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Position Description Management Functional Requirements

PDM 1
The system shall automate the preparation of position descriptions.
ADS Classification Module



PDM 1.1
The system shall provide the capability to accept NASA unique text in generating position descriptions, evaluation statements, vacancy announcements, crediting plans, interview guides, performance plans and individual development plans.

The information used for the NASA-unique text has been collected through the custom content, which has been reviewed and validated by Subject Matter Experts (SMEs) and HR Classification Specialists.  In addition, users will be able to make alterations after the document package has been generated.

Vacancy Announcements, Crediting Plans, Interview Guides, and Individual Development Plans are products of NASA STARS.  These functions are provided in other ADS modules that NASA is not purchasing.
Meets



PDM 1.2
The system shall allow the manager to generate classification related documentation based on the following combinations of target information: OPM title and grade/level, OPM series and grade/level, NASA classification and grade/level.

Avue starts with a base of content derived from OPM to create PD’s for government-wide use.  The NASA Classification Code and title have been added as part of the custom content development.  The manager can create a PD using combinations of Pay Plan, Job Category, Grade, OPM Series, and NASA Classification Code (NCC), which exceeds the Functional Requirements.
Meets





PDM 1.3
The system shall provide on-line instructions for position description generation.

The system is fairly intuitive; instructions are included at the top of each screen and in a separate “Tips on Using the System” screen.  In addition, quick reference guides and tutorials are available on the “Avue Insider” web site, which is available to ADS subscribers.


Meets



PDM 2
The system shall automate the classification of position descriptions.





PDM 2.1
The system shall be able to classify positions according to OPM Position Classification Standards, 5 CFR and 5 USC.

The system uses OPM standards The system uses OPM standards.  The system builds on an already in-place government-wide database and allows the manager to create Career Ladder positions, Trainee positions, Supervisory positions, Team Lead positions, Interdisciplinary positions, Research positions, and Senior positions.


Meets





PDM 2.2
The system shall provide the capability to manually override system-generated output created during the automatic position classification process. 

The system allows modifications, identifies which statements are grade controlling (displayed in italics above the text box and next to the Major Duty Area), and allows overrides.  The function is controlled by the user levels that are part of the user profiles.  The user levels include: System Administrator, Human Resources Specialist, and Manager.  All users can edit the duty statement, but only the HR Specialist can perform overrides on the grade, series, title, and factor levels.


Meets



PDM 2.3
The system shall provide capability to designate a position as Exempt or Non-Exempt according to the Fair Labor Standards Act (FLSA).

The Position Information screen provides a drop-down box allowing the user to choose “Exempt” or “Non-Exempt.”  The result is displayed and printed on the associated NF692.
Meets





PDM 2.4
The system shall allow for the identification of a position's sensitivity level designation (e.g., Non-Sensitive, Critical Sensitive, Non-Critical Sensitive, and Special Sensitive).

The Position Information screen provides a drop-down box allowing the user to choose position sensitivity level.  The result is displayed and printed on the associated NF692.
Meets



PDM 2.5
The system shall allow for the designation of the following additional position information: Unique Position Number, Reason for Position Description, Name and Location of Employing NASA Activity, Duty Location, and Workflow approvals.

The Unique Position Number is generated when the PD is save to the Agency Position File.  The Position Information screen provides a drop-down box allowing the user to choose the reason for the position description, while the Name and Location of Employing NASA Activity and Duty Location are text input fields.  All inputs are displayed and printed on the NF692.

Workflow approvals is not a current ADS field.  This information will have to be entered in available text fields.  
Meets





PDM 2.6
The system shall have a decision support capability to assign pay plan per OPM classification standards.

The system includes this capability.

Meets





PDM 2.7
The system shall allow users to identify ("flag") those positions outside normal classification parameters.

A mandatory override justification is displayed on the evaluation statement that identifies what has been overridden.
Meets





PDM 2.8
The system shall determine a position's full performance level based on the relevant classification standards, subject to change and approval of the system-authorized classifier.

The system includes career ladder functions.  The ADS system does not automate the determination of the FPL.  Instead, the user manually selects the grades to be included in the career ladder. The statement of differences will identify the FPL for the position.
Meets





PDM 2.9
The system shall provide the capability to determine position title by reference to the OPM Series and Title with the schema in NHB 3510.X, NASA Position Classification Handbook.

The title is generated using the OPM series.  The NASA title has been incorporated during the data customization effort.
Meets



PDM 3
The system shall generate associated documents for described positions.





PDM 3.1
Using position-based requirements, the system shall provide expert or decision support capabilities to generate documentation needed to complete the recruitment process.  This includes preparation of vacancy announcements that contain specific selection criteria (e.g., knowledge, skills and abilities (KSAs) and competencies, and conditions of employment).  (Note: Give sample of vacancy announcement)

Not Applicable - Function is covered under NASA STARS.  Corresponding functionality is provided by the ADS Staffing Module, which NASA is not purchasing.
Not Applicable



PDM 3.2
The system shall provide the capability to create interview guides/customized survey questions in support of the interview process.

Not Applicable - Function is covered under NASA STARS.  Corresponding functionality is provided by the ADS Staffing Module, which NASA is not purchasing.
Not Applicable





PDM 3.3
The system shall eliminate duplicate data entry by electronically extracting required performance criteria (embedded in position descriptions) to generate individual performance appraisal plans.

While the system provides this capability, NASA will not be utilizing it for performance appraisals.  Instead, the system can produce performance plans, which may be used for informational purposes only.
Not Applicable

PDM 4
The system shall store position information.



PDM 4.1
The system shall maintain a searchable library of finalized position descriptions and the following supporting/related documentation: Evaluation Statements, Statements of Difference, Vacancy Announcements, Crediting Plans and Interview Guides.

The system contains a searchable library of position descriptions, evaluation statements, statements of differences, and associated NF692s.  All associated components are bundled into a single “package” which can be searched for by unique identifiers.  These are Pay Plan, Grade, Occupational Series, NASA Position Title, OPM Title, File Name, PD Number, NASA Center, Duty Location, NASA Classification Code, and Organization Code.
Meets



PDM 4.2
The system shall provide the capability to retrieve pertinent information in response to classification appeals (Organizational Charts, Position Descriptions, and Evaluation Statements.)

Position Descriptions and Evaluation Statements are available.  

Organizational Charts are part of the ADS Workforce Planning module, which NASA is not purchasing.
Meets



PDM 4.3
The system shall identify the following positions outside normal classification parameters: assignments above full performance level, mixed positions, average grade, and positions with data inconsistent with like positions.

While the system will allow us to build mixed grade and series Position Descriptions, other identified functionality is included in the Workforce Planning module.
Does Not Meet





PDM 4.4
The system shall support full search of position requirements.

The system allows searching Pay Plan, Job Category, Grade, OPM Series, and NASA Classification Code (NCC).
Meets





PDM 4.5
The system shall provide management the ability to annotate the following information about a position's unique requirements: mobilization responsibilities, drug testing requirements, position sensitivity, financial disclosure obligation, position-based skill and competency requirements. 

Mobilization responsibilities, drug testing requirements, position sensitivity, and financial disclosure obligation are available on the Position Information screen.  Position-based skill and competency requirements will be extracted from ADS and placed in vacancy announcements through NASA STARS.


Meets



PDM 4.6
The system shall provide the capability to search on the following unique requirements: mobilization responsibilities, drug testing requirements, position sensitivity, financial disclosure obligation, position-based skill and competency requirements.  The systems should be flexible to create new searches to accommodate position-based requirements that emerge and change over time.

ADS  does not have the capability to maintain or provide the ability to report on "position-based skill and competency 

requirements" data, but does for the other referenced data.  However, while Avue has provided this capability, NASA has not identified it for the initial set of reports to be developed.  Avue has agreed to support the creation of new reports to meet future needs.
Does Not Meet



PDM 4.7
The system shall provide the capability to create, alter, re-describe, and abolish position descriptions.

The system allows us to create, alter, and re-describe position descriptions.  The system allows us to delete and abolish position descriptions but not actual positions, which can only be accomplished through the NASA Payroll and Personnel System (NPPS).


Meets



PDM 4.8
The system shall provide the capability to enter a "Statement of Difference" to a position description.

The system supports the career ladder position function and includes and Statement of Difference.
Meets



PDM 4.9
The system shall document regulatory determinations that are derived from the OPM Position Classification Standards, the Fair Labor Standards Act (FLSA), 5 CFR and 5 USC.

The FLSA indicator has been included as drop-down box on the Position Information screen.
Meets



PDM 4.10
The system shall incorporate NASA's Aero-Space Technologist (AST) classifications, and data fields.

This has been performed as part of the custom content development.
Meets



PDM 4.11
The system shall access position descriptions using NASA Class Codes. (This requirement was added 9-1-2000 by Steering Committee).

This was part of the custom content/data customization effort.
Meets

PDM 5
The system shall validate user input.



PDM 5.1
The system shall notify users of incorrect or missing data upon system receipt of data.

The system disallows any user to make changes to grade-controlling text.  If attempted, an error message appears stating such.
Meets

PDM 6
The system shall provide ad hoc reporting.



PDM 6.1
The system shall be able to provide the capability to allow users to customize output for reporting.

While system does not allow for user-generated reports, NASA can identify reports for Avue to develop at any time.

NASA has provided Avue with an initial set of reports to be developed.  These are:

· Unused Accounts

· User Activity

· Classification Override Activity and Reason
· Aggregate System Usage

Meets

PDM 7
The system shall be federalized.



PDM 7.1
The system shall comply with statutory and regulatory requirements when processing transactions and providing decision support capabilities for position management and classification activities.  

The system was built for use by federal agencies based on OPM guidance.  Position management is part of the Workforce Analysis modules in ADS, which NASA has not purchased.
Meets





PDM 7.2
The system shall support configurable user classes.

The system supports 3 levels of users:  HR Administration; HR User; and Level Manager – Supervisor.   The HR Administrator identifies the profile and the access for each user.
Meets



PDM 7.3
The system shall support the use of digital signatures to certify approvals.

The system does not currently support digital signatures.
Does Not Meet



PDM 7.4
The system shall provide capability to define internal operational procedures and in agency requirements defined in NHB 3510.X, NASA Position Classification Handbook.

This should be included in our Standard Operating Procedures (SOP) pertaining to Position Descriptions.
Does Not Meet
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