Standard Classification Vocabulary


Ability – Something that an employee must have the capacity to do to be successful in the role. The employee may not come in with the ability on day one, but they must have the capability to acquire the ability as part of the job. This is documented in the Knowledge, Skills and Abilities portion of the class specification.

Administrative Supervision – is the maintenance of general administrative procedures without control over any technical or specialized aspects of the job.

Allocation – is the act of placing a position in a class.

Allocation Factors – are synonymous with Classification Factors.  Allocation Factors are work characteristics which can be compared in order to measure similarity and evaluate the position’s level within an organizational hierarchy.  The following is a list of four (4) allocation factors typically used to evaluate positions:

Allocation Factors – are synonymous with Classification Factors.  Allocation Factors are work requirements which can be compared in order to measure similarity and evaluate the level of positions.  The following is a list of four (4) allocation factors typically used to evaluate positions:

· Variety and Complexity

· Communication

· Decision Making

· Nature of Supervision Given

Benchmark Position – is a description of a real position having duties and responsibilities typical of a group of jobs in an occupational category, described in terms of factors which determine the level of the position or position(s).  Each benchmark includes the following sections: (1) Class Title, (2) Major Duties, (3) Allocation Factor Descriptions.

Branch – Within a job family, jobs are grouped together further into categories called branches.

Class – is a group of positions which are so similar in duties and responsibilities that they justify common treatment in selection, compensation, and other employment processes and the same description title may be used to designate all positions or jobs in the class.

Class Concept Description – A concise (usually one paragraph) description of the key and unifying features of a job class, the qualities that positions in the class share and the qualities that make this class distinct from other classes. It does not have to be exhaustive and can be supplemented by Examples of Duties Performed.

Class Series – is a group of classes (two or more) similar in duties, but different in level.  Roman numeral ‘I’ always denotes the lowest level (e.g., Accountant I, Accountant II, Accountant III, and Accountant IV).  Class specifications for classes within a series should have distinct concepts and recruitment standards. This is not the same as a Branch (defined above); a Branch may contain one or more distinct Class Series. 
Class Title – is the official title to be used for payroll, position management, and other personnel and budget records.  It may cover positions in several agencies and does not preclude the use of more specific working titles, if individual agencies so desire.  In a series where Roman numerals are used to indicate more than one level of work, the numeral ‘I’ always denotes the lowest level.  Class titles are distinct from working titles, which can more specifically describe the work of each position and which each work unit has the ability to set. Class titles may not be used as working titles.
Classification Plan – consists of all classes established by the State Human Resource Commission for positions subject to GS 126, together with procedures for maintaining the plan and standards for each class.

Classification – is the process of comparing job content based on standards including compensable/allocation factor(s) to group similar jobs in classes and measure the relative ranking.  To arrange, distribute or place jobs into groups based on similar or like qualities.  Analogous to classifying books in a library by subjects such as science, history, music, or biographies.

Classification Factors – (see Allocation Factors)

Class Spec – short for Classification Specification, this is a broad summary of the essential duties and responsibilities of a job. A Class Spec identifies the nature of the work that is performed, minimum education and experience required to perform the essential duties and responsibilities, and the knowledge, skills, and abilities required. Class Specs are used by agency HR analysts and OSHR for the job evaluation process.  
Close or Direct Supervision – is the direction and control of work by establishment of work procedures and assignment of specific duties to subordinates.  Work functions are either observed directly or reviewed in detail by the supervisor on a regular, ongoing basis.
Desk Audit – is a method for gathering information about a job by conducting a question-and-answer session with a person who is knowledgeable about that job.

Duties – are one or more elements making up a distinct activity that constitutes logical and necessary steps in the performance of work by an employee.  Duties are made up of tasks.  Tasks are the most basic element of work.

Examples of Duties Performed – A section of the class specification that documents specific duty examples that are emblematic of a job classification. Duties from benchmark positions are good material for this section. The list is not exhaustive and serves as one of many points of reference for identifying an appropriate class for a position. 

General Supervision – is the direction and control of work by establishment of work procedures and assignment of duties by the supervisor to subordinates.  It includes follow-up by spot checks or occasional review.  Subordinates use a moderate degree of discretion and initiative in their work activities to comply with procedures established by the supervisor.

Job – work consisting of responsibilities and duties that are sufficiently alike to justify being covered by a single Class Spec. More than one employee may be assigned to a job (i.e., the job of administrative assistant II is held by more than one person, but these individuals are in the same job because they all perform similar duties and responsibilities).  A job refers to the combination of duties and responsibilities that are carried out by all persons in that classification.

Job Family – a group of jobs involving work of a similar nature but requiring different skill and responsibility levels.  Jobs at the state have been divided into twenty different job families.

Knowledge: The degree of knowledge required for an employee to function successfully in the role. This is documented in the Knowledge, Skills and Abilities portion of the class specification. Knowledge has the following degrees, and it is expected that the knowledge requirement increases throughout a classification series:

· Some Knowledge – implies familiarity with the basic principles and terminology of a field to work effectively in a limited range of work situations.
· Working or General Knowledge – (interchangeable) – Terms used to imply sufficient knowledge of the subject to enable the employee to work effectively within a normal range of standard work situations with only general supervision.  Ordinarily, a college graduate in a particular field should have a general knowledge of the subject matter of that field.  In a trade field, a working knowledge of the methods, tools, techniques, and practices of that trade is needed.  

· Considerable Knowledge – is the advanced knowledge of the subject to enable the employee to work independently without direct supervision and to assume responsibility for the solution of unusual as well as commonplace work problems, advise on technical questions, and plan methods for difficult work situations.

· Thorough Knowledge – is a comprehensive understanding of the various activities in a number of related fields or work of the highest degree of expert knowledge in any one particular occupational field.  This degree of knowledge means that the work calls for a complete mastery and understanding of the occupational field.

Level – is a term used to describe how the difficulty and complexity of one position compares with the difficulty and complexity of another position.  Classification levels are groupings of classes from a standpoint of relative difficulty and responsibility.  Each classification level includes all classes of positions that are substantially equal in difficulty and responsibility, even though these classes may vary widely in character, subject matter, function, or occupation.

Major Duties – describes the most significant responsibilities inherent in the position.  This list reflects duties of a specific position and is not exhaustive. A component of a Benchmark Position.

Occupation – is a generalized job or family of jobs common to many industries and areas.

Pay Schedule – is an official document which lists the complete salary range of classes.  Classes are assigned to pay grades.
Pay Schedule – is an official document which lists the complete salary range of classes.  
Position – used to denote the unique responsibilities and duties assigned to one employee. In instances when there is only one person with a certain job title or job description, the position is the same as a job classification.  If, however, there are multiple individuals with the same job title/job description, then each individual with that job title has his or her own position.  In other words, a position represents a specific person and the unique duties and responsibilities that person performs.

Position Analysis – is the process of describing and evaluating the different kinds and levels of work found in the organization and grouping positions with similar kinds of work on the basis of major factors such as qualification requirements, responsibility, difficulty, and working conditions.  Position Analysis involves the application of accepted techniques of position or job evaluation to produce a systematic classification plan that forms the basis for an equitable and logical pay plan, meaningful standards of recruitment and selection, identification of training needs, a framework for performance evaluation, and information to support management in planning, budgeting, and maintaining the organization.

Position Description Form – is an official document describing in detail aggregate duties and responsibilities of the work assigned.  A position description should focus on the job itself, and not on any specific individual who might fill the job.  Sometimes also referred to as a job description.  

Position Design – is the structuring of work assignments to achieve organizational goals.

Position Description – In the Job Evaluation System used in N. C. State Government, it is an official document describing in detail the aggregate duties and responsibilities of a position.  It also includes statements concerning the equipment and methodologies used, persons or units supervised, supervision received, work unit and physical location of the position, and the minimum qualifications an individual should possess to be able to perform the duties.  
Reallocation – is the change of assignment of a position from one class to another.

Restructuring – is a reorganization of an office to make the structure more congruent with program strategies and organizational mission.

Recruitment Standards – the set of requirements an employee must meet to qualify for and be successful in a given class. 

Responsibility – is the accountability for the procedure, solution, or decision and consequences of those duties which must be performed to accomplish an assignment.

Restructuring – is a reorganization of an office to make the structure more congruent with program strategies.

Pay Plan – is a document which includes a schematic listing of state classifications, salary ranges, and provisions for trainee and apprentice rates.

Salary Range – is assigned to each pay grade. There is a defined market rate of pay for each job, which can be linked to the midpoint of a pay structure; the minimum and maximum of the pay structure act as the parameters within which that market rate is contained.
Skill – A proficiency that the employee must bring into the job and be able to demonstrate in order to be successful This is documented in the Knowledge, Skills and Abilities portion of the class specification.

Supervision – The nature of supervision a position receives provides important information about its classification and level. Typical levels of supervision are:

· Close or Direct Supervision – is the direction and control of work by establishment of work procedures and assignment of specific duties to subordinates.  Work functions are either observed directly or reviewed in detail by the supervisor.

· General Supervision – is the direction and control of work by establishment of work procedures and assignment of duties by the supervisor to subordinates.  It includes follow-up by spot checks or occasional review.  Subordinates use a moderate degree of discretion and initiative in their work activities to comply with procedures established by the supervisor.

Task – is one or more elements making up a distinct activity that constitutes logical and necessary steps in the performance of work by an employee.  Duties are made up of multiple tasks.

Technical Supervision – is the control of procedures and application of technical or specialized knowledge within a specific field by a technical or specialized person without regard to administrative aspects of the organization.

Validity – is the extent to which a test measures what it is supposed to measure, or the accuracy of inferences drawn from test scores.

Page 2 of 2

