Glossary of Terms
Accretion of duties promotion:  An accretion of duties promotion is an exception to the

normal competitive process and should be relatively rare. It occurs when an employee’s position is classified at a higher grade because of the assignment of additional duties and responsibilities, job growth or evolution of duties through unplanned circumstances.  In this situation, the original major duties of the position continue to be performed, and the higher-level duties could only logically be assigned to that position and were not assigned with the intent to promote a particular employee. 
Career ladder:  A collection of interrelated position descriptions that follow the career progression of a set of duties with the highest grade identified as the full performance level (FPL). Candidates may be selected for any grade within the ladder for which they qualify.  

Career ladder promotion:  Noncompetitive promotion of an employee to the next grade level within their career ladder.
Competitive promotion:  Appointment to a higher grade position based on selection from a list of candidates who applied and were evaluated under a specific job announcement.
Desk audit:  Carried out by a Human Resources Specialist, this is part of a position review which involves asking a set of questions about the work in order to gain an understanding of the position to make a position classification decision.  This will be held with the supervisor and employee if necessary, and could take place in person, over the phone, or through written communication.

Electronic Position Description System (ePDS): NASA developed, web-based application for position description creation, classification, maintenance and storage.  

Encumbered position:  Position is occupied by an employee, i.e., not vacant.
Equipment Development Grade Evaluation Guide (EDGEG):  OPM classification standard which applies to professional engineering and physical science positions concerned with development, i.e., the systematic application of scientific knowledge to create new or substantially improved equipment, systems, materials, processes, techniques and procedures that will perform a useful function or be suitable for a particular duty.  The guide is broken down into:  Part 1. Product Development; Part 2. Project Management; and Part 3. Experimental Development, and is used by the HR Specialist to evaluate the work of a position and make a classification determination.    http://www.opm.gov/fedclass/gsequpdv.pdf
Evaluation report/statement:  Prepared by Human Resources Specialist to document the findings of a position review and evaluation of the work of a position against the applicable Office of Personnel Management (OPM) position classification standard (s).  Describes the rationale for the classification determination (i.e., title, series and grade)
Full performance level (FPL):  the highest grade level established for a particular position, sometimes called the target level of a career ladder.  A position’s FPL is documented on the ePDS Position Description Coding Information sheet.
Grade:  The numerical designation, e.g.,   GS/WG−1 through GS/WG−15, which identifies the range of difficulty and responsibility, and level of qualification requirements of a position.  
Higher graded functions:  Duties and responsibilities, which when evaluated against OPM position classification standards, result in a higher grade than the current position.
Impact of the person promotion: A non-competitive promotion above a position’s FPL that is dependent on the unique capabilities, stature, knowledge, and/or contributions an individual brings to a position that has a direct and major impact on the work, i.e., broadens the nature or scope and effect of the work being performed and/or attracts higher-level work.  
NASA Class Code (NCC):   NASA specific codes which outlines NASA’s own identification of work groups and specializations within the work groups that provide meaningful recognition of the distinctive aspects of NASA’s work, particularly aerospace work (AST).
Non-competitive promotion:  Promotion above a position’s full performance level when the employee does not have to compete for the higher grade with other applicants in a vacancy announcement.
One-grade interval position:   One-grade interval series has a grade level pattern which increases by one grade increments; i.e., GS−1, 2, 3, 4, 5, 6, etc. The typical grade range for one-grade interval occupations is GS-2 through GS−8, although jobs in some occupations may be at higher grades.  These occupations include technicians, assistants, and support positions, e.g., Secretary, Purchasing Agent, Administrative Assistant, Engineering Technician, Program Support Assistant.
Pay Plan:  The pay system or pay schedule under which an employee’s rate of basic pay is determined, e.g., General Schedule (GS), Wage Grade (WG),  Executive Schedule (ES).
Position Classification:  An evaluation of the duties and responsibilities of a position 
in order to assign a title, occupation series, and grade utilizing OPM position classification standards.
Position classification standard:  Issued by OPM, position classification standards describe work in various occupations or job families and serve as a common reference for use across the Federal government.  They are used to evaluate the work of a position and are the basis for assigning each position the appropriate title, series, and grade.  
Position Management:  Continuous and systematic process carried out by management/supervisors assuring organizations and positions are structured efficiently and effectively, i.e., determining the number, types and grade levels of positions required to fulfill a certain function/mission.
Position review:  In terms of position classification, this is the process of gathering/reviewing/ evaluating information about a position in order to make a classification determination, including but not limited to,  review of the position description, organization mission statement and other positions in the organization, conducting a desk audit to discuss the work of the position with the supervisor and or employee, and reviewing work samples.
Research Grade Evaluation Guide (RGEG):  OPM classification standard which applies to work in professional scientific and engineering positions where responsibilities are to personally perform research, or directly and personally lead  and participate in the activities of a research group or organization unit when research competence rather than capability in supervising/ managing an organization are the basis for selection; AND the work involves systematic, critical, intensive investigation directed toward discovering, disseminating, and applying new or expanded knowledge in a professional discipline.  Research includes, but is not limited to, empirical and theoretical investigations with one or more of the following objectives:  to determine the nature, magnitude, and interrelationships of physical, biological, psychological, social, and other comparable phenomena and processes;  to create or develop empirical, theoretical, or experimental means of investigating such phenomena and processes; or to develop principles, criteria, methods, and data of general applicability.   The RGEG is used by HR Specialists to evaluate the work of a position and make a classification determination.  http://www.opm.gov/fedclass/gsresch.pdf
Series:  A subdivision of an occupational group consisting of positions similar as to specialized line of work and qualification requirements. Series are designated by a title and number such as Aerospace Engineer, 0861; Secretary, 0318; Contract Specialist, 1102; Space Scientist, 1330.
Time-in-grade requirement:  Regulatory requirement designed to prevent excessively rapid promotions in the General Schedule and protect competitive principles, found in 5 Code of Federal Regulations, Part 300, Subpart F; this is the minimum time an employee must remain in their current grade before being promoted.
Title:  Position titles as prescribed in OPM position classification standards.  Assignment of a specific title is required for the majority of occupations, with limited flexibility to develop a descriptive title in rare instances. 
Two-grade interval position: Two grade interval series follow a two−grade interval pattern up to GS−11; i.e., GS−5, 7, 9, 11. From GS−11 through GS−15, such series follow a one-grade pattern. Grade GS−9 normally represents the first full performance level for two-grade interval work although this may vary with some occupations.  These occupations include professional and administrative positions, e.g., Contract Specialist, Administrative Officer,  Electrical Engineer, IT Specialist, Resources Analyst, Physical Scientist.
