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Volum~ 10;. Part 2· -:P.ositi~m evah.1at.on an~·Managem~nt, Pay. 

-A~miriistratio_n, -a~d Leaj~f 

Position l;valuation an~ Benchmarks 

Handbook .10.37 Par·t IV 

.Stand•rd "f ~rminology for 

Use in. Preparing '9ositi~1-. 

Dese,:iptic,,ns (A)·( continue.d} 

Su~ivision Ex~rcis~d (9) .(co.ntjn'u~d) 

$mall group. ·up to approximately six or seve~ ei:nployees. (d), 

Degree D~finltloras by Factors (B)·. 

36 

Basl¢' Skills' F~ctor (l) 

This factor measures·the minimum.amount of knowledg~. mental 
'ability,.ancf'manuaiskill required.tq:perfQrm.th~ dutie¢-assignedtq·· 
the position. 

Degree·t (a.) 

Duti~s are:sir,,ple; rQiJthie, largely repetitive: performance.·being . 
se{by pred~termined standards. Mt1st know, how:to rea.d, write, 
and count· and be able to in.terpret simple verbal ot written 

,instructions, ·or undertake very sirnple.manii~l-oper~ti.on~.-si.ic,h as 

sorting, Specific duti~s:c~n be learned ono.r off the PQ~itipg i:f1,1ickly 
Without ~i,y :sig(ljfi<;ant loss ofpr()(!u,c;:tiv~ time: 

Degre~r2_ (b) 120 • 145 Points 

Req4ir~s;. in addition to. .the first degree· requirements, some 
-eiemeritary:skill or ,knowledge., This ifthe first deg r~ at which .the 
basic skills, . s1,1ch as typing, stenography . .or offtce .ma¢hil)e 
operations rpust be l>fought to the position. Wqrk is [ej)etitive and 
is llS.lJBUy conti'oUed by we]l~defin~d proced_ures or' sp~cifi~ 

Jnslr1Jcti~i:ts. 

. Approved:· September -11 , 2001 
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Administration, aa,d Leave 

Position Ev-.luation an~ Ben_chn,arks 

Handbook 10.37 Part IV 

Degre~ DefinitioQs by Factors (B) (continued) 

Basic Skills· factor (1) (continued) 

" 

Degree 3· (c) 15Q ~ 17!; Points 

This. is ·the basic full-pertorn,ance clerical level. Requires an 
advanced degree of ba$ic 'skill sufficient to do -~ repetitive type of 

work controiled only by ge·neral pro~dures, -or involving 

well .. definttd procedi.ires or specific instructions. 

·1 ao -225 Points . 

This is ttl'e first degree· for positions tliatreq lJire p.rofe~saonal-typ~ 

knowledge. such knowl~ge (usuauy:otii~ined through comp_letion 
of study for a bacn~ll;>r's degree) .is required to per.form· a train·ee 

job that involves no prior job experience.: Work'thatnonnally does 
not require professional education or skills requires·knowiedge, of 

theprincip_ai techniques, work methods, or procedures:inv9lvec:J in 
non-repetitive work. Activities . are· not. controiled by well,-'defined 
procedures, an<;! judg,meot is involved.in getting the \vc:>rk done: 

This is the degree at which consi,derable clerical Of t~chnic.ian 

judgment is required to indepe·ndently carr.y out d_uti~s in a-clerical 

or administrative fif:;'lcl ·invol\iing a: very W~e, bod,y of instructions, . 

tfrocedur_es, and processes: 

Degree s· (e) 230 . .: 290 Points 

For .prof~ssionai-type positions, r_equir:es·either- (i} 

• Knowledge of the b_asic principles and.theory.underlying:a field 

of work or ~· broad phase of a field of work ( usually obtained: 
thrqUgh completion of study for a bachelor's degree ):and abili:tY 
to apply them ,in practical situations or to problems of limited 
¢omplexity· under, .. the :guidance cif a. more_ e~penen'cecl 
employee (a), 

. Approved: September -11, 2007 37 
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Adm,inistration, and Lea,re 

Positi~il :Evaluation and Benchmarks 

Handbook 10.37 Part IV 

De,ree ~flnitions by.factors.(B) (continued) 

·s~ic Ski'lls Factor (1):(~ontinued). 

36 

•· Knowledge·of the principles and thepry'irra_phaseofa,field-Qf, 
work ~nd ability to apply them in norm~I_ $ituatil;ms Without 
91JidanCEl (b) 

For_t~e lirJiited ii~mb~r .. of_p9sitions at-t~is degree ievel that do not . 
r¢guire.P.rl?fes.sion~I educ~tion o'rskills, the work-requires.detailed 
,knowl~dge :(gained1 

by _ long experience .and · extensive 
administrative background) of a broc1d and complex set ·of 
administrative .. practices, proce:dures, and work . flc>IN, ari(:J 
-'exceptional administrative·· ability. An ex~mple is· jirovidirig 
c:ompleJe a1trn.inistrative s.1,1ppqrt fo a , mµlti-face,ed licensing 
p,roces~ .fqr: ·majcfr f~cilitie,S (ii) 

Q~greeS;(f) 295· .:·375 Points 

· Requires·either--,-

• Knowfedge ofthe ba~jc principles.and .th~ocy ofa field 'bf wqrk. 
plus pjjctical kr,ipwledge q~t~e~r ilpp,lica1ioii:adequatefor raJrty 
lnct~pendetit work on cill prQblem.s of normal ~omplexity:withili 
1he fieJq (i) 

• More adv1:lnced trainin~ in. the principles and the.ofy of a·fi~ld 
of work (us1,1ally gained by completion of study appr.ecic!bly in 
.excess Qf thatr~qi.fired -for a· bach,elo(s. d~gre~) and ability tq . 
·apply)bem uriaer guidance (ii) .\ 

Deiigree:7 (g) 3go:. 475 Points 

Requires advanced knowledge.of the_principles and theories in.a 
field of' ·work and extensive knowledge . ·of their :,appJicatioi;, 
adequate for independent accompljshmenfof ~ither_.:.. · 



Voiume 10, Part 2 - Position Ev•luation ~"cl Management, Pay. 

· Administration,. and ~eave· 

.Posit.ion Evaluation and Benc.hmarks 

. Handbook 1 o.3'7' Part IV 

Degree Pefinitions by Factors (B) (continued) 

Basic Skills Factor,(1)-(c9ntinued) -

• · bimcult, complex; and original work, related to the profession 
or specialty (i) . 

• Work that is simulta·neously comple~ and v~rie~ (iQ 

Degr~ 8 (Ii) 480 .-550 Poi~ts 

Requires··complete kn,Qwledge of :a field of work for one of th19 

following: 

• Administering .an agencywide program, qr ah· exceptionally 
comple?C ·rriajor project (i) · 

• Accomplishing ex~ption~lly :difficulJ staff work, which 
co·ntributes' directly to. t.he advancement of the mission. or·,a 
m~jor pro~ram of ttie agency (ii) 

• Serving as an agencywide t~chntc.al expert who provides 
authoritative advice ,~nd assistance on criticaf problems ·and 
i$sll~.s~ that affect a: very difficult, cq,rnplex pha$~ of a field ot' 
work or a. ccimple,te· field of work (iii).· · 

c,ontacts. Factor (2) 

This factor measures the. type. and.-level of contact. ·nqrrrially 
required by'the position .in 'meeting and dealing with p~ople ins.ide 
or outside the organization, 

·. Degree 1 (a) 25 - 30 Points 

Co.ntacts at any. level for obtaining or giving specific ·factual 
information or material that is readily available and requires little. 
or no· discrimination or explanation. 

Approved: ·septem~er 11, 2007 
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A.dmini~tra:fion, and Leave 

Position Evaluation and .Benchmarks 

Handbook 1·0~37 Part IV' 

Degree Definitions by Factors (B)·(qontinued) 

Contacts .factor.(2) (pontjnued) 

Degree ~: (b) 35'. 40, f'oin~ 

40'. 

Contacts··for o:ne of the foJlowing: 

• G.iving and/or exchanging factual irlfarmation requiring.some 
.'explanation and deveiopment for accu,rate• undersfandinQ (i) 

•· Obtaining and verifying basicfactt1_~I data.from:vari9usso1.Jrces 
assuring ;:tcci;Jr(!lcy art~ currericy (ii)· 

• . S~cyririg ad~erence to ·we!l~defil')~cl. ·unambiguous rules and 
~~gulations. -(iii} 

Degree 3 (c); 

ContacHor' either.;.:.... 

45 · 70 P~i rits 

• Resolving minor differe,nces on relatively routine matters within 
the organization~Jo adjust factl_lal discrepancies ln. reports or 
other data;· or to obtain or give factual ,information· susceptive 
to misinterpretation (i) ' - ' 

• If outside the agenqy, reqiJJring tact; diplomacy; .a,nd fiQesse to 
prevent damage ·to public relations, although ,c~n relatively. 
r.outine·matters, giVjng, ~tld e~plaihing fap~ual· in_f?rrtl~tion (ii)' 

' . 

Degree·4 (d) 75 :;. 95 Points 

Contacts with responsible personnel of NRG, license applicant$, 
licensees;. contractor~. outside ·agencie$, .the 'press, or 
representativ.es:9f the pi.J~liG regarciin~ ene of.the .following': 

• Inquiring ab.out infQrmation c_ori~ming n:tethods, techniq1:1es, 
or.practices_ for .use in_ahaiyzing the effectiveness of operations, 

Approved: $eptember 11, 2007 



Volume 1·0; Part 2,· .. :Position ~vaiuation and· Nlanage.ane,n·t,; Pay 
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Position Evaluation a·nd Benchmarks 
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. Handbo·dk·10.37: .. Part IV 

·in r~~oitun~ndin~r ;hew or 'r$yised. .systE!ins, plans,'.. ot 
:appt9~ches; '.Pr in f4S!so·1v1ng·te"chnica1 probiems (i) · 

·• · Recondl'ing divergent ·views or negotiating agreement. 6.r 
.adjustmenf en $pecific, individu~I t~chrii¢al .or mahag~ni~nt 
proplems .of .some;~ign ificaricJit (U) 

·•· PresEfrding tbe.qrganiz~tion~s:pr$\li9.1Jsly ~stabli~hed pqsition or 
pro~itli~'g :assJstan,~:qn t~chnicar"a'r 'managemeht matters ·of 
s,om~: si,gnlfica'nce that require, e~planation. of. underlying 
purpose or 'reasons ·tor 'the p:osltion:(lil) 

Degree ·5 '(e): 1 oo -1 ao Points 

Contacts with NRC division directors, principal supervisors; 
technical or management officials of licensees, Ueen~e applicants, 
and contractors requiring use of logic an·d persuasion in any of the 
following: 

• Convincing :Others that a policy, a decision, or a course of 

action is correct or desirabl~ (i) 

• Defending controversial scientific and technical positions 
subject to conflicting interpretations (ii) 

• Obtaining endorsement, concurrence, or action in establishing 
or revising methods, plans, regulations, or systems for 
execution of a program or project within policy or progr~tn 
limitations {iii)' 

Degree 6 (f) ·135 - 170 Points. 

Contacts with NRC· office and division directors, top managers of 
licensees, applicants, and architectural and engineering firms, 

Approved: September 11, 2007 41 
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Administratio~, ·and Leflve 

Positio·n Evalu,.tion and Be~chmarks 

Handbook 10.37 Part IV 

D~gree Definitions by Factors,(B) (continued) 

CQntacts_ f ac;tot ,(2) ( co~tinued} 

42 

licensing boards and.advisory committees, ar:id the Commission,_ 
~ ' . . 

or persons ·at similar lev~ls Jn other agencies in any of tfi'e, 

following: 

• .Oascµssing a.lid influ,enc(ng ~~~ons effecting significant 
cJ;arig:e~jn t~e.adininistration of al?asic-mission or program or 
,an ~xceptio!ially complex·major project :(i), 

• · Obtaining coordinated action ·for:.ehanges·olsimilar magnitude 

,to item (if above involving orE1ff~cting-b~sic mission or program 
· or excepti~nally complex majo·r pr9jeqts· (ii) 

• Defen~ing riew or highly cont~ov~rs.1c1I technical and scientific 
ppsitions-(iii) · · 

.·DE)cisions Factoi"(3)·· 

This. factor measures the r1asponsibility for· any .dec.ision that· 

refle:cts the independ~nt~ction r~quire~· by .th.e ·~ssig lied furjction.·, 
from indep~hd_ently furnishing .O:r .~equring· information ·to ·ttnaily · 
apprc,v_ing progriams and poliqie~. 

50 f65 Points· 

Little independeQt .action is required; decision.s affect .qnly the, 
routine ofthe office·inwhich the positiqilis fo~t~d·and.~re ba~ed. 

upon siiripl~ and specific instr~ction~. lhe possi~ility 6f error i$ 

minimized by prece<:ient and ·would c~u~e only localized loss of 
tirriea_nd corifm,ion. 

Degree 2 (b). 70 - 90 Points-

Whil~ de·cisions are generally ba!Se.d on .~pe9ific instructions 
and .standards, some interpretation is, required be~iJse c,f the 

Approved:· September 11 ;.';2007 
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Administration, and Leave 

Position Evaluation and Benchmarks 

Handbook 10.37 Part IV 

i:>•gree Definitions by, Factors (B) {continu~d) 

Decisions Factor (3).( continued) 

nonroutine · nature of the. work or the ·variety of regulations, 

procedures·; or instructions that _must be applied. Res~lti11g errors 

may not be irnmediately apparent but 4sually would be revealed 

in subsequent operation~ ofthatparticularoffice and would result 

in minor c:pnfl!sion al)d del~y or loss of materials . 

D~gree 3 (c) . 95 - 125 P9ints 

Decisions require constant interpretation of ~xisting st~ndarqs and 

procedures and their adaptatie'n Without guidance to problems of 

normal complexity. Errors·w6µ1d cause conf\lsio·n, d!91ay, or waste 

of materials in several offfoes. However, such errors wouid be 

reveal~ .in subsequent reviews, for example~ 

• For' p~ofessional or eq~lvalent fielg~'. of work, ce_cision$· affe9~ 

one or more phases of a p~oject tbat contribute to :a program 
activi~. (i)' . . 

• For other fie!~s of V\/Qrk; decisions affe~t the· management of 

admini~tratiye or pr.~cedural aspects of projects or important 

s_upport function,s. (ii)' 

Degree4(d) 13.0 -·160 Points 

Decisions require considerable ad~ptation of: sta.odards and 

guidelines to probl~rns tl)at are c6htrove~ial; ve_ry complex; or 

without clear precedent: lnsttuctions·.ate p·riniarily 'in ·tenns-of work 

to be accomplish~d. (i)_ 

Decisions r~su It in· either- (ii) 

•· Substantive recommendatiohsce>ncerningaprogr~ni oron.e of 

more important pr9j~cts-(a) 

'Approved: Septemlier 11, :2001 43 
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I,, Degree Definitions by Factors (B) (continued) 

44 

Decisions.Factor (3)_ (c.ontinu~cl} 

•' 'Endorsement of action oti.'mattets that·.have considerable 
-effecton ·a· program ~j-··one.or more lmportaht project$ (b) ' .. 

Degree 5J~) 

Oecisiohs .result in-

16S -240 Points. 

• . Approval for establishin_g or mocl!fying policies, programs, or 
exceptionally .d.ifficult or .important. projects tbat commit the 
orga11ization.:.in,the:'fielq of we>rk enci:ln:,passed by t~e position 
and th~fare 011'.lit~d .only_ by ·overall NR9 policy; pfogram; or 
regu!atii;,ns (i) · ·. 

• · Important recommendatiQns oreni:lorsemenjs concerning the 
e$ta~li$~!'Ylerit or ~,i911ifiqant h1o(Jification of.1;1gen~y policie~.or 
progra.m~ inJhe fie!d;ofwQrk enc<imp~ssed by th~ position that, 
alt.hough ·not limitect·· by exfsting _pollcy{ are SU~Ject to 

. endorsement or .fh,al approval by .a higher :authority (ii) 
. ·- - ' 

• A~thoritative detero,in~tion~ on-te~hriic~I issue~ .~nd problems 
of c~cial .conc~m.fp public h~~lth and safety for which .11tt1e·,or · 
n9 ·guidance or precedent exists or in which con~iderable 
controversy exists (iii) 

lii~: fac;tor measures the supervision. exercised in organizing, 
directing; ·and coordinating the work of subordinates, including 
respon~ibiiity for the quality and: quantity of work produced. This 
respo_nsi_bility iriclud~s recommending, endorsing:, or .approving 
person11el actions sq~~ :as promotions, ·discipline, placement, 
reassignment, and Job and employee evaluation. to be credited 
with points- under"ttie supervision factor, an emplqyee must be. 
exercising_full supervisory authority at lea~t 25 percent of the time, 
Team leaders (see Part IV; Sectipn (A)(6)(b))are notcredit~d with 
supervisory points under this sections 

. Approved: ~eptember 1"1, 2007 
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Handbook 10.37 . Part IV 

Degree Definitions by. Factors (B)' (continued) 

Supervis_ion Factor (4) (continued) 

Degree·~ ( a) 

Supervises. the activities :of either~ 

• One.or two cleri~I assistants (i) 

'5 -10 Points 

• A staff assistant or ~ staff and clerical ~ssi~tarit .(ii) 

Degree2(b) 15 ~.25 Points 

. . . . ' 

Supervises the activiti~s of either:~ 

• A staff a!>Sistantand two or three clerical assistants. in a phase 
of a field--ofwork (i) 

• A small group·of·derical,~mployees engaged in activities in a 
. . - . . ~ . 

phaSe'of a field of work ·(ii) 

D~gree 3 (c) 30.M 45 Point$ 

Supervises the activities·'of either--

• A large gro1,1p of clerical eniploy~e~ eng~ged in act.ivities in a 
phase,9f ~ ~~Id of work (i) 

• A small group. of clerical employees engaged h activities in 
encompassing more .than one phase or an eritire.fieid or fields 
of work (ii) 

• A s111all group ofs~aff or staff and clerical e111ploy~es e.ngage.d 
·in activities in ·a phca~~ _of a field otwork (iii) 

Approved: September 1'1, 2007 45 
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De~ree Definitions by Factors- (B) (continued)· 

Supe,rvision Fact~r (4) (continued) 

'Degree·4 (d) so .. 75 Points 

46 

. Supervises the ,activities: of either- _ 

• A Jarge group e>f c_lerical el'llployees ·engaged in a¢i'(iij.es 
encompassing sever~I :ph~se~ ,of an- entire field or fields of 
work-(i) 

• A larg~ g·ro1,1p- of staff and clerical employees -engaged 'in 
activitiesjn .a phase of a field· of work (ii) . 

• A srnaUgroup of:jtaff or staff and 9l~rical employees engaged 
in activities ih a field or fields. of Work·(iii) 

Degree;~ ,(e) 8~ .,.._120 Points 

· Supervises a' large group of staff ,mployees engaged in activities 
encompassing an entir:e field or -fieids of .wprk. -

WQrklhg CoooltlQns Fa.ctor (S) 
.-, ·. 

This factqr meas!Jres th~. surrounding and physi,cal ~onditiohs 
underwhich th~ job m~st be performed; ·These conditions have ·a·n: 
·effed on individual performance, and the factor measures t~e 
:extent to which. these ,conditions ma~e- the job disc;!greeable or 
hazardous·. 

Deg~ 1 ·(a) 5·- 1 O- Points 

·Satisfa,ctory .W()rking .condJtiohs si.J~h _as those encountered in an" 
office Where some nois~·and disruption may occur, orwgtkoutside 
not requiring frequent exp·osure. to disagreeable elements or 
unsafe .situations. 

/iipp~oved: Septe.mber 11. 2001 
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Degree Definitions by Factors (B) (continued)" 

Working CpncUtions Factor (5)"(continu~d) 

.Degree ·2 (b) 15 -25 Points 

Frequent exl)Osure tcf disagre.eable elements-~r where extreme 
noise, disagreeable lighting ·conditions. extreme temperatures, 
.humidity, and so forth are present, or· where there may. be 
occ!;lsional expos.ure to· hazc;1rdous co11ditions. 

De$free 3 (c) 30 - 4~ l>oints 

' ' 

Con.tinuo1,1s ~xposµre to disagreeable elements or fr~guent 
· exposure t9 hazart:lous conditions. 

Degree 4{d) 
' ' 

50 -70 Points 

Continuous ~xp~sure to hazardous cor:\diti9ns. 

Effort Factor (6) 

This factor measures the physical demand·orthe stamina required 
i!'l the job. performance· and ·the extent to which work induces 
unusual visual or physicarfatigue, or demands physicai effort or 
endurance. 

· Degree,1 (a) 5 .·,10 Pqirits · 

Effort is :fypically cl~rical . or administrative· where employee 
performs work involving ·light ma~ual .tasks. Includes work such as' 
ordinary typing, filing, stenography, and other tasks involving a 
minimum of effort. · 

Degree 2 (b) 1 s· - 20 Points 

.Effort is contin_uous and sust~ined altho:ugh light, for example, 
continuous walking, sJanding, e>r light lifting. · 

·Approved: September 11, 2007 47 
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l>~gtee Definitions by Factors (B) (continued) 
' . - ,_ 

· Effort Factor (6) :(continued) 

·oegree'3 (c) 2~-· ~O Points 

Effort is heavy and freqllent, f9r -example, carrying and storing 
-heavy m~t~rial .in warehoi.Jses,Jq~dif,~;j' ~nd unloading tr1,1cks ... 

. . .. ( . 

T_otal Point Score -to ~rade (C) 

48 · 

Th~ following conversion taQle provides the total ·point score 
as~igned i:l!'!d. the g_l'tl~e· it warrants. -(1). 

.... . . 

_ P:Oint Scor~ Rar)ge G,~erar qrad~ (<?G). 

175-2-30. 1 
23:5-250:·· 2 .. .. 

:'.255-275 .3 
·:2so-- 300 4 
305-325 ·5 
330-.'360 5: : 

365,.....,..400 7 
4Q5-:440 

' 
8' 

445--:- 480, 9 
485-.,..--:520 .to 
525-590 11 
595---695 : 12 
700-·815 1.3 
820.:.-935 1.4 
940'--1-060 15 

If the total point score assigned exceeds· 1. 060,: the. posiiion should 
be evafu~ted·uriderttie evaluation system fort~!;l Senior Executiv~ 
Service ~r the Seniqr Level System to determine -whe.ther the. 
position warrants a high~r grade level. (2) 

. App.roved: $eptember 11, 2007. 
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Glossary 

Administrativeiy determined (AP) p~ition. A p~$it!on without 
a numerical pay grade or level desjgnaticm a_nd with a pay rate 
in the GG-1 through GG-t5·rang~. 

Benchmark. The official NRC approved $tahdar~ intended for use 

in the._propei' C;lv~lu~t.ion of position~. to determine the relative 
)North ofa position by comparison to a standard° -position.on a 
factor-by-factor basis. See Handbook 1'0.37 for a description of 
that process. 

Class. All p.o_sitions, regar<ilef;;s of organiza~or:ial location, that are 
sufficiently alik~ ih tjuties and reipqnsibiliti~s- t9 be called by 

the· same' descriptive title, to be: ~ccorded the satne·gra~e 
under like conditiQri~_. Eind to ~quire th~ ~ame qualifications on 

the. piirj of the i_ncumbent .. 

Desk Audit. An, interview performed by a .Human Resources 
. ·speciaiistwh·o s.eeks information from the incumbent and/or 

the supervisor of a po~itioh for pj.Jtposes of clarifying details' 

.abpt,Jt the ~roposed :position deS,cripti9n. 

-f~deral·Wag, System positi~n·. A.positi~n.·forw.hic~ the_rate.of 
·pay is established in ~ccordance :vvi\h tlie prevailing area wage 

.rate as determined by a local area survey (locality rate). · 

GG pQsition. A pQsition paid under the NRC General Grade 
. Salary Schedule or a special salary rate. 

Graded position. A. pqsition with a. numeric~, grade or level. 
design~tiorj indicating the applicable pay r~te or range of pay 
rates in ,a given schedule ·ctor ex~111pl~. the Ger1er~I G'rade. 
Salary Schedllle). 

Human Resources Specialist. An advisor to managementand a 

representative of the Office of Human Resources. (HR). The:l 
HR representative is -typically a generalist with. knowledge of 
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the different specialty areas within the field of human resources. 
management. · 

ldentic~I-Additional (IA) p~sitir>ns. Defines a number of 
positions that are fully identical to each other. 

Occupational group. ~elated Q¢Cllpat1ons that are grouped 
\oge!her numerically (e.9.1 1300, Physical Sciences, aod·800, 
Engineering). 

Occupational s,r:ies. A subdivision of an occup~tional grollp, 
comprising all positiqns. in ·the ~ame sp~ializ~cf'lin~ of work at 
variQUS grad~s. !::~ch C>CCUpation~l,series ls d~signated by a 
numerical code such as 1306; Health Physics (series·within the. · 
1300, Physical Sciiences'. occupational group),·or840, Nuclear 
Engineer (series within the 800, Engineering, occupational 
group)_ . 

. Positic.in. The fundament~I unit for: sfruc:turirig, controlling, and 
assigning wQrk w_ithin an orgaoizatioi:i~ 

Position description. A stat~nieJJ~ qf th'e. aggregate· qf current 
duties; responsibilities, ~ncl authority assigned to a 'position hy 
qornp~'tent s_upervisory authority. 

Reevaluation. A change in the grade of a position resulting. from 
a review,.of the evaluation of that position or issuance of.new 
·Or revised position evaluation stan~ardS. 

Statutory p0,sition: A position spe9ifically provided for in the 
Energy Reorg~nizatio_n Act or qther legislation for which the 
pay is indiyfduany ,set by, or pursuant t9 Federal .l~ws an~ 
Exec:utiv:e Orders. 

Approved: September 11, 2007 
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_Operator Licensin~ Assist,uit, · GG;.()303-to· 
'. 

Region I 
Division of Reactor Safety 
{iperations Branch 

Functional ·Statement:' 

· Serve~ as the, (,)per.ator Ucensing Ass.ist~iit _{OLA)Je>r cqordination ~fth~).i¢ensed;re~ci9r . 
Q~erator·admlnistrative f~nctions ~J'ld t~chni~l\m~diqafissues il~s,ociated Withtfie Ope·rations 
:Bra.heh in the Division of Reactor Safety (DRSJ. Co9rdin~te~:the Jnitialreactor operator
llcen$ing:e_xaJr)inaJiotiE; :incluqiflg·processingapplications for initial, upgrade, .. and'renewal . 
. r~act9r· operator, seniofreacior _op~rp.tor, _a_nd limitec! ~enjor:reactor, operator licenses. Contj_ucts 
-~e,faued_reviews 9f reactor qperyitor quaiificaticms Jnclydfrig m·edical_:p:e>r(ditipns and· r:~trictio.n~. 
-~otk exp~rience, training progrc1_m con;tpletion;arycl _all waivers. required to clocyrne(it._devit:'!ti,0rys 
from ,aiiy req1.,1Jred lic.ens·e condition. Teams.·wlth,admini$trative.support~taff;to ~nsure re::ict9r 
.op~rator llcerfsing;dpt(,lments a,te process~din:a.tlmely'man~er. ' . 

,~egul~r au,ies: 

Plaps, .o,rgSjnizes; atid,~or:>rdinateS: t~~ review of 'new and renewatre~dor op~rator, s~nior: 
rea91or'. RPerator,. ar\d 1/rri\t~cl ;~~nipr-re,actl?t gp~r~~QT ~ii::ense applications, and ~mendments:to 
~pplicaJions· S.LJl:>mitted to: R,~gi9n I. petermiQ~s If the). r.~ceiv~~ d~t~, is :q1Jrr'3r:ik q9r,npl~te, · 
.accurate; ,~hd in conformance w~h :Bp()liCable NRC regulation, Assist~ th.~ :9~·ra1ions Br~r'i~ 
Qhief; regional management; and ·the technical'.staffin, tt:ie·prepS1~ion,.of,~s~ignedJ~ci,nical 

. :port!i;ms Of ti,~ rea(?tor op~t~t~r Ucenses •. Reviews technical portions o'f'.t~~JicenSil')g documents 
to_id~nt~y a~niinistratM:i atj~f pr9ce.dur~ jngottslst~r;icies; to:assure,CQmpletene~ •. andaccuraey 
of findings as required·by-1-itle 10; CoofH>f F:(d~i:a! R:eg).1latitfns :(CFR) ,iP~rt'5~ {1 O pFR,55), . 

P.laris, 6rganizes;,and coordinates notlficatfons to advise applicants; pqtential appifo$nts, Region 
·1 e~c11J1in~r\S, r~gipiJ.~f rn~ri~g~r~. licen.se~mana~ers; an,c.! ~ce of Nuit~~r ReaqtorRegulatipns 
(NRR); O!vi$iprr of 1_n§p~cti0,h and ij~gio:r,~! ~ruppo)i' (DIRS}'personnel: ofthe ~pplic~bl¢,NRC 
regulations g~ides ~[Id pc)licies to bfcon~!d~red ir, ~be prepar.~tjorf ~nq ~YQin~a.kofappUcations 
for.ex.am/nation and licensing,for. reaci:or operators.at nUcl~S!r,pqw~r facilities. A~~utes r~~ul~ 
'a:re dt;icurneriteg in .:Qperator Licensi~g Trackfog::Syster:n (0,l T~); . . 

·p1_~ns,. org~.r1izes, .~nd mijintain~: g~tal?as~s arid actiol trackl.riQ systems for:-Operations Stanch .. 
Provi~.e~. data,:~pprt~. al)d a_nalyses of Work method~, J>'"roc~dur¢s ~rid P,er'fo(rriarjc~ ~gain~t, 
quantitativegoa1s:frorri-a variety'of·ooin puter-ma\ntained"data;b~ses o(i·;ah;as~nee_ded b~sij .. 
J?fovi~es technical_, data. to the .'Office .i:)f !nvestig~ti9ns ,a11d des9rybe~ the impo~q9e 'Of the· . 
l~erjseid rea~Qr0opeta_tcirs' .c9tjlp1ic1riqe :vvit~ .NRC regulations.- Provides. data fpr: li~n~ed reactor 
operator alt~rnative·disp1.1t~ r~solutiQn (ADR) d~se.s,~~·c;t es_calatcacJ e~forcemen! violatioi,s. 
Gathers data ~nd pr~pares ,routin? arJd speci.al (t~tistlcal reports', such ··~fthQ~ aetamng the: 

status.of lic:ensing actions, for submission lo ;g~gi0\1) mariagem~nt, and for ipcorp~rati<:>f'.1 i~to. 
reports to. the Qomfiii~s[o_n·:ana the_ Cong·ress. Maintains record~.for use'in pr~paring_ $ta:tistical 
statement~: . < • 

-



<>perator Licen~tng Assistr;int, GG-030~·10. · J>D#K426 
--------,.-,---~~--~~---

Plans, organizes, and coordinates the establishmerit anc! maintemance of all files, dock~ts and 
r~ports associated with reactor operator licenses, Maintains archive sc~edule for reactqr · 
operator licensing ~ooumentation and p~~ 55 dockets; . . . 

Pian·s, organizes, and coordinates the creation and maintenance of electronic document 
pack~ges for e~ch reactor operator licensing -examination and requaliffo~tiorr inspectio.n; 
Assures established.ADAMS proced\Jres (I.e., templates, APAMS Desk/R,eference .Guide, 

Prjvacy Act information, Personal lqe·ntifiable lhfQrmatlori, Proprietary distribution, etc.) are 

followed when qocuments are classJfled: Assµres the'.timely issuance·of documents for 
.declaration of Offic1al Agency Records. · 

Plans, organizes, arid coordinates the ~minlstrative actions on licensed reactoroperatqr 

document. revi~ions. Reviews data· provided ,'including medical records, and composes. letters 

requesting supplemental inform~tion needed to suppo_rt revisions, including communication with 

NRC physicians, licensee physicians, licensing managers ancHrairiing department managers. 

Oevelops and implen:,ents procedural controls for pro9essing and tracking lic;ensing actions'. 

Con,poses c9rrespongence in-reply to·requests forihformation, coofirr,nation of appointments, 

and oth_er letters and memoranda of individual licensed reactor·operator applications, waivers, 

exam results, medical status, and _all docketed information. 

Reviews r~visions to· the Commission's rule, regulations, and pro:eedures to determine 

procedural:effects ordhe te~ctor 9perator Jicensing process and·to .devise and implen:,ent 

·administrative m~tbqds of Implementing, n~w requi~nients, when necessary. Coordinates 

instruction and orientation for new,_Oper~tion~ Branch personnel regarding the reactor operator 

licensing P.rocedures·anct process. 'Recommends improvements tq Operations. B'ranch 
.Processes. Interfaces w.ith administra;tive:staff for gathering.and distributing documentations, as 

·received, .. • . - ' ' . . . . . 
Serv~s_as the regional coordinatqr for adm.ir:iistetjng the Generic Fundamental~ Examin~tion 
.(GFE)Program. Provides timely notificiatioris:~o the licensee management in ofthe:GFE date, 

· r~ceiv,es ll~t~ of a~plic,fnts, assig.ns. Part 55 dock~tnumt?ers for applic~nts, and fc:irw~u'ds . 
ihfonnatign to the· GFE contractor. C.oordinates the documentatlQn and final score reports to the 

licens~e management. Ass~res enfry .of the applicants' status in OL T~. 

Maintains correspondence and records r~gar~li'lg licensed reactor (?perator~ w~o fai·1 fitness~for-

duty (FFD) tests. ll')itiates and coordinates regional revi~w arid prpcesses the ir:iputand . 

respo'nse with the site iicensing manager and medical department. Enters FFD. information in 

OL TS. Initiates tl:\e fitnessMfor-duty response l~tter to the licensee that Is approved by bivisiQn 

of Reactor Safety senior management. Coordinates the review anp concurrence related to the 

r~actor operator's status with the NRG.physicians and.licensee me_qical staff. 

"Develop$ .ari~ i5oo_rdin!!t.~.s tlie qutgqihg"reactor operatodicensfng corr~spondence,. including 

·apP.eals Ji.nd den_ials of re.actor operatot 1icen~es: Prepares detailed information to be provided 
to the Office of General Cqunsel (OGC) rela~ed to reactor operator hearings reviewed by 

.administrative law judges. Ensures Privacy Act infotmation is _properly .protected by 
coordinating changes or generic requiremenJs with Region I Operatipns Branch. Assures 

. accurat.e .d~ta entry of .all information· into OL TS. 

2. 



Oper~tor ~icensil')g Assistant, GG-0303-10 PD#K426 

ProvJdes trainirig to regional administrative staff,ocqa~iorially assigned to·te.mporary dutles in. 

re_act9r opera.tor 1icen$ing activities. · 

Develops control systems to assure thatadministrativ~.pror;edures are- detailed, accurate, and 

:consjstint. Assists Bra.rich Chi.et 'in assurlrig that procedures and guides ar~ appropriately 

l!tili.zed,land established deadlines are met Coordinates the, prElp~i:ations for the bi~nnial NRR 

PIRS r~view, inltl~I !3Xam anp requalification program ye~rly budgets, an!:I Operations B~anch 

monthly budg~t and branch metric data. Audits ·Region 1 Part 55'docket .files .and docum_ents 
the biennial OLS self-aS$essment. . . . . 

_-Prepares _ani;l maintains the Region I Examination Schedule 16r in[tial_ and_ retake reactor-

. operator li~nsing examina,tions and requallfl~ation program Inspections .. Provides Region .I 

inspectors·with HR.rill$ TechnicaiAcco'unting Code (TAC}-iriformation to ensure all examiner 

work is properly tracked to meet projected budgeted Full Timei Equivalent (FTE): 

Basic· Skills· 

Detailed knowledge.of the requirements of.10 CFR 55_.to ensure -~II requ_ired react1:>r·operator 

li~n$e·appli.cations in Region 1. are pr~pared in a:timeJy m:ann_er !o ave>_id-~~lay in issuance of 

reactor operator licenses, and categ·orical licensing c;onditions ar(:l· ~pplied to those licenses 
s'i.ich as mediqal or ,plarit condition restrfotions. ', . ' . . 

Detailed knowledg~ of the overall :N~C ·mis~ion in terms of functions and respons1billt1es. 

· ;Knowledge .. of the.appropriate chapters. of.the NRC Manag~mentDirectives, the Operatpr 

Licensing Examiner Standards, and-applicableNRRDIRS; Region 1, 1;1mfPivision, qf Reactor 
Safety proc~dures. . , . · · , · · · 

Deta:i,led kndwle~gie pUhe r~quirem_ents_ pf "A\TI~r;iq(iln National Standard Medicai ,Certificaticm 

. and Monitoring of Personnel Rectuiring Operator .Lic:erises.fo(Nuclear Power Plants," (currently. 

ANS.I 3.4_, 1_99(S and ANSI 3.4, 1983) to ensure·all .requi~ed react.or ·operator lic,enses_ and lice·nse 

applicants' medic~! information is J~ compliance with appropriate ANSI standard requirements: .. 

Detailed knowledge of the applic~tiori 'r~iew prpcedures for new, upgrade, ar.,d renewal ·reactor 

operator, senior reactor operator, and limited senior reactor operattlr li¢erises -reqµiring thorough · 

· re'view of re~ctor operator qualificatk>ns, .and ensure Pr:ivacy Act lnfor(natlon is hot 
. compro_m_ised. · · · · 

Detaiied knowledge ofre¢ording, lilirig, reporting, and docketing practices-to assure;proper 

~oordination of reactor operator licensing acti_vltiei · .' . · · 

Thorough knqwleqge of basic:inedical.ferminology, specificallyterrninology associ~ted With 

reacto.r operator lic~n~ing for'.m.ielear power 'plants to-ensure,a,11 r~ulator:y regui~~merits are m_et, 
for the reactor operator license applications and·· re.actor operatot'.licenslng .propot;ed Qhang~s. ·· 
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Operator Pc~n~ing A.ssis~ant; GG.0303-10 PD# K426 

:Ability to r.eview; analyze, and-interpret changes in procedures, rules, and regulations pertaining 

to the reactor operator licensing process sufficient t9. deterriiinethe impact ofthe.chang~s. an.d 

implement chan_g~s. 

Skill in the use·ofcurrent compute~ programs and app/ications, an9 NRC created da!abases·t~ 

perform oorreSipondence and, information tracking functions. 

Ability to work ·effectively. with various levels of NRC, 1/oensee manag~m,ent, ~nd staff to 
accomplish assigned responsibilities in connection with coordinc1ting activities"associated·with 

r~actor operator lic~nses ~~d resolving controversial reactor 9perator licensing 1ss4es. · · 
' ' 

Ability to respond. t9 external stakeholders and NRG. written correspondence, telephone calls,._ 

and e·malls to furnish information necessary to provide appropriate referral depending upon ~he 

nature of.the ca.II. 

Contacts: 

Contil'.il!OUS cont~ct with NRC headquarters ·and regional administrative and. technical personnel 

to receiv~ ~nd process information,. . ' 

Continuous. co~act with managerial staff ofli~s~s and applicants relative to procedural 

. i:natters and status of license applications. 

Frequent· coritact with staffs of nuclear facilities and.vario4s members C!f the; ·public having ~~ 
lnt~rest in sp~citio licensing and insp~ction i~sLies. Contacts a.re f.or·the purpose of'providing 

·requested information, assuring coo(dinatlpn, or of:>tijinlng. information and assistanc~:· Frequent 

contact with regional management and represent~tives of the Office of NRR :to coordinate ahd 

·enstJre re.solution of llyensing matters referred to that grouRfor tecimi~al or pr9~edu(al 
. corrii'nerit. 
:Frequent contact with physipic;tns ~nd examiner contractors of the N~c relative to li~nse·c1 

.reactor operator me,dical issues. 

Frequent contact with NRR 'Program Management, Policy Developm·ent an.d Analysis Staff, 

Information TechnQlogy Branch for RPS o,Lts operating probiems.arid improyements; 

Occasional contact with NRC management iri other r~gions in,the areas .of OLS responsibility. 

Responsibility for Decisions:· 

Supervision -Received 

Chief, Qpe'rations Branch, DRS 

.Ger:ieral Supervision "Bi, 
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Qp~rator Li~ensing · Ass i~tant, GG~o303-10. PD#'K426. 

Guidelines are CFR Title 10, Examiner St~_ndards, NRC-Correspondehce an9 Filing ·M~nuals., 
Operator lice rising Regional Office'procedures ancl_ correspondence:control proc~~ures, 
applicable chapfers ofthe_NRC Management Directives, office and division pro·c~dures, and 
NU REG 0273, ADAMS guide. . . . . 

. ' ,; - ~ ' . .·. 

i_ndependent Action 

C~rdinates the issuah~e of reactor operator and senior.reactor-op~ratorlicensing action letters, 
amendments and0otders modifying or"suspendlng such licenses. . 

· Implements and me1iritains.a system thattracks ap~eals· for the c;lemia.Lof reactor operator, s·enior 

re~ctor operator, and limit~ senior reactor operator licenses based on the re$ults ·of licensing 
examina_tions. · 

Maintains ~ognizance of the m~st up-to~date NRC ·1'4les; regulations, and procedures applicable 

to the reactor operator licensing process. Reviews ex~miner $tandards ancfthe Q,._B Policy 

Manti al -to assure ;;ippropria.te admlnis~rative procedures, requirements, and· orgl:lnlz~tional 

pro~ision~-are colisistently·applied jn Region I. . 

Coordinates the·Re~ion lfaci,lities' participatiqn intheGFE1pr;qgram. 

Initiate~ cor~sporidence anq maintains reeords.of FFD. oases. 

Pl;m\:>, organi~es, and.m{lintains records system·s ,for readily obtaitling information for preparing 

st~tist1c~I reports, ~chedules, ·and ·deter.mining ~tatus of li~nsing ~ctions pendirig in th~ · 
"0perations·Brarich. · · 

M~intains. rei;pon~i~le forthe pontl'ol; cust()dy, and dfstrib~on of licensing documents, which 

include PrivactAct contra.I~.· · , 

,Coordinates with NRR Program Managem.ent, .Policy: Oevilqp_ment anq Analysis Staff, 

lhforryiation Technology Br;anch on RPS OLTS up'1rades and testin~. 

:Qeterrrilnes what ctata to be used to. compHe statistics :forvariou~ reports. Compiles statistics 
.from available records.· ·. 

,Pr,ovides·back9round inforn,ation tp appropriate sections_i1\the branch on incoming mail an~ 

other items,referred,fo the Operatorlicl?.n.sing sections. follows up on assignments givento· 

other personnel in the Operator Licensing s·ectipns, reporting prog_ress on work items imidhring 
;timely critical deadlines. · 

Establishe.s and.rn$ihtains neces~:ary conimuriications with nuclear industry st~keholders. in 
ord~r. to,assure proper.distribution .of information;' 

Maintains·security of OLTS, includi.ng personnel security ~ccess and storage of SE?nsitive da.ta 
a~: the ReQJo_n I Primary SY.~t~ms Security Officer for-OL TS. · 

5 



Operator licensi~g Assistant,-GG-0303-10 _ PD#K426 

Recommends impro)letnents in the administrative proce$sing of license applications and 
originates actions necessary for implementation and recommends "improvements in the 
administration of Region I reactor operator licensing relative to priorities; coordination, 
scheduling actions, record keeping, rd files maintenance. 

Recognizes unique or new procedural and administrative aspects of rea.ctor operator licensing 
activities and develops recommend~tions to management on procedures and methods for. 
process improvements. 

Proposes changes to current administrative procedures to assure that licensing actio_ns and the 
related notifications to others are completed in accordance with new rules. 

Plans-, organizes, coordinates, and directs the administrative processing of many licenses and 
license amendment applications; and to integrate a variety of informatiqn into well-organized. 
clear, concise, and meaningful licensing documerits and written correspondence. 

Coordinates Operations Branch actions with the Regi~n I fee management branch. 

Supervision: 

None 

Working Conditions: 

Works in a typical office environment where some noise and disruption may occur. 

Effort: 

Work places no unusual·physical demands on the incumbent. 
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-Operator Licensing Assistant, GG-0303-1 O 

Region I 
, Division or Reactor $afety 
Operations Branch 

BACKGROUND: 

EVALOATION'STA TEMENT 

PD#K426 

T~i~ pqsitlori des~ription (PD). evaluation was:?Ori\pleted based. 01\ a:reque.st fQf a desk 
audit of the position from the 1ncumbenL The incumbent, through her Branch Chief at 

!he time, submitted a revised Pb. and a reqllestfor a desk audit .. The draft"P[f subi:ni~ed 

by the incumbent and Branch Ghief was returned forfurtherrevlsions·to conformto NRC 

po~ition,rrianagement stanclards .. Su,~s~quently,: a ~wbran9h chief.was assigned to tj,e 

brancti. After ~veral m~etings,with Division ofReactor Saf~ty (DRS)_manag¢r_nenUmd 

additional edits, a: hew, PD was established. · · 

T~e position-descriptioR was preyipusly revise:d.in,June 2004. the Incumbent ha,s 

occupled-,he position since July 2004. Once:the revisep P,D w~s.approved. by, DRS 

;managerneht; this evalu,ator,conducted a desk 0auditwith the incµmbent ,to verifythe 

,conteni9f theJjo and establish'the 13eries,'title and grade for tbe. pqsitio_n. J3ei9w is _ah 

explanation of the series, title _and grade determin~,ton. , · 

· REFERENCJ=S: 

Position Classification Flyslieeiffor' Mi,scellaneo_u~"Clerk ancl Assjsta'nt Serie~. ·GS-0303; 

Position·o1assificatitm-Star1d~rd for SE;!~retafy Series, Gs.:oa1a;,TS~34. 01/79.· , · 

NRC Management Directive 1Q.37, Position l;ve1lu~tion and Benchmarks 

BENCHMARK POSITION USEP: , 

~.&c 105; Secretary, GG.:03~a~.10 

TITLE AND SERIES DETERMINATiON: 

· The Miscellaneous Clerk _and Assistant Serie$; Gs.:.0393. in9iudes -positions the duties of 

which are to perform or supeivi~e- clerical, assistant, ortechnician work for which no 

.other serk~s is· 11ppropriate. The work requi~e~ Knowledg~ of the phS~duras· cind 

tethniqu!=is inv91ved in carrying out'the work ofan organization, ~nd involves appliQc:ition 

of procedu(er{and'pr~ctices withjn the framework otestablished guideline~. Pc;i$ltions 
classlfied toe.this series must meet two criteria: Jlie primacy work of the position is one-

, grade interval ih nature; and ·the pri'mary work of the position ·is·.not classifiable in any 
cithe·r s.eri~s, · , · 

The'incurnbents~rves-as art 9perator L,.lcensing Assisfantin the Operations Brai:,ch of 

DRS, responsible for processing applications fof new.and renewal reactor operator, 

senior reactor-operator, and limited senior reactor operatpr llcenseswhich requires an 

i~itial review:of reactor operator quanfications as well as "the_ control, custody, and 

d)stributiori of licensing documents. The incumbent coordinate,s ti]~ revieVII of ne,w ~nd 

· renewal reactor:·operator:; senior r~actor operator,. and limited senior.reactor operator 
license applications and amendments to appli.cations submitted to Region I to establish 

. that the required non.te.cihnical data and medical requirements info111latlon are current; 

1 



Operator Licensing ·Assis~nt, GG-0303-10 PD #K426 

· compl~te, .accurate, arid in-~onforn:iance -with applicable NRG regulation·(P~rt. 5.5) and 

office policies and practices. The incumbent assists the technical staff in the prep·c1.ration 

of assigned technical portions of licenl?eS. The incumbent coordinates 9.eneric changes 

to advise applicants, potential appl\cants, ancl Region 1 examiners of the applicable NRC 

regulation~. guides, and policies to be considered in the preparation and submittal of 

, applications for.examination and licensing for reactoroper_ators at power facil~ies. 

l}le duties of·thls position meet the· req~irements·for c!ass1fication to the Miscellaneous· 

Clerk and Assistant Series, GS-0303. TheJitle a11d ·series fo,r the position ~re 

estaplished as· 6perator Licensing Assistant, GG:-0303. ' 
. . 

Grade Determination 

Basic Skills 

Degree Level 

Degree 51 275 Points. 

This 1actor ineasur~s the minimum amount of knowledge, mental ability, and manual ski 

reqµired to perform the dutles·assigned·to the position. 

A' Degree 4, ·work requires knqwl,edge of the prin9ipal techniques, work .method~, or 

·procedures invol.ved in non".'repetltive work. Assignment~.; are not controlled by well~ 

· defined '~rocedutes, and Judgment is requlrecno-getthe Work done .. This position 
.e~ceecfs .t.his lev~l .of compari$On t~ -the factor. . · 

Degree· 5 tequires knowledge bf the princjples -and ~eory · of a field. ofwork andJhe 

.~cilityto applytllem In .norm~! situations without guidance. For·position$.Which tlo not 

require.professi~nal education or skills, work requires µ~tailed Know!eQge (gained by. 
expelienefi! and 1;1d.mlnlstra\ive background) of a br9ad and complex set of-admini$trative 

practices, procedures, and wqtk flow, .and administrative ability. the incumb~nt must · · 

have·kn6wledge of the·overall NRC mis~io11 in territs:'of functioris-and respons1biliti~s. 

including ~pp-ropriate parts of Title 10 ofthe Code.of Federal Regulations, the NRC 

Management Dir<?ctives, ahd Regjon I office and·division:procedures .. 

The incumbent'c1pplies a basic knowledge of ri1~dical termhiology h.order.to review, 

maintain; ancl write .the required corresp~mdenCEi ;pertairiing to license reactor,operator 

file's. A·ttioro1,,1gh knowledge of the-requi~ement.s of 10 CFR ,Part ss·is required to ensure. 

that all reactor operator license applications in Region I _are prepared In a timely rhann·er 

to· avoid delay in issu~n,9e of react9r operator licenses ~ncl that categorical li.censing 

. conditions are applied to those tfi;:enses su¢h 1::1s .medical or plant conditions req1..1ired. 

The incumbent must have knowledge of the application· revjew aspects of.new arid 

:r~newal reactor op~rator, senior reactor operator, and limiteq s~nior reactor op·erator 

ljcenses requiring,1iinit~Q r~vle.w of reactor oper~tor qualifications. Ability to ,t:1n~l,YZ8·anq 

interpret changes in procedure~. rules, and regulations·pertaining to the reactor operaJor 

licensing process sufficient to C90rdinate adrrjiristratively as.signed reactor ~pera.tor . 

licensing projects·is required. The incumbentm,u~t hav~ ?In.ability to.review changes.in 

Commission prqcedu'res, rules, and regulations, and to, detetmlriewhic.h changes Impact 

the reactor operator. Degree 5-is applicable to:this position. 
·~·. . 

The position 'does not match the re.qulrement~ for assignment ofD~ree 6 to thi~ fa~tor 

as the· position ·does not require more advancect trainipg In the principles and. theory of a 
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field ofWorl((usua\ly gained by. compl_etion of s~µdy ~ppreciab\y in exce~s·oHhat 

required for a bachelor's.degree) and the abiJit{to apply them under guidance. 

Points 

R~view of the major dutie:s and basic skills required of thi.s position closely matphthe 

duti~~ and ~~~i¢ skills in' Benchmark Positi?n, S&C 105, Secr~tary, GG-0318.-,10.. Both 

pos1t1ons r~view _and process all non~technica! aspects qf assignments. Both positions . 

advi~e ~taff_memb.ers of a~plicabl~ NR~ regulatio~s. g~ides, ~nd policies t~ ~e 

.considered in the preparation and ·subr_mttal of their_ assig_nments. Both; pos1t1ons . . 

originate and processes documents for a variety of individuals, Federal, State and/or 

lo~al offit;:i~ls involvhig the projects assigned .. ~omparison of t~e Basic Skills . 

~quirem~nts:~o Benchmark Posit1on, S&C 105 is a match, and allows for 275 pQints ~o 
be assigned to this factor. · 

Contacts .,()G"gree 4. 90 points. 

,Degree Level 

This factor .mea.sur~s.the type and leyel ofcontacts normal~ requtred _by the:posltion in 

meeting antj d~aling wiU,.people inside and out$ide,the orgariii~tiqn. 
. ' . - . 

. 

At Degre~ 3·contacts.arefor resolving min.or differenp~s Of! relatively routine 

m~tters withit:r t11e organiza1ion, adjustii)g factual discrepancies ln.:repprts or 

othefdata,.or obtaining or giving ,raq,tuill infc;limiati~:in. Co11tacts outside the 

agenqy r~tjuire tact, ,dipl9macy, and finesse to ·prevent damage fo public · 

relations. continuous,and frequem c:cm~act~.requir~d,Qf}h(s, p<:>sition exceed this level 

.of cqrnparlsonto,the.referelice. . : . . 

At OeQr$e-4; contacts arewith.responsible pe,tscfrm1;1l 9f NRO,;licen~e applicants; 

license~s, contraotor's, ·outsjde agehcies, the press) or-repres~ntatives qftfi~ 

plibli,c to inquire al:)out inforrnation·concerning·r,ne.thQds, t¢chniques, or practices 

· for use in ana.lv.:z;ir:ig:-the :effeQtiven~s~ of operations, recommend new on~:vised 

systems, pl?ns"or appitiaches·to resolve te<;:hnloal problems, reporicfie diverge11t 

views or negotiate agreernentor adju_~tn:ierit-on speclfic, individuaMechliJG~I or -

management problems of somesign1fican~. presentlhe-_e>rgahizatio~·s . 

previously est~biish~ position, orprovide·a~sistance on technical or - . 
inanagem~rit, maU~rs of sqme signific~nce th~t require explamrtion of und~rlying · 

purpose or reasons forthe position~ ·. . ' 

This position has ~ontiriuous contact wi~h regiqnal, administrative and teqhnic.al 

pe~sonnal in receiving and fu_rnishjng·9aseWcirk Information. The· incu.mbent llcis 

·9ontinuous contacts, through teleptmne:conversations, with managerial staff of licensees 

a"rid applicants relative to procedural-matters and stati.J~ of application¢,. F.requent 

contacts with regional management arid representatiyes of the Office of _N RR ar~ 

required to. coordinate and help resolve.licensing matters refei:red to that gro"up for 

technical or procedural QOl:llment · · 
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Ttle incumbent has frequent yontact with physicians and examiner contractors ofthe 

NRC relative to procedural matte·rs; and occasional contacts Witti NRC management in 

Qther regions in the area.s of responsilJi_lity. · · · · 

This l!9vel of contacts matches the intent for assignment of Degree 4 to this factor. 

The position does not meetthe requirernentsfor·assignm~ht ofDegree s:to tbis factor. 

Oegree 5 reguires contacts with NRC office and divfsion directors, top rnah_agemerif 

offiQia\s, applicants, architectural, an~ .. engineering firms for the purpose of:defending 

new or highly coriti:oversiai technical and ·scientific positions, convincing others· that a 

~ol_icy, a decision, or a course cif action is cor~ect or desirable, defending. 

controversial scientific and ~echnical positions subjetj to qonflicting 

interpretations, or obtaining endorsement, concurrence, or action in establishing 

or revising mett,qds, plans, r~gLilations, or_ systems:fcir execution of a program .of 

proj~ct within policy or:prograrn lirnitatRms . . · . 

Points 

Comparison of tt,e contacts required in' the P,r_Qp6$ed position de,scription to the ce>htacts 

in Betnchmar~ S&O· 105 are a close match. Bo~h positions hav~ contacts·wtth high level· 

NRC staff to keep appris~ct of the cun:ent status of assignments. ;Both positions ~dvise 

on procedural matters involvlngthe aclmlnistratiVe requir~ments of their assignments.· 

As. the contacts required of Benchmark S&C 1.05 match the nature and intent of the 

9Qt)~a~t$ qut.lined on the proposed.Job q~scription, .90 points is assigned to this f~9tor .. 

Responsibility for.De~sions Degree 3, 125 points 

Degree Level 

.This fc!!ciOr me~$.~res any. d.ecision whic.h r~flE:!ctS the'inqependerit actiorfrequlred'.by ·the 

,assigned funqtion, from independently fumishl.ng or securing Information, to finally · 

·approving programs c;1nd policie¢, · · · 

At Degree 2, decisions are generally ~ased on ·specific instructions and standards; some 

Interpretation is required because. of the nqn-rqutine nature of the work. The · 

Responsibility for D~cisions.requirements of this position exc~s-this leyel of 

comparison to the factor. 

At Degree 3, decisions requlre.ioterpretation· :of:exis~ing_ $tan~ards and ·proced1,1res an(.i 

their adaptation Withciurguldance to prQtilems of norrrialcompiexity. E;rr_ors·wot.lld·cause 

confusion, delay., or was~~. Review ofth1s factor for this position matches this.level. of. 

. .c.omparl_sori to.the reference. Th_e.'l~cumben_t coordin.ates the issuance,ofr!:3a9tpr 

ope_r.ator an!=! senior rea·ctor operator licensing action letters, ameridtnent!l! and.orders_ 

modifying or suspef!di11g such licenset;, initiating correspondence and ,maintains records 

bf licensing actions inclllding_:f1tness for.duty (FFD) cases. The.incumbent implement$ 

and maintains·~ system for thetrac.ltjng of appeals for.'tne denial of reactor operator, 

senior reactor operator, and linilt~d seiniorreactor. operator licenses based·cin.the results 

of licensing examinations ... 

4 
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T~e incLimbehtplans, o.rganiies, and m~intains r~cord.s syst<?msfor readily obtaining 

information for preparing statistica,1.reports; and schedules and determining status of 

licensing actions pemdi11g in the Operations Branch. lnd1;1pen~ently,, the incumbent 

detC:1rroines what data shall be record~d in order to com.pile statistics for various reports .. 

Statistics are·9eoeral_ly accepted-without d.etailed review. Examples of reports'that are . 

independently prepared,on a routine basis inc)wde~he mqnthly re$oµrce utilization report 

for submission _t~ Operator Licen~in~ .sr-anc~; N~R, and quarter.ly· ~Dd an .. n~a\· stat(stical 

. reports for use by the Branch Chief 1n the Operations Branch. The incumbent furmshe.s 

pa~kground informationJo appropriate staff}n.the bran·ch on incoming mail and 9th~r 

items refl;!rred to the OpE?ratlons Branen. The in<;:umbent f<>llows up -on assignments 

. giverrto other assigned personnel, reportiT)g progress on w1;>tk items imiolv.ing a 

deadline. 

the incumbent majntains cognizanc~ of the most up-to-d~te NRC rules, regulations, and 

procedure3s appliqable to the reactor operator·li~nsln,g P.roe&s1$, The incumbent.is 

expecte·d.ta P!3riodically revi~w Examiner Standards and the OC.B.P'.olicy Manual to 
·f1sswe ~ppropriate adhlinistrcitive procedures, reciuirernents, and organizational 

'pr.ovislons are caiiied out in Region\.. Af, necessary, the incumbentestablishes 

communications with im;lµ'stry oJficials in order. to a~surf# proper oistribUtlon of . . 

information. As:the -Region ! primary sy,$tems security officer for, OLTS, the _incumbent 

maintains.se<::urity of OLT&., including personnel security access and stqrage of:sen.sitive 

d
.·. . . . .• . . .. 

_ata. 

The: incumbent rf3corYl~er\ds improvements in JhE'l admini~trativ~ processing oflicense 

applications, and 9rigi.n~tes action$ n'¢qessary for implementation and r~¢ommends 

improvements in-the admj~istr~iion of Rf3gion 1 ·reacior.operatorli~nsii1g relativ~. to 

p(ibriti~ •. ·~9ordi11~ion, scheduling actions, record kE:e,Pllig, and (il~s m;ainten~_pc~. °The 

·incuni~en, is·expected to·recognize-unique or riew prci~dur~l ·~nd ~dmihistratiye 

aspects of re~ctor operator-,llcehsing acidities and dev.~lop recoi:nniendations to 

management on proce.dur~s ::i.t,d:rnethods for resolving. This)$ a clear,natch.io th.e. 

req1,1ir~memts·of this.position tcrbe ~~~lgn~cl D~~rel? 3fo .this factor. · 

The, position. doe~·n9t rria~ch the· reqqireme11ts tQ be a.~signed Oegree 4, where decisions 

require consideic;ible adaptatj<;,n ofstandards,,and g~idelihes t<;> probierns which are 

controversiai, complex or without clf~ar precedents;. and reslilrjn substantive. 

recomJT)er,adations concernlt')g programs or iti,portant projects. 

Points 

· -Review of the independent. actions :iii .Bench.rria1ks&·c 1.05 match this levefof . 

responsibility·for decisions. B,oth posi1ions use independent judgment and·~9tion· ln_th~ 

recommendation of cb.anges to current adminis~tive prQcedures to.assure that actioos 

.and their related adn:tinlstrative requirements are COITlpJeted iri ·accordance ~Ith 

directives. Both p~sitions Incorporate ail conditiooiI, provisi9ns, Oreq~irernents, arid 

limitations, as provided oy technical personnel related,to th~ir responsibilities. Both 

position~ originate,and process correspond.ence covering the admini~trative arid 

pr~dun;il a~pects for their assigned,projects. As the updated position qescription 

matches ~nchmark ~&C 105's requirements. 125 points is as$ig ned to .this fac~or. 

Supervision. 
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None - no· points. award~d. 

Work.ing Conditio~s 

Work is performe.d in a, typical office environment. 

N9tmal. 

FACTOR SUMMARY AND POlNTS ASSIGNED 

. FACTOR 
Ba~iic Skills 
Contacts 

Ol;GREE 
5 
4 

'POINTS 
275 

90 
Responsibility for Oecisions 
Supervision 
Working Conditi~>ns 
Effort 
TOTAL 

FINA~-DETERMINATlON: 

3 
0 
1 
1 

125 
0 
6 
5 

500 

PD#K426 

Degree 11 5 points 

Degree 1. 5 points 

Based on the i:lbove evaluation ofthe·updated position description, and a ~mpilation of 

the points awarded, t!Jis positio('lis proR~rly classified as:· Operator Ucen$1ng Afislstant; 

GG-0303-10. . . .. 

., 
;Chris M. O'Rourke 

. Human Resoµrces Specialist 
Regie>n I · 

.Date 
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ll.'.~: ;l'-Iq~Je:.\_~t 
1R~gufotqry,to111mi'siipn 

:Regkiri ):\l .. . . 

Ph~i~io.n Q(l{e11,cfor $Jil~iy.{f)R;$) 
:O[icraffoi1s·Bhnith 
Tj_c:eii~ing Assista iJt, Q(i~3Ji3-J l 
(b)(5) 

\... 

~11-5ro n rt' :O'l.il 
,·' ;~()'1·5· 

~ °''' .~ . : ' ~. J. > 1,,,.,-u,' .'. ~ h ' ,, • •• • 

Evall;1ator: · Ern~st 'Sallee 
HR Specialist, FPMI 

5/15/2015 



(b)(S) 

Evaluator: Ernest Sallee 
HR Specialist, FPMI 

5/15/2015 



(b)(5) 

Evaiuator; Ernest Sallee 
HR Specialist. FPMI 

S/1p/W15. 



(~)(5) 

Evaluator: E.rnest Sallee· 
HR Specialist, FPMI 

5i1512015 



(g)(q) 



· ·Fr.om:·· 
'To: 
:Cc:, 
·su6ject: 
-:o·~ief _, 
:Atta~hmeiJ~: 

.doseph, 
(b)(5) 

/Gartman .'rJ1chaer . 
top'ez fosepli;.,<enriedy.· Kriss: scott. Mary 

· Silbectefd; Dafna;:Watson Madonna' 
'. FW;;Qperat.<ir y.~erJ~fngi~iJs.ta(it 
wedrte"sday; Augusi'.19';.201s s:42:53'PM'.' 
pp .• ucensioi! A'ss1s1ant GG"JoJ-11 Pitterences aocx 

:Frorn':tof:iez,,Jbseph· 
,Sent::Mori'day,Jul_y:.13;·26ts:i,:4'S--AM. 

'\ 

;Jo: Gartrrian,:'M/ch,reJ:,;Michaei:Gartman@n"rt:gc:i\i::;;;;'c_sflberfeld)Qafoa<Dafna;Sl'lbe@ld@:t;it¢:gov>.: 
'(!~: 5:Gott;rvta:ry, '.'('Mary.Stott@nrc.gov>: - , ·" -. - - - -- -

:~\JJ>Je_ct: OPe.r~tw,tic~n~i_ng,As:?istar:it . 

Michael· Datna·. 
' ,. >' ,, •• · ·"' ·• +• • • ' - '·'~' 

(b)(?) 
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Licensing Assistant, ~G-303-11 
U.S_. Nuclear Regulatory Commission 
Region.IV 
Division of f3.eactor Safety· (ORS) 
Operations Branch -

FUNCTIONAL STATEMENT 

(b)(5) 










