[image: image3.wmf]Think about the position

you want to fill, review or

establish



Identify 3 to 5 major duties and

responsibilities of the position.



Assign Appropriate

Series and Title



Refer to Job Documentation

Series and Title Summary (see

Tab 3).



Identify Appropriate Category



Refer to FAA Compensation Plan: Manager's

Guide, Job Series Assignments to Job

Categories, or Tab 10 of this notebook.



Assign Appropriate Career

Level



Read Level definitions (see Tab 4) for

appropriate category and choose the

level that most closely matches the job

requirements.



Translate Level to Pay

Band



Refer to Category and Level

(see Tab 11).



Determine approach to

filling position.

Refer to FAA Compensation

Plan: Manager's Guide, New

Hire, Promotion.



Document Decision on

FAA Position Form for

new or changed

positions.

Announcing

through Vacancy

Announcement?

No

Yes

Complete Job Analysis

Tool






Job Documentation Process (Flowchart)

HOW TO APPLY JOB DOCUMENTATION
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