Goddard Space Flight Center



           Position Review Request for Non-Competitive Promotion
	Employee Name

	Current PD No./Org Code


	Current title/series/grade


	Proposed title/series/grade

	Request is based on (select one):   _____     Impact of the person in the job. Go to Part 1 & 3. 

                                                                   _____     Additional duties/responsibilities assigned.  Go to Part 2 & 3.



SUBMITTED BY:

Immediate Supervisor:  ___________________________________
Date:_________________________

CONCURRENCES:
Division (for GS-14 and below): ______________________________________
Date:___________________

Directorate (for GS-15):  ___________________________________________
Date: ___________________

INSTRUCTIONS

The purpose of this form is to request a noncompetitive promotion based on impact of the person in the job or accretion of duties.  In order to recommend and certify an employee for noncompetitive promotion this completed form, along with appropriate supplemental information (if required) and an updated position description certified by the supervisor in ePDS, should be forwarded through the appropriate management chain to the Office of Human Capital Management (OHCM), Talent Acquisition Office (TAO).   Supervisors should be consulting with OHCM early in the process to ensure that a noncompetitive promotion is appropriate.  
Supervisors must completely fill out the employee information at the top of this page and certify that the conditions listed in Part 3 have been met for noncompetitive promotion.

The completed package must be signed by the immediate supervisor and submitted through the Division (for GS-14 and below) and/or Directorate (for GS-15) for concurrence.

Position Review Requests not supported by the Division or the Directorate shall be returned to the supervisor and the employee informed of options to pursue to resolve the denial.  Position Review Requests that receive Division and Directorate concurrence shall be submitted to OHCM for review and final classification.

NOTE:  Submission of this document and supporting materials does not preclude the need for a position audit by OHCM  with the supervisor and/or employee, or request for additional information.  See Appendix A for sample position audit questions.  
PART 1.  Guidance for Impact of the person-in-the-job promotion

This is a non-competitive promotion above a position’s established full performance level (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.  
While it is the position which is classified, the relationship of the employee to the position can be recognized when the work performed by the incumbent broadens the nature or scope and effect of the work.  For example, exceptional ability of the employee may lead to the attraction of especially difficult work assignments, unusual freedom from supervision, special authority to speak for and commit the agency, continuing contribution to organizational efficiency and economy, recognition as an “expert” sought out by peers, or similar considerations.  Such changes affect the difficulty of work or the responsibility and authority given the employee and can be recognized in the position classification decision.  (Excerpt from Introduction to the Position Classification Standards).  The impact of the person in the job is reflected in the classification when the work of a particular individual actually makes the job materially different from what it would be otherwise.

The mere fact that an individual possesses higher qualifications, or stands out from other individuals in comparable positions, is not sufficient reason by itself to classify the position at a higher grade.  The employee’s special qualifications do not affect the grade unless they are required to perform higher-level duties and management recognizes and endorses the duties and responsibilities acquired by the employee and allow them to continue to be performed.

The resulting classification should clearly indicate the impact of the individual was taken into account so that the position may be distinguished from other positions doing similar work.  When a position which has been affected by the impact of an individual is vacated, it should normally revert to its original classification.  

NOTE:  The Federal classification system recognizes that in certain occupations the very nature of the work is influenced by the unique qualifications, stature, and contributions of the incumbent.  This situation recognizes the grade value of nonsupervisory performance which involves a very high degree of technical independence, a high degree of originality, and a high level of professional recognition and contribution.  The Research Grade Evaluation Guide (RGEG) and Equipment Development Grade Evaluation Guide (EDGEG) are one of the few position classification standards that recognize the impact of the person in the job as one of the position classification factors.  Consequently, while impact promotions can occur in any occupation it would be rare; whereas, in positions covered by the RGEG and EDGEG it would not be atypical.  For additional information, please visit http://www.opm.gov/fedclass/gsresch.pdf, and http://www.opm.gov/fedclass/gsequpdv.pdf.

Questions should be directed to your servicing HR Specialist, OHCM, TAO.  Contact information can be found at http://ohcm.gsfc.nasa.gov/contact/taocontacts.htm.
PART 1 (continued)

The following information will be required for all requests based on impact of the person in the job.   This information should be provided in supplemental pages attached to this document.  

· Written narrative which describe--in chronological order and some detail--the nature and impact of the work, research, development, special assignment/project, technology transfer, etc., (minimum of 3, maximum of 8 – no more than a page for each example).  Describe the employee’s specific role and the resulting impact.  

The following will also be required for all research scientist and engineers and should be submitted with the request.  For all other types of positions it is not required.
· Minimum of two reference letters addressing the employees contributions, impact and stature in the field

Additionally, research scientists must submit:

· Current curriculum vitae (cv)  (including publications, special invitations,  society office and committee assignments held, participation in scientific meetings, technical conferences, workshops,  honors and awards,  special assignments, etc.)

PART 2.  Guidance for 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.   Multiple noncompetitive accretion of duty promotions involving the same employee and position should be rare to nonexistent.  
The employee must have been performing the duties for at least 120 work days and there must be certainty the work will continue.  
Whenever possible, managers and HR Specialists will ensure that a reasonable and accurate career ladder is established before a position is filled.  Additionally, when new work is anticipated, consideration should be given as to whether a new position should be established and competitive procedures used (i.e., advertising through a vacancy announcement).  If appropriate, an employee's position may be upgraded through noncompetitive promotion due to an accretion of duties and, the incumbent may be promoted without competition if all of the conditions on page 5 are met. 

Questions should be directed to your servicing Human Resources Specialist, OHCM, TAO.   Contact information can be found at http://ohcm.gsfc.nasa.gov/contact/taocontacts.htm.

In order to recommend and certify an employee for a noncompetitive promotion based on additional duties and responsibilities, please describe how the position has changed since the classification of the most current position description.  Every submission must fully address the 5 questions listed below (responses should be provided on separate pages which shall be attached to the request form).

1. What additional duties and responsibilities have been assigned to the employee that are not a part of the employee’s current position description that you believe are at a higher level than the incumbent’s current grade?

2. Explain why the additional duties and responsibilities were assigned to, or assumed by, the employee.  If the work was previously performed by another employee(s) explain why the work was moved to this position. 

3. How long has the employee performed these additional duties?

4. If these additional duties or similar duties are currently being performed by others in the organization, please provide their name, title, series, and grade.

5. What work, if any, has been removed from the employee's current position description?

Part 3. 


Certification for Non-Competitive Promotion
Please certify the following conditions are met for the noncompetitive promotion:

· 1 year time-in-grade requirement has been met;

· The new position is not a reclassification from nonsupervisory to team leader or supervisory status; and

· The new position is not a reclassification from a one-grade interval to a two-grade interval position, e.g, Engineering Technician to Engineer, Computer Assistant to IT Specialist, Administrative Support Assistant to Administrative Officer.

In addition, the following are required for promotions under Part 1 OR Part 2:

Part 1 (Impact of the person-in-the-job):

· The employee’s position is to be reclassified because of impact of the person in the job where the employee’s unique capabilities have changed the responsibilities of the position resulting in higher level duties being performed.

OR

Part 2 (Accretion of Duties):

· The employee’s position is to be reclassified because the duties have evolved over time resulting in   additional duties/responsibilities; 

· There is no recognized promotion potential beyond the higher grade to which the promotion is proposed, i.e., these should be one-time events;
· The employee’s old position is absorbed into the new position, i.e., the employee continues to perform the same basic functions and the new duties and/or responsibilities represent an enhancement of the previous position  

· The new duties could not reasonably be assigned to any other position within the organization;

· No other positions within the organizational unit-whether encumbered or unencumbered - are adversely affected by the action (e.g., the "new" duties were not moved from another position in the organization and that position's grade is not jeopardized as a result);


 I certify all of the above conditions are met.


___________________________________

_____________________________


Supervisor’s Signature



Supervisor’s Printed Name


___________________________________


Date

 I certify the employee and position meet all of the requirements for non-competitive promotion.
__________________________________ 

__________________________________


HR Specialist Signature



Date
Appendix A.
Sample desk audit questions

The questions below are just a few examples of those which may be asked during a desk audit.  Questions will be focused on the specific work of the position and what has changed since the position was last classified.

· Describe the major duties of your position and estimate the approximate percentage of time spent performing each duty over a one-year period, or the amount of time in an average week or other period, which is most appropriate to your job.  
· What knowledge, skills, special techniques, etc. are required to accomplish the work?

· What guidelines are available for performing the work (e.g., policies, procedures, handbooks, precedents)?  Describe the level of difficulty and judgment in applying the guidelines to the assignment in relation to their ready adaptability to the work and the level of interpretation required.
· What types of decisions or judgments do you have to make in performing your assigned duties/functions?

· Provide examples in which imagination, inventiveness or the ability to create or improvise are carried out in the work.  

· How do you receive work assignments and from whom?  Describe the level of review of your work.  What problems are you required to refer to your supervisor?

· What is the most difficult/complex aspect of the work?  Describe what makes it complex.
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