Implementation Schedule
The standard AO position descriptions will be implemented for all AOs within ARS with the exception of two AO positions which are already classified at the GS-13 level based on the unique supervisory scope of these positions.  The new position descriptions will not apply to Location Administrative Technician positions since these jobs are not assigned to the GS-0341, Administrative Officer, occupation.  In order to facilitate the implementation of the new position descriptions, the following plan has been developed.  

Any upgrades to a higher grade level will require (1) completion of the location assessment to determine the appropriate full performance level (FPL) and (2) an AO incumbent assessment determination that the incumbent is functioning at the higher grade level.  In making these determinations, the management officials need to assure that the AO has demonstrated the leadership, advisory services, and technical competencies necessary to function at the next higher level. 

The initial step of the implementation involves the assignment of all AOs to the new standard position description at their current grade level.  Location assessments will then be accomplished in an orderly manner.  The DAD, supervisor, and AO are to participate in the competency assessment discussion and development of the AO’s Individual Development Plan.

Phase 1  Initial Implementation

                     TASK





                   TARGET









        COMPLETION DATE

HRD will distribute the approved standard position description

June 29, 2007


package to the Area Directors and DADs (Areas will be 
responsible for distribution to the Locations within the Area).

HRD will provide each DAD a listing of AO’s for the Area by

June 29, 2007

grade level.

The DAD will take the lead in assessing each AO position against


the expectations included in this package, in collaboration with
Location management.

a.  If the AO is at the GS-12 level
- Assign AO to the standard position description corresponding to 

August 3, 2007
the GS-12 level and submit “Change in Position Description”
SF-52 with a signed AD-332 and the standard position description.
- Assess the AO’s competencies against the AO competencies 

October 26, 2007
document and the standard GS-12 level position description.  Assure 

that the AO’s Individual Development Plan (IDP) addresses the 

competencies for which more development is required or desired. 

- Implement the new performance standards for CY 2008.  


January 1, 2008

b.  If AO is at the GS-11 level
- Assign AO to the standard position description corresponding to 

August 7, 2007

GS-11 level and submit “Change in Position Description” SF-52
with a signed AD-332 and the standard position description.

- Assess the AO against the AO competencies document and 


the expectations included in the standard position description package.

  1) Update the AO’s IDP to address the competencies for which 

October 26, 2007 

     more development is required.

  2) Complete the location assessment in order to 



October 26, 2007
     determine the FPL.
  3) If a GS-12 position determination is made, the AO incumbent

December 31, 2007
     assessment must be completed and result in a GS-12 level
     determination before a promotion may be effected.  
     If the assessment results in a GS-12 determination,
     initiate an  “accretion of duties” promotion  SF-52. 
- Implement the new performance standards for CY 2008.


January 1, 2008

         TASK





                   TARGET









        COMPLETION DATE
c.  If AO is at the GS-9 level
- Assign LAO to the standard position description corresponding to 
August 3, 2007


GS-9 level and submit “Change in Position Description” SF-52 
with the signed AD-332 and the standard position description.

- Assess the AO against the AO competencies document and 

the expectations included in the standard position description package.

  1) Update the AO’s IDP to address the competencies for which

October 26, 2007  

     more development is required.

  2) Complete the location assessment in order to determine 

October 26, 2007

     the FPL.
 

  3) If a GS-11 level position determination is made,



December 31, 2007

     the AO incumbent assessment must be completed and result in a
     GS-11 level determination before a promotion may be effected.  
     If the assessment results in a GS-11 determination,

     initiate an “accretion of duties” promotion  SF-52.   

- Implement the new performance standards for CY 2008.


January 1, 2008

Phase 2 Long-Term Implementation

· Implement the new performance standards for all AO’s in CY 2008.

· Periodically assess the progress of AOs who are not at the FPL for the position as determined by the location assessment (two possible times would be in conjunction with the ARMPS review for the Location or at the end of the performance cycle). If Location management and the Area Office concur that a review is appropriate, complete the AO incumbent assessment.  If the assessment results in a determination that the incumbent is functioning at the next higher level, initiate an “accretion of duties” promotion SF-52.  

·  IDP’s should be updated to reflect competencies which require further development.  

· As soon as an AO provides a notice of departure, complete a location assessment to determine the FPL and initiate the recruitment SF-52.

· The recruitment strategy included in this package will be used to assure that consistent expectations are conveyed.  The use of the standard recruitment strategy will also save the Research Leader time in the development KSA’s, etc. 

