified”. The candidates with the highest scores will be referred to the
selecting official. The number of candidates to be referred and tie-breaking factors used, if any, will be governed by
applicable regulations and the merit promotion plan.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

15–4. KSAO Determination (Job Analysis)
This section contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 15-1)
b. SME Participating in KSAO determination. (Fig 15-2)
c. Statement of Duties—Illustrator, GS-1020-7. (Fig 15-3)
d. Job Analysis interview. (Fig 15-4)
e. SME KSAO determination. (Fig 15-5)
f. KSAO consolidation. (Fig 15-6)
g. Final KSAO. (Fig 15-7)
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Figure 15–1. Memorandum for Record

Figure 15–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 15–3. Job Description
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Figure 15–3. Job Description—Continued
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Figure 15–3. Job Description—Continued
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Figure 15–4. Job Analysis Interview
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Figure 15–5. KSAO Determination Sheet
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Figure 15–5. KSAO Determination Sheet—Continued
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Figure 15–5. KSAO Determination Sheet—Continued
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Figure 15–5. KSAO Determination Sheet—Continued
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Figure 15–5. KSAO Determination Sheet—Continued
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Figure 15–5. KSAO Determination Sheet—Continued
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Figure 15–6. Consolidation KSAO
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Figure 15–6. Consolidation KSAO—Continued
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Figure 15–7. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

15–5. Rating Guide.
This section contains the rating guide.

Figure 15–8. Rating Guide
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Figure 15–8. Rating Guide—Continued
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Figure 15–8. Rating Guide—Continued
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Figure 15–8. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

15–6. Rating Forms
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 15-9)

b. Supplemental Questionnaire for Supervisors. (Fig 15-10)

c. Supervisory Rating. (Fig 15-11)

d. Individual SME Panel Rating Form. (Fig 15-12)

e. Final Rating Form. (Fig 15-13)
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Figure 15–9. Supplemental Applicant Questionnaire
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Figure 15–9. Supplemental Applicant Questionnaire—Continued
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Figure 15–9. Supplemental Applicant Questionnaire—Continued
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Figure 15–9. Supplemental Applicant Questionnaire—Continued
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Figure 15–9. Supplemental Applicant Questionnaire—Continued
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Figure 15–10. Supplemental Questionnaire for Supervisors

447DA PAM 690–10–1 • 1 November 1983



Figure 15–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 15–10. Supplemental Questionnaire for Supervisors—Continued

Figure 15–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 15–10. Supplemental Questionnaire for Supervisors—Continued
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Figure 15–11. Supervisory Rating
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Figure 15–11. Supervisory Rating—Continued

Figure 15–12. Individual SME Panel Rating Form
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Figure 15–13. Final Rating Form
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Chapter 16
MODEL CREDITING PLAN—Equipment Specialist (General), GS-1670-11

Section I
GENERAL INFORMATION

16–1. MEASUREMENT TOOLS.
The following measurement tools will be used in the rating process:

Training and Experience Ratings
Supervisory Rating

16–2. RATING FORMS.
Personal Qualifications Statement, SF 171
Supplemental Applicant Questionnaire. (Fig 16-8)
Supplemental Questionnaire for Supervisors. (Fig 16-9)
Supervisory Rating. (Fig 16-10)
Individual SME Panel Rating Form. (Fig 16-11)
Final Rating Form. (Fig 16-12)

16–3. CANDIDATE EVALUATION.
a. Step 1—Review for Basic Eligibility and Minimum Qualifications: Personnel Staffing Specialist(s) will complete a

preliminary review of Official Personnel Folders and/or applications (SF 171) to determine basic eligibility and
minimum qualifications in accordance with the standard dated July 1964 for Equipment Specialist, GS-1670, in OPM
Handbook X-118. Personnel Staffing Specialists will also check to see that all applicants meet the Selective Placement
Factors for this position (i.e., permanent duty station is rotated periodically among CONUS/OCONUS locations, with
extended TDY required in response to requirements of the Logistic Assistance Program). This will be accomplished by
having each applicant submit a signed World-Wide Mobility Agreement. Applicants found to be eligible for considera-
tion and having minimum qualifications will be considered in steps 2 and 3 below.

b. Step 2—Rating Procedure: The following “highly qualifying criteria” which were developed through a job
analysis involving three subject matter experts (SME), and will be used to evaluate candidates:

1. KNOWLEDGE OF TROOP SUPPORT SYSTEMS. This includes knowledge of the operation and maintenance
(including the overhaul and repair of the following Troop Support Systems: Soldier Support Systems, Power Generat-
ing Systems, POL/Distribution Systems, LOC/Base Support Systems, Environmental Control Systems, and Combat
Support Systems.

2. ABILITY TO INTERPRET AND APPLY WRITTEN INSTRUCTIONS ON EQUIPMENT MAINTENANCE.
This includes the ability to use/operate special tools and test equipment; to research technical publications; to interpret
Army regulations and maintenance bulletins, blueprints, wiring diagrams, etc.

3. ABILITY TO ANALYZE AND EVALUATE ITEMS OF EQUIPMENT. This includes the ability to analyze
and evaluate the maintainability and reliability to assigned equipment, and to provide technical input to assist in
making decisions concerning the repairability or disposition of various components or major items.

4. ABILITY TO MEET AND DEAL WITH OTHERS. This includes the ability to meet, deal and communicate
with people on all organizational levels—Commanders through shop personnel.

5. ABILITY TO COMMUNICATE IN WRITING. This includes the ability to communicate in writing through
the preparation of trip/problem reports, maintenance advisory memos, fact sheets, etc.

6. ABILITY TO PREPARE AND PRESENT A FORMAL COURSE OF INSTRUCTION. This includes the
ability to organize and prepare a course of instruction, and transfer information understandably to individuals and/or
groups informally and in classroom situations.

A Rating Guide developed with the technical assistance of the above-mentioned SME will be used to evaluate the
degree to which candidates possess the above knowledges, skills, abilities and other characteristics (KSAO).
An ad hoc panel of three subject matter experts (SME) will be convened to rate all candidates determined to be
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qualified in Step 1 above. One member of the panel (most experienced as panel member or senior SME) will act as
chairman. A Personnel Staffing Specialist will act as CPO advisor to assure regulatory compliance.

(1) Training & Experience Ratings. The appropriate points for Training and Experience (TRAEX) will be assigned
as indicated in the Rating Guide by considering all information provided on the SF 171, Supplemental Applicant
Questionnaire, and Supplemental Questionnaire for Supervisors. Job related self-development, training and awards will
be considered at this time in the rating process if they appear to provide some evidence of possession of a higher level
of one or more of the KSAO. The following point values will be placed in the TRAEX column of the Individual SME
Panel Rating Form: 4—Superior, 3—Highly Acceptable, 2—Acceptable, 1—Barely Acceptable.
Each SME will rate each applicant against each KSAO and will be required to record the basis of rating on each
KSAO in the comment section of the Individual SME Panel Rating Form. The basis of rating will document any
efficiency that results in less than a superior level rating. No assigned point rating will exceed 4 (superior level).

(2) Reviewing Ratings. The ratings derived from the individual SME on each applicant will be reviewed. Any
difference in ratings on each KSAO for each applicant will be discussed by the panel members to come up with a
consensus rating. This discussion is intended to insure that all SME generally noted the same facts and interpret the
Rating Guide in the same manner.

(3) Scoring Procedures:
(a) The consensus rating for each KSAO will be recorded on the Final Rating Form for each applicant under the

TRAEX Column. If no consensus rating can be reached, the panel chairman will determine the final rating. This will
be documented in the comment section of the rating form. The basis for any rating less than 4 (superior) will also be
documented.

(b) Supervisory Rating. The supervisor’s rating for each KSAO will be recorded in the Supervisory Rating Column
of the Final Rating Form. The point values are identical to those in (1) above. If the supervisor has indicated “Not
Observed” on a KSAO element, the SME consensus rating for that KSAO will be also counted as the supervisor’s
rating for the KSAO. Therefore, the applicant will not be penalized because their present supervisor has no knowledge
about their abilities for a particular KSAO when that experience/training/award was gained elsewhere (e.g., under a
former supervisor at a different installation/private industry).

(c) The TRAEX points and the supervisor’s rating will be averaged and the result will be recorded in the “Average
Points” column. Average points for all KSAO will be summed and recorded as the applicant’s overall raw score (“
Total Average KSAO Point”).

c. Step 3—Rating to Determine “Highly Qualified”. All candidates with an overall raw score of 18 or greater will be
considered “highly qualified”.

d. Step 4—Ranking to determine “best qualified”. Any obvious or clear break in the total scores of the “highly
qualified” candidates will serve as a cutoff point for the “best qualified” candidates. Tie breaking methods (if required)
will be applied in accordance with local procedures/regulations.
All documentation, to include basis for determining job relatedness and basis for tie breakers or other judgmental
factors applied, will be fully documented and made a permanent part of the promotion record.

Section II
KSAO DETERMINATION (JOB ANALYSIS)

16–4. KSAO Determination (Job Analysis).
This appendix contains the following documents:

a. Memorandum Documenting the Job Analysis Process. (Fig 16-1)
b. SME Participating in KSAO determination. (Fig 16-2)
c. Statement of Duties—Equipment Specialist (General), GS-1670-11. (Fig 16-3)
d. Job Analysis Interview. (Fig 16-4)
e. KSAO consolidation. (Fig 16-5)
f. Final KSAO. (Fig 16-6)
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Figure 16–1. Memorandum for Record

Figure 16–2. Subject Matter Experts (SME) Participating in KSAO Determination
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Figure 16–3. Job Description
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Figure 16–3. Job Description—Continued
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Figure 16–3. Job Description—Continued
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Figure 16–4. Job Analysis Interview
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Figure 16–4(A). Job Analysis Interview
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Figure 16–5. KSAO Determination Sheet
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Figure 16–5. KSAO Determination Sheet—Continued
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Figure 16–5. KSAO Determination Sheet—Continued
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Figure 16–5. KSAO Determination Sheet—Continued
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Figure 16–5. KSAO Determination Sheet—Continued

Figure 16–6. Final KSAO

(Title and paragraph not used.) This paragraph contains no entries.

Section III
RATING GUIDE

16–5. Rating Guide.
This section contains the rating guide.

466 DA PAM 690–10–1 • 1 November 1983



Figure 16–7. Rating Guide
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Figure 16–7. Rating Guide—Continued
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Figure 16–7. Rating Guide—Continued
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Figure 16–7. Rating Guide—Continued

Figure 16–7. Rating Guide—Continued
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Figure 16–7. Rating Guide—Continued

(Title and paragraph not used.)

This paragraph contains no entries.

Section IV
RATING FORMS

16–6. Rating Forms.
This section contains the following documents:

a. Supplemental Applicant Questionnaire. (Fig 16-8)

b. Supplemental Questionnaire for Supervisors. (Fig 16-9)

c. Supervisory Rating. (Fig 16-10)

d. Individual SME Panel Rating Form. (Fig 16-11)

e. Final Rating Form. (Fig 16-12)
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Figure 16–8. Supplemental Applicant Questionnaire
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–8. Supplemental Applicant Questionnaire—Continued
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Figure 16–9. Supplemental Questionnaire for Supervisors
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Figure 16–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 16–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 16–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 16–9. Supplemental Questionnaire for Supervisors—Continued

Figure 16–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 16–9. Supplemental Questionnaire for Supervisors—Continued
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Figure 16–10. Supervisory Rating
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Figure 16–10. Supervisory Rating—Continued
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Figure 16–11. Individual SME Panel Rating Form
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Figure 16–12. Final Rating Form
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Chapter 17
MODEL CREDITING PLAN—Interns

Section I
GENERAL

17–1. Purpose of plan.
The purpose of this plan is to provide a reliable and accurate method of evaluating candidates to ascertain their ability
to enter and successfully complete formal training in Army Career Program Internships. This crediting plan has been
developed to rate candidates recruited under the Army’s Mobility, Opportunity, and Development (AMOD) Program as
well as candidates for entry into the regular intern program positions listed below. Target jobs covered by the plan
area?

a. Safety Management Specialist
b. Equal Employment Specialist
c. Management Analyst (Manpower)
d. Computer Specialist
e. Public Affairs Specialist
f. Contract Specialist
g. Housing Management Specialist
h. Equipment Specialist
i. General Supply Specialist
j. Traffic Management Specialist
k. Personnel Management Specialist
l. Management Analyst (Comptroller)
m. Budget Analyst

17–2. Minimum qualifications.
a. Minimum qualifications for AMOD internships. Entry level AMOD Intern positions covered by this crediting

plan are classified in the GS-301 series. This series provides a transition from other lines of work into career program
occupations. Minimum qualifications for the GS-301 entry level position will be evaluated under Office of Personnel
Management (OPM) Handbook X-118, Qualification Standards for Positions under the General Schedule, Multi-Group
Standard for Administrative Positions, GS-5/15. This standard will be extended to include qualifications for the GS-4
entry level in accordance with the pattern of length and kind of experience required for the grades for which
qualifications are specifically stated. In other words, two years of general experience as described under General
Experience in OPM Handbook X-118, Multi-Group Standard for Administrative Positions, GS-5/15 will be required for
the GS-301-4 entry level.

b. Minimum qualifications for regular career internships. Candidates’ qualifications will be evaluated under the
appropriate career program series in the OPM Handbook X-118 when the AMOD Program training agreement is not
used.

17–3. Criteria to be used for rating:
a. The following criteria will be used to distinguish highly qualified candidates from qualified candidates:
(1) Analytical ability. This is the ability to identify and absorb relevant data or factors in job-related (paid or

volunteer) situations.
(2) Judgment. This is the ability to look at all possible courses of action and make appropriate decisions.

Note. Job Descriptions for entry jobs and career ladder jobs may be found in AR 690-500, chapter 502.

(3) Planning and organizing. This is the ability to organize tasks and achieve goals according to priority and set
deadlines.

(4) Reading comprehension. This is the ability to read and understand written material such as instructions or
regulations. Further, it is the ability to relate the principles and concepts in the written material to specific situations or
problems.
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(5) Oral communications. This is the ability to orally express ideas clearly, logically, and in the correct grammatical
form.

(6) Written communications. This is the ability to express ideas in writing clearly, logically, and in the correct
grammatical form.

(7) Stress tolerance. This is the ability to perform effectively and maintain composure in tension-filled situations.
(8) Human relations. This is the ability to get along with supervisors, coworkers and the public and work effectively

with them.
(9) Mechanical ability. This is the ability to visualize, understand, and identify elements of systems. (This trait

applies only to Equipment Specialists.)
b. These criteria may have been gained through all types of experience, paid or volunteer work, or through formal

training.

17–4. Rating instruments to be used.
a .  A p p r a i s a l s .  A p p r a i s a l s  ( S u p p l e m e n t a l  A p p l i c a n t  Q u e s t i o n n a i r e  ( S A Q ) ,  S u p e r v i s o r y  A p p r a i s a l  a n d  R a t i n g

Worksheets) will be completed by the candidate, the supervisor, and raters, respectively. The appraisals are virtually
identical in format. There are minor grammatical changes appropriate to the person who is completing the appraisal.
(Sample Appraisals are at Section II at figures 17-1, 17-2 and 17-3, respectively.) The appraisals contain the worker
traits (WT) derived from the job analysis. The WT are defined in terms of the abilities they represent. A rating scale
from one to seven has been provided. The scale has been anchored to behavioral conclusions at four of the seven levels
of achievement. Values one, two, and three represent levels of attainment too low to infer confidence that the
candidates could successfully complete AMOD training. Value four represents an acceptable level of attainment
inferring reasonable confidence that the candidates could successfully complete the training. Five and above represent a
high level of confidence that the candidate can successfully complete AMOD training. Thus, they represent the highly
qualifying level. The rating scale contains extreme and intermediate values because supervisors, candidates and raters
usually find a range of decision points more comfortable to use.

b. How Appraisals are to be completed. Candidates must complete the SAQ. They must support self-rating at value
four and above with examples of achievements and activities. Supervisors must complete the Supervisory Appraisal
and must support their ratings at value four and above. Supervisors may mark a block titled “Not Observed” to indicate
they have not observed the candidate demonstrating a WT. This block is essential since candidates may not have
demonstrated all WT on their current jobs. Supervisors should not give ratings where they have not observed any
supporting behavior. Information on completion of Rating Worksheets is in paragraph 17-5.

c. Other information documents. The SF 171 or Official Personnel File (OPF) will be used to determine basic
eligibility and minimum qualifications. Neither the SF 171 nor OPF serves well as the sole source of information about
behavior and activities of candidates whose training and experience are not closely related to the professional series.
However, they are important supplemental sources of information. They will be used by the panel of raters to help
draw behavioral conclusions.

17–5. Method of rating candidates.
a. A panel of 3-5 persons experienced in evaluating candidates will do the rating. Subject matter experts (SME) in

each occupation covered by the vacancy announcement are not necessary. The candidates in the applicant pool will
generally have a variety of work experience. Some of the experience will not be directly related to the specific
occupations. Since the WT are defined in broad terms, raters need only be experienced in rating candidates. The raters
must be consistent, objective and interested in completing the rating and in the goals of the intern program. Raters must
be above GS-9. They should be generally knowledgeable about professional, technical, or administrative work. As
much as possible, minorities and women will be represented on panels.

b. The SAQ (self-rating) and Supervisory Appraisal (supervisory rating) and the SF 171 or OPF for each applicant
will be reviewed by raters who will also assign ratings (panel rating).

c. Before starting the rating process, raters will review a representative sample of candidates’ SAQ. The raters
should prepare benchmark samples of achievements for each level of the rating scale. This will further insure
consistency in rating applicants when the eligibles exceed 30 candidates. (See Section III for a method of preparing
benchmarks.) Although raters may rate without using benchmarks if 30 or fewer candidates are rated, benchmarks are
considered very important to achieve objective ratings. Therefore, benchmarks should be developed for each level of
the rating scale for each occupational series under this crediting plan. This may be accomplished over two or more
announcement periods, if necessary, to acquire a representative sample of achievements.

d. Raters will be given the Instructions to Rater (Section III) at the start of the rating panel meeting. Raters will read
and sign the instructions, review the benchmarks and discuss any other procedures that might help them in the rating
process. Raters will not be told which WT are key to the jobs for which the candidates are being considered.

e. Using the Rater Worksheet, raters will assign independent ratings by reviewing SAQ, Supervisory Appraisal and
an SF 171 or the candidate’s OPF. Raters should apply the rating guide benchmarks when there are more than 30
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candidates. Raters will write an explanation for their ratings on each WT. They should cite achievements and activities
that support their conclusions.

f. A personnel staffing specialist will review the ratings to insure consistency among raters. If ratings are more than
one point value apart, or vary by more than two points above or below the supervisory appraisal and self appraisal, the
personnel staffing specialist will talk to the raters to identify the cause of the variation. This discussion should help the
raters reach a closer agreement. The discussion should also explain differences about an achievement warranting a
specific point value. If one rater remains inconsistent and discussions do not help, the rater will be replaced.

17–6. Scoring.
a. Add the rater scores for Analytical Ability and divide by the number of raters. This produces average score on

that WT.
b. Add the rater scores for Judgment and divide by the number of raters. This produces average score on that WT.
c. Continue this procedure for each of the remaining WT.

Note. The numerical ratings assigned by the applicant and the supervisor will not be counted in the rating process.

17–7. Determining highly qualified candidates.
Work in the Secretary of the Army Mobility, Opportunity, and Development (SAMOD) program confirmed that rarely
do knowledges, skills, abilities, and other characteristics (KSAO) have equal relevance to superior performance. A
study tested the relevance of the WT to each of the 13 jobs in the AMOD program. A Metric Matrix Hierarchical
Analysis was conducted. Six SME from each occupation completed pairwise comparison questionnaires. These were
analyzed. The resulting weights are at fig 17-4. The WT differed in weight from one target job to another. For
example, Analytical Ability ranged from .0506 for Housing Management Assistant to .1848 for Budget Analysis. In
each job four or five WT received a higher weight than others. These have been identified as the key WT. (See Fig 17-
5).

17–8. Ranking Candidates to Determine Those Who will be Referred to the Selecting Official.
Candidates who have achieved an average score of 5.0 points on each key WT for the job(s) for which they are being
considered and no less than 4.0 points on the remaining WT receive a rating of highly qualified. (See fig 17-5). In
determining which of the highly qualified candidates will be referred to the selecting official, one of the following
methods may be used.

a. Refer all candidates who received a highly qualified rating. (Selecting officials should have a reasonable number
of highly qualified candidates from which to select but should not be burdened with an excessive number of candidates
to consider).

b. Add the average score for each WT for each highly qualified candidate. Place candidates in rank order. If obvious
distinctions can be made in the final scores, refer those candidates with the higher scores provided that this method
produces a reasonable number of candidates. If a reasonable number of candidates is not produced or if differences in
scores are infinitesimal, the method outlined in paragraph c below may be used.

c. Rank highly qualified candidates by a tie breaking procedure. Rank will be decided by using a number from 0 to
9 obtained by random chance. The number may be chosen using a computer program usually available as part of
computer software packages, or by other means, such as a drawing. The number must be chosen at random. The
method for producing the rank order using this random number is at figure 17-6. Length of experience will not be used.
It is not considered to be as fair as a system which shows no correlation with other nonmerit factors such as age.

17–9. Procedure for referring candidates.
The purpose of the program is to select individuals who will successfully complete the program regardless of current
grade held. Because of a tendency for evaluator’s judgment to be contaminated by the assumption that those who have
worked at a higher graded job (such as GS-7) automatically are better qualified than those who have worked at a lower
grade (such as GS-4 or GS-5), the referral list will be in alphabetical order regardless of current grade level or grade
for which qualified. A reasonable number of candidates will be referred. One of the goals of the program is to support
affirmative action. Therefore, referring a large number of candidates will insure that a better sample of minorities and
women will be considered by the selecting officials.

17–10. Job analysis documentation.
Job analysis documentation and other information about the development of this crediting plan is on file at the US
Army Civilian Personnel Center (PECC-CMS), 200 Stovall Street, Alexandria, VA 22332.
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Figure 17–1. Supplemental Applicant Questionnaire
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–1. Supplemental Applicant Questionnaire—Continued
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Figure 17–2. Supervisory Appraisal
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–2. Supervisory Appraisal—Continued
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Figure 17–3. Rater Worksheet
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Figure 17–3. Rater Worksheet—Continued
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Figure 17–3. Rater Worksheet—Continued
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Figure 17–3. Rater Worksheet—Continued
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Figure 17–3. Rater Worksheet—Continued
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Figure 17–4. Worker Traits Weights
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Figure 17–5. Key Worker Traits
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Figure 17–5. Key Worker Traits—Continued

521DA PAM 690–10–1 • 1 November 1983



Figure 17–6. Random Number Procedure for Ranking Candidates
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Section III
HOW TO DEVELOP THE RATING GUIDE

17–11. Achievement benchmarks are developed from the SAQ received.
It is not feasible to develop benchmarks unless there are an adequate number of good, clear applicant responses. There
should be a sufficient sample of SAQ if over 30 eligible candidates apply.

17–12. The procedure is as follows:
a. For each WT, screen the returned SAQ for five to ten low and high achievements and 20 in the middle range.

About 30 to 50 responses should survive the screen. Do not use more than 70 achievements for each WT. Use
considerable judgment to develop a good sample of complete, clear responses. Select the clearest responses and the
best answers to the questions asked in the SAQ. If there are not enough unique, complete responses at any of the
levels, responses may be modified to adjust level, clarity or completeness. Paste or staple each achievement to a “5 x
8” card. Prepare a deck of achievement cards for each WT. Number the achievement cards in the deck sequentially.

b. The rating panel will review the achievement cards and decide the value of each achievement. Use at least three
raters to complete this review. Prepare a set of card decks for each rater. (Waiting for achievement card decks wastes
rater time.)

c. When raters first arrive, allow time to get acquainted. Discuss the steps taken to date and explain that raters are to
rate the responses on each achievement card deck on a 1 to 7 scale:

Figure 17–12A. Rating on a 1 to 7 Scale

d. The raters should use the Achievement Rating Worksheet to record ratings (See fig 17-7). One worksheet will be
used for each WT. The worksheet is followed by instructions for completing it.

e. Give each rater an achievement card deck for one WT. Have raters record their ratings of each achievement on
the Achievement Rating Worksheet. When a rater has completed one deck, shuffle the deck and pass it on to another
rater who has not yet reviewed it. Continue this process until all raters have reviewed and rated each deck.

f. Caution raters to rate only on the achievement presented in the response, not the quality of expression or spelling.
Also remind raters that achievement in a job related setting is not necessarily better than an achievement in other
settings. When raters finish, review the Worksheets for omissions or errors. Then release the panel.

g. Tally the ratings given to each response. Compute the average rating for each achievement for each rating.
h. Select two or three achievements for each point value (0, 1, 2, 3, 4, 5, 6, 7) for each WT. To do this, identify

those achievements with average ratings:
(1) which are closest to a number on the rating scale and
(2) where there is unanimous agreement among raters.

If this does not produce three achievements for each point on the rating scale for each WT, review the achievements
again. Select additional benchmarks in which only one rater disagreed by only one point.

i. The average will often be a number that includes fractions of a point. Use the following ranges to determine the
point value to which the average is closest:

.0 - .5=0 points

.6 - 1.5=1 point
6 - 2.5=2 points
6 - 3.5=3 points
6 - 4.5=4 points
6 - 5.5=5 points
6 - 6.5=6 points
6 - 7.0=7 points

j. For each WT prepare a list of the narrative achievements under the appropriate point values, Analyze the
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achievements at each point value to find the common factors that result in the achievements being placed at each point
level. These factors frequently can be found by asking these five questions about the achievements.

Figure 17–12B. Five achievement questions.

(1) Write descriptions of the common factors of the benchmarks at each achievement level for each item.

(2) Organize the final rating guide in the following format:
First Worker Trait title (i.e., Analytical Ability)

— Definition of first W. T.
— Description of common factors of the benchmarks for 7 points
— Sample achievements that represent 7 point level
— Description of common factors of the benchmarks for 6 points
— Sample achievements that represent 6 points
— Description of common factors of the benchmarks for 5 points
— Sample achievements that represent 5 points
— Description of common factors of the benchmarks for 4 points
— Sample achievements that represent 4 points
— Description of common factors of the benchmarks for 3 points
— Sample achievements that represent 3 points
— Description of common factors of the benchmarks for 2 points
— Sample achievements that represent 2 points
— Description of common factor of the benchmarks for 1 point
— Sample achievements that represent the 1 point level
Use this format for each worker trait.

(3) Reconvene the panel. Give each rater a copy of the rating guide to review and ask for comments and
concurrence. Revise the rating guide where raters have problems with it. Do not finalize the rating guide until all raters
agree that the rating guide is realistic, clear and usable. When the panel agrees on the rating guide, it can be used to
evaluate candidates.
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Figure 17–7. Achievement Rating Worksheet
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Figure 17–7. Achievement Rating Worksheet—Continued

Section IV
INSTRUCTIONS TO RATERS

17–13. AMOD program summary
The Army’s Mobility, Opportunity, and Development (AMOD) Program is a staffing and training program designed to
give high potential individuals both from within and outside DA an opportunity to advance to their highest potential in
civilian career program positions. The AMOD program is also intended to provide a way to achieve Army Affirmative
Action goals. AMOD is designed to extend opportunities to reach those persons whose past experience and education
have not qualified them for entrance in regular Army career intern positions. This program provides exception to
normal qualifications through placement in GS-301-4,5, or 7 entry level positions, and advancement into target career
program series after successful completion of formal training. Progression into career program series is authorized by
an Army-wide Training Agreement.
The training period for AMOD interns may be from 18 to 54 months. The length depends upon entry level and
qualifications. When the internship is completed, AMOD interns are noncompetitively promoted to the target position
of GS-9 or GS-11. (The target position depends upon the career program.)

17–14. Overall evaluation process
a. General. The applicant pool is likely to comprise individuals who have never performed professional, technical or

administrative work, and who do not possess a college degree or extensive college education. Therefore, the rating
system does not rely on possession of training and experience as the chief means of predicting the candidate’s
potential. The rating system uses a multiple appraisal approach. That is, the decision on whether a candidate has the
potential to enter and successfully complete the training program is based primarily on a combination of opinions about
essential traits the worker must possess to successfully complete the program. These include opinions expressed by a
supervisor who has observed the candidate at work, the candidates themselves, and the raters. A rating scale from 1 to
7 is provided on the three rating forms. Four general conclusions (benchmarks) about the candidate’s level of
achievement of the worker trait (WT) have been set at intervals to explain the significance of the values on the scale.
(See Supplemental Applicant Questionnaire and Supervisory Appraisal.)

b. Rater’s procedures for rating candidates.
(1) Rating Forms. The Rater Worksheet (see fig 17-3) contains a rating scale from 1 to 7 and four benchmark

conclusions about the candidate’s achievement on each WT. You will be given the Supervisory Appraisal, the
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Supplemental Applicant Questionnaires, and either an SF 171 or the Candidate’s OPF. These sources help you decide
what value from the rating scale should be assigned. The rating assigned must be based on the available documenta-
tion. Those achievements which are considered to support the rating must be cited in the space provided for the WT on
the Rater Worksheet.

(2) Achievements. An achievement is any evidence or combination of evidence that the candidate meets or exceeds
one of the value levels on the rating scale. Evidence might be behaviors described, tasks and activities carried out, or
opinions given by the supervisor, the applicant, or other persons. Evidence may be observed in work assignments,
hobbies, volunteer work, awards, courses, or other activity.

(3) Things to consider in rating. You must decide if the evidence supports assigning a specific level of achievement
in the rating scale. Single incidents such as a training course, an award, a single task or activity accomplished, should
not be used as a sole reason for assigning a particular rating, especially the highest rating. Ratings should be based
upon the combination of evidence. Attitudes, and opinions expressed, as well as the incidents, activities, tasks and
forms of education or recognition should be considered.

(4) Awards and Training. The possession of an appropriate award may help to support a high rating, but is not a
requirement for a high rating. A candidate whose overall history of achievement on an ability is equally high should
not be rated lower because he or she has not received an award. Completion of courses may demonstrate a good level
of ability, but this does not detract from another candidate’s history of achievement in the ability without having taken
courses. Therefore, raters should not give credit for training courses or awards as plus factors. Recency of awards or
courses is not a valid reason for assigning a higher rating. Writing ability will not be rated based upon the skill with
which the candidate wrote the justifications in the Supplemental Applicant Questionnaire or the SF 171 because there
is no way to insure that the candidate was the writer.

(5) Nonmerit Factors. Nonmerit factors include race, sex, age, color, religion, national origin, political affiliation,
marital status, physical handicap which does not interfere with the accomplishment of the job, or membership or
nonmembership in an employee organization. These factors must not be considered in the candidate evaluation process.

(6) Consistency. You must be objective and consistent. If a rating guide has not been provided, consistency can still
be achieved. Notes should be made on combinations of evidence, which represent each rating level assigned, so that
these notes can be referred to during the rating process. Rater note sheets for each level are at fig 17-8. These rater
note sheets can be used for notetaking. If a rating guide has been provided, it will be easier to be consistent in crediting
evidence without keeping notes. The attached sheets may still be used to keep notes if this would help you in being
more consistent.

(7) Raters will work independently in assigning ratings. A personnel staffing specialist will review the values
assigned to decide if there is too much variance in ratings. Where the variance is too great, the personnel staffing
specialist will discuss the ratings with the panel. The discussion should resolve different interpretations of the
significance of the candidate’s achievements, or the weight given to the supervisor’s opinion or the candidate’s opinion.
Discussion about the candidates and their qualifications must be limited to matters directly related to the positions for
which they are being considered. Do not take into consideration or discuss inappropriate matters such as personal
characteristics not verified in the record or not directly covered by the WT.

(8) Computing the scores. A Personnel Office Representative will compute scores. The personnel office will decide
which candidates should be referred to the selecting official.

(9) Confidentiality. Applications, appraisals, questionnaires, crediting plans, rating guides, and all other materials
and information which are used to evaluate the candidates are strictly confidential in nature. It should not be discussed
outside of the ad hoc panel setting. Guard against any practices which might tend to undermine employee confidence in
the merit system.

(10) Added instructions and assistance will be given by the personnel specialist with whom you will be working.
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Figure 17–8. Rater note sheet
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Figure 17–8. Rater note sheet—Continued
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