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Volume 10, Part 2 - Position Evaluatlon and Management, Pay

Admitiistration, and Leave:

Position Evaluation and Benchmarks

Handbook 10.37 Part IV

Standard Terminology for

Use in Preparing Position
Descriptions (A) (contined)

Supetvision Exercised (9) (continued)

Smaill ‘g,ro‘up."up to approximately six of seven employees. (d).

- Degree Definitions by Factors (B)

Basl¢ Skills Factor (1)

This factor measures the minimum amount of knowledge, mental

ability,.and manual skill required to:perform the dutiés assignedto

the position.
Degree 1. (a) | 90.- 115 Points
Duties are. S|mple routme Iargely repetitive, performance being .

sef- by predetermlned standards. Must know, how to read, write,
and count and be able to mterpret simple verbal or written

instructions, or undertake very simple: manual-operations, siich.as
sorting.. Specuﬁc dtities.can be léarned on or off the. posmon quickly

without any significant loss of produgtive time:
Degreé:2 (b) 120.- 145 Points

Requires;. in addltlon to the first degree- requirements, some

-elementary skill or knowledge. This is'the first degree at which the

basic skills, su<_:h as typing, stenography .or office magchine:
operations must be brought to the position. Work is rep'etitive and
is usually controlled by well-deﬁned procedures: or specific _'

nstructions.
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Volume 10, Fart 2 - Position Evaluation and Managenient, Pay
Administration, and Leave

Position Evaluation and Benchmarks

Handbook 10.37 Part IV

Degree Definitions by Factors (B) (continued)
"Basic Skills Factor (1) (continued)
Degree 3 (c) " 450.-175 Points

This. is "the basic ful|-performance clencal level. Requures an

~ advanced degree of basic skill sufficient to do atepetitive type of
work controlled only by general procedures, -or involving
well-defined procedures or-specific instructions.

Degree 4 (d) : - 180 -225Points

This is the first degree for positions that require professional-type
knowledge. Such knowledge (usually.obtained through completion
of study for a bachelor's degree) is requited to perform a trainee
job that involves no prior job experience. ‘Waork:that normally does
hot require professnonal education or skills requires knowledge of
© the: prlnclpal techniques, work methods, or proceduresinvolved in
nori-repetitive work. Activities are -not controlled by well-defined
procedures, and judgment is involved in getting the work done
This is the degree at which considerable clerical or technician
judgment s requiréd to mdependently carry out dutiesin a “clerical
or administrative field involving a very wide body of instructions,
procedures, and processes.

-~

Degree 5 (e) ’ 230 .- 290 Points .
For~profeésioﬁal-type positions, requires-either— (i)

« Knowledge of the basic principles and theory underlying.a field
of work or a broad phase of a field of work (usually obtained
throtigh completion of study for a bachelor's degree)-and ability
to apply them in practical situations or to problems: of limited
complexnty under - the gwdance of a- more expenenced
employee (a)
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Volume 10, Pait 2 - Position Evaluation and Management, Pay
Administration, and Leave

Position’ Evaluatmn and Benchmarks

Handbook 10.37 Part v

Degree Definitions by Factors (B) (continued)

‘Basic Skills Factor (1):{continued).

= Knowledge of the principles and theory i in‘a phase.of a field.of -

work and ability to apply them in normal_situations without
guidance (b)

For the I|m|ted number of positions at thls degree level that do not -

require professional educatlon orskills, the work: requires. detailed
knowledge {gained’ by long experience and ~extensive

- administrative background) of a broad and complex set of

administrative _practices, procedures and work flow, and

‘exceptional admmlstratlve ability. An example is providing

complete admmlstratrve support to a multi-faceted Ilcensmg_

Degree 6() » 295 376 Points

: ﬁequireS"either—

+ Knowledge of the basic principles and theory of a field of work,
plus practical knowledge of their applicatioh adequate for farrly
independent work on'all problems of normall complexnty within
the field (i)

* -More advanced training in.the principles and theory of a field

of work (usually galned by completlon of study appreCIabiy ln
:apply them under gurdance (i)
Degree7(g) 380°- 475 Points

Requures advanced knowledge.of the principles and theories in.a

field of work and extensive knowledge 'of their . -application

adequate for independent accomplishment of either—
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Voiume 10, Part 2 - Position Evaluation and Management, Pay.
Admmistratlon, and Leave

Position Evaluation and Benchmarks

Handbook 10.37 Part IV

Degree Definitions by Factors (B) (continued)
Basic Skills Factor (1) ~(coh’cinuei:j‘) :

+ Diffi cult complex and original work, related to the profession
or speclalty iy

+  Work that is simultaneously complex and varied if)
Degree 8 (f) ‘ 480 -550 Points

. Requires complete knowledge of a ﬂeld of work for one of the
following.

s Administering: an agencyw1de program or an exceptlonally
complex major project @

+ Accomplishing -exceptionally. ‘difficult staff work, which
contributes directly to the advancement of the mission. or-a
major program. of the agency (ii)

« Serving as an agencywnde technical expert who provides
authoritative advice -and assistance on critical problems and
issues' that affect a very difficult, complex phase of a fi gld of
work or a complete field of work (ii): '

Contacts. Factor (2)

This factor measures the type and.-level of contact normally
required by the position in meeting and dealing with' people inside
or outside the organization:

‘Degree 1 (a) . 25 - 30 Points
Contacts ‘at any level for obtaining or giving specific factual

information or material that is readily available and requires little.
or no discrimination or explanation.
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Volume 10, Part 2 - Position Evaluation and Management, Pay

. Administration, and Leave
Position Evaluation and Benchmarks

Handbook 10.37 Part IV

Degree Definitions by Factors (B)"‘(GfonﬁDUéd)

Contacts Factor.(2) (continued)
Degree 2 (b) ~ 35-40-Points
Contacts for one of the following:

+ Giving and/or exchanging factual information requmng some
‘explanation and development for accurate- understanding (i)

. Obtaining and verifying basic factual data from various:sources
ass’uring accuraéy arid currency’ (i)

*. Securing- adhéerence to weII def hed, unamblguous rules and
régulations (iii)

Degree 3{c) - - 45 - 70 Points

Contact for either—

« Résolving mirior differences on relatively routine matters within
the organization; to adjust factual- dlscrepanc‘.les in.reports or
other data or to-obtain or give factual information susceptlve
to mlsmterpretatlon (l)

«+ Ifoutside the agency, requiring tact, diplomacy, and finesse to
prevent damage -to public rélations, -although -on relatlvely.
routme matters, giving and-explaining factual information (iiy

Degree-4 (d) ’ 75 ~95 Points
Contacts with responsible personnel of NRC, license applicants,
licensees; contractors, outside agencies; the Ppress, or

representatives of the public fegardihg’ one of the .fd,lloWing":"

¢+ Inguifing about lnformatlon conoemlng methods techmques
or practices for usein analyzmg the effectiveness of operations,
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Volume 10, Part 2~ Position Evaluation and Management, Pay
| Adwinistration; and Leave:

Position Evaluation and Benchmarks

___Handbook 10.37 Part IV

Degree Defiiitions by Factors:(B) (continued)
Contacts Factor (2) (continded)

in recommendlng new or ‘révised systems plans, or
approgches; orin resolvmg technical problems (i)

. Reconcullng dlvergent views or negotlatlng agreement. OF
adjustment on spemﬂc individual technical .or management
problems of some:significarice (ii) '

+  Presenting the erganization's-previously.e é‘s‘tablished position or
providing assistance on tech hical or management matters of
some 5|gn|f icance that require. explanatlon of underlying

purpose or reasons for the-position _v:(‘m_)

Degree 5 (&) : 100 - 130 Points

Contacts with NRC division directors, principal supervisors,
technical or management officials of licensees, license applicants,

and contractors requiring tise of logic and persuasion in any of the .

following:

+ Convincing :others that a policy, a decision, or a course of
action is correct or desirablé (i)

« Defending confroversial scientific and technical positions:

subject to conflicting interpretations (ii)

+ Obtaining endorsemerit, concurrence, or action in establishing
or revising methods, plans, regulations, or systems for
execution of a program or project within policy or program
limitations {iii)

Degree 6 (f) 135-1 70 Points

Contacts with NRC office and divi'sion directors, top managers of
licensees, applicants, and architectural and engineering firms,

Approved: September 11, 2007 41
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Volume 10, Part 2 - Position Evaluation and Management, Pay
Administration, and Leave '

Position Evaluation and Benchimarks

Handbook 10.37 PartIV__

Degree Definitions by Fat;tors (B) (c‘ontinuéd)_

Contacts Factor (2) (continued)

licensing boards and advisory committees, and the Commission,.

or persons at similar levels in other agencies in any of the.

following:

'« Discussing and infliencing ‘actions effecting significant

changes in the.administration. ofa’ basic-mission or program or
an exceptlonally complex major project (i).

. ‘Obtalnlng coordinated actlon for. changes’ of similar magnitude

to item (i) above involving or affecting basic mission: orprogram
‘or exceptlonally complex major projécts (if)

+ Defending new or highly contioversial technical and smentlf' c
posmons (it

f'De‘ciSio'ns" Factor (3)

This. factor measures the responsibility for any decision that’
reflects the independent action required by the assigned functlon
from independently furnishing or securing information ‘to “finally

approving programs and policies.

‘Degree 1(3) 50 - 65 Points

Little- mdependent .action is requnred .decisions affect only the
routine of'the office-in which the position'is located and are based.
upon- snmple and specific instructions. The possibility of error: is
minimized by precedent and ‘wolild cause only localized loss of
timé and confusion.

Degrée 2 (b). . 70 - 90 Points

Wh'ile decisions are generally based on spegcific instructions
and standards, some interprétation is- réquired because of the
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Volume 10, Part 2 - Position Evaluation and Management, Pay
Administration, and Leave

Position Evaluation and Benchmarks

Handbook 10.37 Part IV

Degree Definitions by, Factors (B) (continued)
~ Decisions Factor (3.)_.(continued')

nonroutine ‘nature of the work or the -variety of regulations,
procedures, or instructions that must be applied. Resuliting errors
may not be immediately apparent but usually would be revealed
in subsequent operations of that particular office and would resuit
in minor confusuon and delay or loss of materials.

Degree3(c) - ‘ 95 125 Points-

Decisions require constant interpretation of existing standards and
procedurés and their adaptation without guidance to-problems of
normal complexity. Errorswould cause confusion, delay, or waste
‘of materials in several offices. However, such etrors would be
revealed in subseguent réviews, for example—

« For professwnal or equivalent fields of work, decisions affect
one or more phases of a project that contribute to a program
activity. (i)

«  For other fields of work, decisions affect the- management of
administrative or’ procedural aspects of projects or important
support functions. (n)

Degree 4 (d) | 130 -160 Points
Decisions require considerable adaptation- of standards and
guidelines to problems that are controversial, very complex or
without clear precedent; Instructions'are pnmaniy in‘terms-of work
to be accomplished. (i)

Decisions result in either— (if)

«. Substantive recommendations concerning a program or one of
more important projects.(a)
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Volume 10, Part 2 - Position Evaluation and Management, Pay
Administration, and Leave

Position Evaluation and Bénchmarks

Handbook 10.37 Part IV

Degree Definitions by Factors (B) (continued)

Decisions Factor (3) (continued)

« ‘Endorsement of action on. mattets that-have considerable
effect.on a program or'one.or more important projects (b).

Degree 5(e) : 165 - 240 Points.

. Decnsu‘ms result in—

. .Approval for establishing or modifying pol|c1es programs, or
exceptnonally difficult or important. projects that commit the
organization.in the‘field of work encompassed by the position
and that are limited .only by overall NRC pohcy, ‘program;-or
regulations (i) - ‘

- * Important recommendations orendorsements concerning the
establishment or significant fhodification of agency policies.or
programs in the field:of work encompassed by the position that,
.although not fimited” by existing policy; are subject to

. endorsement or final approval by a hlgher authority (u)

« Authoritative determinations on technical i issués and problems
of crucial concern fo pubhc health and safety for which littie-or -
no gu1dance or precedent exists or in which considerable:
confroversy exists (jii)

Supervision Factor (4).

This: factor measures the supervision, exercised in organizing,
directing; ‘and coordmatmg the work of subordinateés, including
responsibility for the quallty and: quantity of work produced. This
responsibility includes recommending, endorsing, or approving
personnel actions such as promotions, discipling;: placement,
reassignment, and jOb and employee evaluation. To be credited
with points- under’ the supervision factor, an employee must be
exercising full supervisory authofity at léast 25 percerit of the time.
Team leaders (see’ Part 1V, Section (A)(6)(b))are notcredited with

supervisory points under this section.

7
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 Volume 10, Part 2 - Posmon Evaluation and Management, Pay
Administration; and Leave

Position Evaluation and Benichmarks

Handbook 10.37 Part IV

Degree Definitions by Factors (B) (continued)
Supervision Factor (4) (continued)
Degfee'i (@) o | ' 510 Points
Su;nenli'sesihe activities;'of either— |
+ One.or fwo clerical assistants (i)
» Astaff aé‘siSt‘a’nt_or é staff and clerical assistant (ii)
Degres 2(b) - ~ " 45-25Points
Superv‘ises the activities of either\-—-.: |

« Astaffassistantand two or three clérical assistants in a phase
of a field-of work (i).

.« A sm_all,group‘dflcierical;.empllqye_’es ‘engaged in activities in a
phase-of a field -of work i)

Degree 3 (c) - '. 30.- 45 Points
Supervises the activities of éither—

< A large group of clerical employees engaged in activities in a
phase:of a field of work (i)

+ A small group.of clerical employees engaged in" activities in
encompassing more than one phase or an entire field or fields
of werk (i) :

« Asmall group of staff or staff and ¢lerical employees engaged
in-activities in‘'d phase of a fi eld of. work (m)
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Volume 10, Part 2 - Position Evaluation and Management, Pay
Administration; and Leave'

Position Evaluation and Benchmarks -

Handbook 10.37 Part IV

Degree Definitions by Factors (B) '(60ntinued)'
Supervision Factor (4) (confinued)
Degree 4 (d) ' 50 - 75 Points
. Supervisas the activities of either—

* A large group of clerical employees. engaged in activities
éntompassing several phases -of an entire field or fields of
work-(i}

+ Alarge group of staff and clerical employees -engaged in
actlvmes in-a phase of a field of work (i)

»  Asmall group;of;_s_taff or staff and clerical employees engaged
in activities in a field or fields of work {iii)

Degree5-(e) B ) 80 -120 Points
- . (

'Supervises a large group of staff employees engagedin activities
encompassing an entire field or fieids of work.

‘Working Conditions Factor (5)

This factor measures the surrounding and physical conditions
underwhich the job must be performed. These conditions have an:
effect on individual performance, and the factor measures the:
:extent o' which these conditions make the job dlsagreeable or
hazardous.

Degree 1(a) ' 5-10-Points

'Satlsfactory working conditions such as those encountered in an’
’ofﬁce where some noisé‘and dlsruptlon may oceur, or work ‘outside

not requiring frequent exposure to dlsagreeable glements or
unsafe situations.

T , Approved: September 11, 2007



Volume 10, Part 2 - Position Evaluation and Management, Pay
' Administration, and Leave

Position Evaluation and Benchmarks

Handbook 10.37 Part iV

Degree De‘ﬂnltloné by Factors (B) (continued)
Working Conditions Factor (5) (continued)
| Degree 2 (b) : 15 - 25 Points
.'Frequenf eiposur‘e tO'diSagreeablé elements.or where eXtreﬁe
noise, disagreeable lighting ‘conditions, extreme temperatures,

humidity, and so forth are present, or where there may be
occasional exposure to hazardous conditions.

Degree 3 () 30 - 45 Points

Contmuous exposure to dlsagreeable elements or frequent
-expostre to hazardous conditions.

Degree 4 ,(d) : 50 - 70 Points
Continuous exposure to liazardous corditions.
Effort Factor (6)

This factor measures the physncal demandor the stamina required
in the job- performance and ‘the extent to which work induces
unusual visual or- physn:al fatigue, or demands physical effort or
endurance.

"Degree 1 (a) - 5 =10 Points -
Effort is* typically clerical or administrative where employee
performs work' involving‘light manual tasks. Includes work such as'

ordinary typing, filing, stenography, and other tasks mvolvmg a
minimum of effort.

Degree 2 (b) ‘ 15- 20 Points

Effort is continuous and sustained although Iight. for-example,
continudus walking, standing, or light lifting.

'Approved: ‘September 11, 2007 | . ‘ 4?



Volume 10, Part 2 - Position Evaluation and Manhagement, Pay
Administration, and Leave.

Position Evaluation and Benchmarks
Handbook 10.37 Part IV

Degree Definitions by Factors (B) (continued)
* Effort Factor (6) (continued)
Degree 3 (¢) . . 25.-50 Points

Effort is. heavy and frequent, for example, carrying and sforing .
heavy material in warehouses, loading and unloading trucks.

Total Poirit Score to Grade (C)

The fO!Iowing conversion table provides the total point score
assigned and the grade it warrants. (1)

_ Point Score-Range | General Grade (GG) |
175 — 230. | 1
235 — 250: 2

256 —275. 3
'280-— 300 4
305 — 325 5
330 — 360 6
365 — 400 7
405——440 &
445 — 480 9
485 —520 10
525 — 590 11
595 — 695 : : 12
700 —815 13
'820--—935 _ 14
940'— 1060 15

If the total point scoré assigned exceeds 1080, the position should
be evaluated under the evaluation system for the Senior Executive
Service or the Senior Level System to determine whether the.
position warrants a higher grade level. (2}

\
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Volume 16_, Part 2 - Position Evaluation and Management, Pay
' ~Administration; and Leave -

Position Evaluation and Benchmarks

Handbook 10.37 Glossary

Glossary

Admimstra’tiveiy determined (AD) position. A position without
a numerical pay grade or level designation and wnth apay rate
in the GG-1 through GG-15 range. .

Benchmark. The official NRC approved standard intended for use
in the. proper evaluation of positions to détermine the relative
worth of a position by comparison to.a standard position.on a
factor-by-factor basis. See Handbook 10.37 fora descruptlon of
that process.. :

Class. All positions, regardless of organizational location, that are
sufﬁcnently alike-in duties and responsibilities to be called by
the- same descriptive fitle, to be’ accorded the same’ grade
.undeét like conditions, and tb require the same quallf cations on
the. part of the 1ncumbent

Desk ‘Audit. -An, interview petformed by a_Human Resources
- ‘Specialist who seeks information from the incumbent and/or
the supennsor of a posmon for purposes of clarifying details
about the proposed ‘position description.

Federal Wage System position. A.position for which thie rate of
‘pay is established in accordance with the prevailing area wage
rate as determined by a local area survey (locality rate).

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

Graded position. A position with a. numerical grade or level
designation indicating the applicable pay rate or range of pay
rates in-a given schedule (for example, the General Grade
Salary Schedule).

Human Resources Specialist. An advisor to managementand a
representative of the Office of Human Resources. (HR). The

HR regresentattve is txglcallg a generahst with. knowledge o
Approved: September11 2007




Volume 10, Part 2 - Position Evaluation and Management, Pay
Administration, and Leave

Position Evaluation and Benchmarks

Handbook 10.37 Glossary

Glossary (COnﬁnued)

the different specialty areas within the ﬂeld of human resources -
management.

Identlcal-Addntnonal (IA) posmons Defines a number of
positioris that aré fully identical to @ach other.

Occupational group. Related occupations that are grouped
together numerically (e.g., 1300, Physical Sciences, and 800,
Engmeermg)

Occupatlonal series, A subdivision of an occupatlonal group,
comprlsmg all positions in the same specialized line of work at
vérious grades. Each occupational:series is designated by a
numerical code such as 1306, Health Physics (series within the. -
1300, Physical Sclences occupatlonalgroup) -or 840, Nuclear

- Engineer (series within the 800, Engineering, occupatlonal
group).

.Position. The fundamental unit for sttucturing, controlling, and

assigning work within an organiza__tion;

Posltion description. A statemient of the aggregate of current
duties; responsibilities, and authonty assigned to a‘position by
competent supérvisory authonty

Reevaluation. A change in the grade of a position resultlng from
a review.of the evaluation of that-position.or issuance of new
or revised position evaluation standards.

Statutory position. A position specifically provided for in the
Energy Reorganization Act or other legislation for which the
pay is individually set by or pursuant to Federal laws and
Executive Orders

{
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POSITION ACTION. AND EVALUATION

"PART 1. INITIATING OFFICE__

"|3 OFFICE ABBREVIATION 12 mwstowanmcu

RI ‘Division of Reactor Safety/Operations Branch
- SUPERVISORY CERTIFICATION 1'CERTIFY THAT THE ATTACHED IS AN ACCURATE STATEMENT OF THE:
- MAJOR DUTIES AND-RESPONSBILITIES OF THIS POS[TION AND.ITS. ORGAN!ZATIONAL RELATIONSHIPS, AND :
“THAT THE POSITION IS NECESSARY TO CARRY ouT GOVERNMENT FUNCTIONS FOR WHICH | AM ¢
RESPONSIBLE THIS CERTIFICATION IS MADE WiTH THE KNOWLEDGE THAT THIS INFORMATION 18 TOBE.
USED FOR STATWTORY PURPOSES RELATING TO. APPOINTMENT OF PERSONNEL AND PAYMENT OF PUBLIC'Y
FUNDS AND THAT FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUGH:

STATUTES OR THEIR IMPLEMENTIN GULATIONS

FSIGNATURE - SUPERVISOR R f VAN “foate- T "
AR ‘ ~, DersarLd £. Jéczsou 41(-’5["‘,2’
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sOperator Licensmg Assrstant ce-osoa-w © PD#K426

v_Regron l B
Division of Reactor-Safety
‘Operatlons Branch

‘Fu'ncti'onal"S'tatement"‘

© Serves as the Operator Licensing Assnstant (OLA) for coordinatian of the ficensed reactor
-operator administrative functioris and technrca!\medlcal issues: assocrated with the Operatlons
-'Branch inthe Dlwsron of Reactor Safety (DRS) Coordmates the initial reactor operator

,reactor operator senlor reactor cperator and limitéd’ senror reactor operator ficenses. Conducts
detailed reviews. of reactor operator quallflcattons lncludlng midical conditions and. restnctlons‘
‘work: -experience, training program completion: and all walvers, required to document deviations
from any required licehse condition, Teams: with:-administrative support : staff to ensure reactor-
operator licensing: documents are processed in: a timely manner.

Regular Du!res

Plans organizes; and, coordlnates the review of new and renewal reactor operator; senior

réactor operator and limited Senior- reactor operator license appllcatlons, @and amendmentsito

,apphcatlons submitted to Reglon i, -Determinés if the, recelved data. s current, complete,

accurate, and in conformance with apphoable NRC regulatron Assists the Operations Brarch
Chiéf; regional management; and the technical staff in the preparatlon of assrgned fechnical

- portions of the reactor operator licenses:. Reviews technical porhans ofthe.licensing documents
to identify administrative and’ procedure inconsistencies, to-assure: compteteness and accuracy

'of i ndmgs as required-by- Title 10; Code-of Federal Regulatlons (CFRY); Part:55-(10-CFR-55).

Plans, orgamzes, .and coordinates. notifications to advise applrcants potential appllcants Region
| examin reglonal managers, licensee managers;, and Office of. Nuclear Reactor Regulations
(NRRY); Division of Inspection and Reglonal Support (DIRS) petsoniiel ‘of the: applicable. NRC

regulatlons guides and policies: to: be considered in the pregaration and submittal-of applications

for. exammatlon and Ilcensmg for reactor operators at nuclear power: facrlmes Assures results
‘are. documented in: Operator Llcenslng Tracking: System (OLTS) :

Plans, orgamzes and mamtams databases and-action’ tracking systems for Operations Branch.,
Provrdes data, reports, and analyses of work methods procedures and’ performance against
quantltatlve goals from.a-vatiety of com puter-mamtarned ‘databases on-an as-neéded basis..
‘Provides technicil data to the Office of Investigations. and describes the lmportance ofthe:
llcensed reactor- operators compliance with NRC regulatlons Provides data for licensed reactor
operator alternative:dispute resolution (ADR) ¢aseés-and escalated enforcement violations.
Gathers data and prepares routing and spécial statlstical reports, such -as those detailing the
status.of licensing actiens, for submission to Reglon I management and for mcorporatton mto
reports to the Commrssmn and the.Congress, Maintains records for use'in prepanng statistical
statements
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Plahs] organizes, and coordinates the establishment and maintenarice.of all files, dockets a‘hd,
réports associated with reactor aperator licenses, Maintains archive schedule for reactor
operator licensing documentation and Payt 55 dockets: o

Plans, organizes, and coordinates the creation and maintenance of electronic document
packages for each reactor operator licensing examination and requa'iificlbtion' inspaction:
Assures established ADAMS procedures {i.8., templates, ADAMS Desk! Reference Guide,
Privacy Act information, Personal Identifiable information, Proprietary distribution, etc.) are
followed when documents are classifiéd. Assures the timely issuance of documents for
.declaration of Officidl Agency Records. '

Plans, organizes, and coordinates the administrative actions on licensed reactor operator
document.revisions. Reviews data provided, including medical records, and composes etters
requesting supplemental information neéded to support revisions, including scommunication with
NRC physiclans, licensee physicians, licensing managers and training department managers.
Develops and implements procedural controls for processing and tracking ficensing actions.
Composes correspondence in-reply to requests for information, confirmation of appoiniments,
and other letters and memoranda of individual ficensed reactor-operator applications, walvers,
exam results, medical status, and all docketed informaftion.

Reviews revisions to the Commission’s rule, regulations, and procedures to determine
procedural effects on the reactor operator licensing process and-to devise and implement
administrative methods of impleménting new requirements, when necessary. Coordinates

instruction and orientation for new -Operations Branch personnel regarding the reactor operator

licensing procedures-and process. Recommends improvements to Operations Branch
processes. Interfaces with administrative: staff for gathering and distributing documentations, as
“received, N .

Serves as the regional coordinator for administering the Generic Fundamentals Examination

{GFE) Program. Provides timely notifications to the licensee management in of the GFE date,
‘receives lists of applicants, assigns Part 55 docket numbers for applicants, and forwards
information to the GFE contractor. Coordinates the documentation and final score reports to the
licenses management. Assures €ntry.of the applicants’ status in OLTS.

Maiintains correspondence and records regarding licensed reactor operators who fait fitness-for--
duty (FFD) tests. Initiates and coordinates regional review and processes the inputand
response with the site licensing manager and medical department. Enters FFD. information in
OLTS. Initiates the fitness-for-cuty response letter to the licensee that is approved by Division
of Reactor Safety senior managément. Coordinates the review and concurrence related to the
reactor opérator’s status with the NRC physlicians and licensee medical staff,

Develops and coordinates the outgoing reactor-operator licensing correspondence,. including
‘appeals and denjals of reactor operator licenses. Prepares detailed information to be provided
to the Office of General Counsel (OGC) related to-reactor operator heatings reviewed by
administrative taw judges. Ensures Privacy Act information is propetly protected by
coordinating changés or genéric requirements with Region | Operaticns Branch. Assures

.accurate data entry of all information into OLTS,

7
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Provides frairiing to regional administrative staff.occasionally assignéd to-temporary duties in.
reactor operator licensing activities. C :

DeV'eIon control systems to assure that administrative progedures are. detailed, accurate, and
consistent. Assists Branch Chief in assuring that procedures and guides are appropriately
utilized} and established deadiines.are met. Coordinates the preparations for the biennial NRR
" DIRS réview, inltlal exam and requalification program yearly budgeis, and Operations Branch
monthly budget and branch metric data. Audits Region 1 Part 55 docket files and documenis
the biennial OLS self-assessment.

‘Prepares and maintains the Region | Examination Schedule fér initial and retake reactor

‘operator licensing examinations and requalification program inspections, Provides Region |
inspectors with HRMS Technical Accounting Code (TAC)-information to ensure all examiner
work is properly tracked to meet projected budgeted Full Time Equivalent (FTE).

Basic Skills

o D_etailed' knowledge of the requirements of 10°CFR 56 fo ‘ensure %ll'req u_i.red reactor operator
license applications in Region | are prepared in a-fimely manner to avoid-delay in issuance of

feactor operator licenses, and categorical licensing conditions are applied to thoss licenses
stich as medical or plant condition resirictions.

Detailed knowledge of the overall NRC mission in terms of functions and responsibillties.
- Knowledge of the appropriate chapters offth'? NRC Managemient Directives, the Operator -
Lisensing Exariner Standards, and-applicable NRR-DIRS; Region 1, and Division of Reactor
Safety procédures. - : -

‘Detailed knowledge of the requirements of “American National Stendard Medical Certification

-and Monitoring of Personnel Requiring Operator Licenises for Nuclear Power Plants,” (currently-
‘ANSI 3.4, 1996 and ANSI 3.4, 1983) o énsure all required reactor operator licenses and license .
.applicants’ medical information is in compliance with appropriate ANSI standard requirements.

Detailed knowledge of the applicatiori review procedures for'new, upgrade, and renewal reactor
operator, senior reactor operator, and limited senlor reactar operator licensés requiring thorough
‘review of reactor operator qualifications, and ensure Privacy. Act Information is not
_comipromised. :

Detailed knowledge of recording, filing, reporting, and docketing practices-to assure:proper
coordination of reactor operator licensing activities: o . o

Thorough knowledge of ,ba‘si_c;'medicalferMinqlo‘Qy.-'sp‘eciﬁcall)g‘term‘ihblogy associated with
reactor operator licensing for'nuclear pawer plants to-ensure-all regulatory requirements are met,
for the reactor operator license applications and:reactor operator ficensing proposed changes.
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Ability to review; analyze, and-interpret-changesin procedures, rules, and regulations pertaining
fo thé reactor operator licensing process sufficient to deteérmine the impact of the changes, and
implement changes. - :

~ Skill in the use of surrent computer programs and abpllications, and NRC t;nféated databa,sesvtq
perform correspondence and.infonmation tracking functions.

Ability to work sffectively. with various levels of NRC, Hcensee management, and staff to
accomplish assigned resporisibiiities in connection with coordinating activities associated with
reactor operator licenses and resolving'c‘ontroversial reactor operator licensing tssués.

Ability to respond. to external stakeholders and NRC written correspondence, telephone calls;
and e-mails to furnish information necessary to provide appropriate referral depending upon the
naturé of the call. '

iC_o'ntacts':
Continuous contact with NRC headquarters and regional administrative and technical personnel
to receive and process information. .

Continuous contact with managerial staff of licensess and applicants relative to procedural
. matters and status of license applications. . :
Frequient contact with staffs of Auclear facilities and.various membefs of the-public Having an
interest in specific licensing ard inspection issues. Contacts are forthe purpose of providing
- requested information, assuring coordination, or obtaining.information and assistance.’ Frequent
contact with regional management and représentatives of the Office of NRRto coordinate and
-ensure resolution of licensing matters referred to that group:for technical or procedural
‘comiment. ‘ . . ‘
‘Frequent contact with physicians and examiner contractors of the NRC relative to licensed
_reactor operator medical issues. o -

Frequent contact with NRR Program Management, Policy Development and Analysis Staff, '

Infotmation Technslogy Branch for RPS OLTS operating problems.and improvements:
Occasional contact with NRC management in other tégions inthé-areas of OLS responsibiity.

for Decisions;’

Résponsibilit
Sup erviéion Received

Chief, Operations Branch, DRS

General Supervision “B”
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Guidelines are CFR Title 10, Examiner Standards, NRC-Correspondenice and Filing Manuals,
Operator Licerising Regional Offica’procedures and correspondence control pracedures,
applicable chapters of the NRC Management Directives, office and division procedures, and
NUREG 0273, ADAMS guide. ‘ ) '

I_ndegendent Action

Coordinates the issuance of reactor operator and senior reactor-operator licensing action ietters,
amendments and-orders modifying or suspending such licenses.

Implements and maintains.a systern‘ that tracks appeals for thé denial of reactor operator, senior
réactor operator, and limited senior reactor operator licenses based on the résults ‘of licensing
examinations. :

Maintains cognizance of the most up-to-date NRC rules, regulations, and procedures applicable
to the reactor operator licensing process. Reviews examiner standards and the OLB Policy
Manual to-assure appropriate administrative procedures, requirements, and organizational
provisions-aré cotisistently applied in Region I.

Coordinates the Region | facllities' participation in the.GFE program.
lfiitiates carresporidence and mairitains records of FFD cases.

Plans, organizes, and maintains records systems:for readily obtaining information for preparing
statistical reports, schedules, and determining status of licensing actions pending in the
Operations Branch. L C

Maintains. responsiblé for the:control; custody, and distribution of !i'cens'ihg' documents, which
include Privacy.Act controls. ‘ : ’

:Coordihates with NRR Progrém Management, Policy Development and Analysis Staff,
Information Techriology Branch on RPS OLTS upgrades and testing.

‘Determines what data to be used to compile statistics for various reports. Compiles statistics
from-available records: -

Provides background information to appropriate sections in the branch on incoming mail and
other items referred to the Operator Licensing sections. Follows up on‘assignments givento
other personnel in the Operator Licensing sections, reporting progress on work items invelving
timely critical deadlines.

Establishés and maintains necessary commurications with nuclear industry stakeholders.in
order to-assure proper distribution of information..

Maintains-security of OLTS, includlng p‘er_sonh_el security access and storage of sensitive data

. as the Region 1 Primary Systems Security Officer for OLTS.

5
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Recommends improvements in the administrative processing of license applications and
originates actions necessary for implementation and recommends improvements in the
administration of Region | reactor operator licensing relative to priorities, coordination,
scheduling actions, recond keeping, and files maintenance.

Recognizes unique or new procedural and administrative aspects of reactor operator licensing
activities and develops recommendations to management on procedures and methods for
process improvements. '

Proposes changes to current administrative procedures to assure that licensing ac_tio_né 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 information into well-organized,
clear, concise, and meaningful licensing documents and written correspondence.
Coordinates Operations Branch actions with the Region | 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 incumbeént.
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Regionl '
Division of Reactor Safety
Operations Branch

EVALUATION STATEMENT
BACKGROUND:

This position-description (PD) evaluation was completed based.on a-request -qu!,a desk
audit of the position from the incumbent.. The incumbent, through her Branch Chief at.
the time, submitted a revised PD and a request for a desk audit. ‘The draft PD submitted
by the incumbent and Branch Chief was returned for further revisions'to conform.fo NRC
position'management standards. Subsequently, a new branch chief was assigned to the
branch. After several mestings-with Division of Reattor Safety (DRS) management.and
additional edits, @ new-PD was established. ' ' ’

The position-description was previously revised in. June 2004. The incumbent has
occupled-the position sirice July 2004. Oncethe revised PD was approved.hy. DRS:
‘managerient, this- evaluator.conducted a desk-audit with the incumbent 5 verify the
content of the PD and establish'the series, title and grade for the position. Below.is an
explanation of the series, title and grade determination. ‘

'REFERENCES:

Position Classification Flysheet for Miscellaneous-Clerk and Assistant Series, -GS-0303;
Position Classification Standard for Secretary Series, G5-0318, TS-34, 01/79. .
NRC Management Directive 10.37, Position.Evaluation and Benchmarks

BENCHMARK POSITION USED: |
S&C 105, Secretary, GG:0318:10
TITLE AND SERIES DETERMINATION:

The Miscellaneous Clerk and Assistant Seties, GS:0303-includes positions the duties of
which are to.perform or supervise clerical, assistant, or technician work:for which no
other series is appropriate. The work requires knowledge of the procedures and
techniques iAvolved in carrying out the work of an organization, and invalves application
of procedures and practices within the framework of established guidelines. Pésitioris
classified to. this séries must meet two criterial the primary work of the position is one-
-grade ihterval in nature; and the primary work of the position is'not classifiablein any
cther series. o

The incumbent serves-as an Qperator Licensing Assistant in the Operations Branch of
DRS, responsible for processing applications for new-and renewal reactor operator,
senior reactor-operator, and limited senior reactor operator (icenses which requires an

initial review:of reactor operator qualifications as well as the control, custody, and
distribution of licénsing documents. The incumbent coordinates the review of new and

- renewal reactor-operator, senior reactor operator, and limited senicrreactor operator

license applications and amendments to applications submiltted to Region | to establish
. that the required non-technical data and medical requirements information are current;
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complete, .accurate, and in-conformance with applicable NRG ragulation-(Part 55) and
office policies and practices. The incumbent assists the technical staff in the preparation
of assigned technical portions of licenses. The incumbent coordinates generic changes
to advise applicants, potential appiicants, and Reglon | examiners of the applicable NRC
regulations, guides, and policies to be considered in the preparation and submittal of

. applications for-examination and ficensing for reactor operators at power facilities.

The duties of this position meet the requirements for classification to the Miscellaneous
Clerk and Assisfant Series, GS-0303. The fitle and series for the position are
sstablished as Operator Licensing Asslstant, GG-0303,

Grade Determination

Basic SKills o Degree 5, 275 Points

Dégree Lével

* This factor measures the minimum amount of knowledge, mental ability, and manual ski
required to perform the duties’ assigned to the position. - :

-At Degree 4, work requires knowledge of the principal techniques, work fmethods, or
procédures involved in non-repetitive work. Assignments.are not controlled by well-
- defined procedures, and judgment is required-to-get the- work done. This position
exceeds this level of comparison to the factor. '

Degree 5 requires knowledge of the principles and theoty of a field.of work and the
.ability to apply theém In normal situations without guidance. For positions.which do not
require proféssional education or skills, work requires detalled krowledge (gained by .
experience and administrative background) of a broad and complex set of administrative
practices, procedures, and work flow, and administrative ability. The incumbent must
havé kriowledge of the overall NRC mission in terms of functions and responsibilities, -
including appropriate parts of Title 10 of the Code of Federal Regulations, the NRC
Management Directives, and Region | office and division_procedures.
The incurbent applies a basic knowledge of medical terminology in-order-to review,
maintain; and write the required correspondenc.pertaining to license reactor-operator
files. Athorough knowledge of the-requirements of 10 CFR Part 55 is required to ensure. -
that all reactor operator license applications in Region { are prepared in a timely manner
to avoid delayin issuance of reactor operator licenses and that categorical licensing
 conditions are applied fo those licenses such as medical or plant conditions required.
The incumbent must have knowledge of the application review aspects of new and
‘renewal reactor operator, senior reactor operator, and limited senior reactor operator
ficenses requiring:limited review of reactor operator qualifications. Ability to.analyze-and
interpret changes in procedures, rules, and regulations pertaining to the reactor operator
licénsing process sufficient to coordinate administratively assigned reactor operator _
licensing projects’is required. The incumbent muist have an-abifity to review changes in
Commission procedutes, rules, and regulations, and to détermine which changes impact
the reactor operator, Degree 5-is applicable {o'this position.

The p‘b'sitioh ‘does not match the requirements for assignment o'fDégree»S to this factor
as the position does riot require more advanced training i the principles and.theory of a
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field of work (Usually gained by.-completion of study appreciably in excess of that
required for a bachelor's degree) and the ability fo apply them under: guidance.

Poirits

‘Review of the major duties and basic skills required of this position closely matchthe

duties and basic skills in Benchmark Position, S&C 105, Secrétary, GG-031;8'-:1‘0.~A Both
positions review and process all non-technical aspects of ass’iz]nments. ‘Both positions -

advise staff members of applicable NRC regulations, guides, and policies to be
considered in the preparation and submittal of their assighments. Both positions
originate and processes documents for a variety of individuals, Federal, State and/or
local officials involving the projects assigned. Comparison of the Basic Skills _
requirementsto. Benchmark Position, S&C 105 is a match, and allows for 275 points to
be assigned to this factor.

Contacts ‘Dégree 4, 90 points,

' Degree Level
This factor measures the type and level of contacts rormally required by the pasition in
meeting and dealing with people inside and outside the organization. .

At Degree 3-contacts.are for resolving minor differences on relatively routine
matters within:the organization, adjusting factual discrepancies in reports or
other data, or obtaining or giving factual information. ‘Contacts outside the
agéncy require tact, diplomacy, and finesse to-prevent damage to public
relations. Continuous.and frequent contacts required of this position exceed this leviel
of comparison to:the reference. ' T . oo

At Degree 4; contacts are-with.résponsible personnel of NRC, Jicense applicants,
licenseas, contractors, outside agehcies, the press, of representatives of the
public 16 inquire about information concerning methods, techniques, or practices
for use in analyzirig:the effectiveness of dperations, recommend new orrevised

systerns, plans or appioaches to resolve technical problems, reconcile divergent
views or negotiate agreement.or adjustment-on specific, individualtechnicalor
management problems of some significance, present the organization's .

previously established position, of provide-assistance on technicalor
managemarit matters of some significance that require explanation of underlying "
plirpose or reasons forthe position.

This position has continuous contact with regional, administrative and-technical
parsonnel in receiving and fupnishing casework information. The incumbent has
continuous contacts, through telephone-conversations, with managerial staff of licensees
and applicants relative to procédural matters and status of applications, Frequent
contacts with regional management and representatives of the Office of NRR are
required to coordinate and heip resolve licensing matters referred to that group for
technical or procedural comment. :
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The incumbent has frequent contact with physicians and examingr contractors of the
NRC relative to procedural matters; and occasionat contacts with NRC management in
other regions in the areas of responsibility. - :

This level of contacts matches the intent for assighment of Degree 4 to this factor.

The position does not meet the requirements for assignment of Degree 5:to this factor.
Dégree 5 réquires coritacts with NRC office and division directors, top management
officials, applicants, architectural, and.engineering firms for the purpose of:-defending
new or highly controversial technical and scientific positions, convincing others that a
policy, a degision, or a course of action is cotrect or desirable, defending
controversial sciéntific and technical positions subject to conflicting
interpretations, or obtaining endorsement, coneurrence, or action in establishing
or revising methods, plans, regulations, or systems for execution of a program of
project within policy or program limitations o

Points

.Comparison of the contacts required in the proposed position description to the contacts
in Benchimark S&C 105 are a close match. Bofh positions have contacts with high level
NRG ‘staff to keep apprised of the current status of assignments. :Both positions advise
on procedural matters involvingthe administrative requirements of their assignments.
As the contacts required of Benchmark S&C 105-match the nature and intent ofthe
contacts outlined on the proposed.job description, 90 poinits is assigned to this factor. .

Regponsibility for Decisions . ' Degrse 3,125 points
Degreg Level A

This fécﬁcf- megﬂsﬂures,a'hy, decision which reflects the‘independent action required'by the

-assignied function, from independently furnishing or securing information, to finally -

-approving programs and policies. - '

At Déegree 2, decisions are generailly based on specific instructions and standards; some
interpretation is required because. of the non-routine Hature of the work. The '
Responsibility for Decisions.réquirements of this position exceéds this level of
comparison to the factor. ~ '

At Degree 3, decisions require interpretation of existing standards and procedures and
their adaptation without guidance to problems of normal complexity. Eriors would cause
confusion, delay, or waste. Review of this factor for this position matches this level of
.comparison to the reference. The incumbent coordinates the issuance of reactor
operator and senior reactor operator licensing action letters, amendments and.orders.
modifying or suspending such licenses, initiating correspondence and -maintains records
of licensing actions including fitness for.duty (FFD).casés. The incumbent implements
and maintains a system for the tracking of appeals for the denial of réactor operator,
$enior reactor operator, and limited senior reactor operator licenses based-onthe results
of licensing examinations. .
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The incumbent:plans, organizes, and maintains records systemsfor readily obtaining
information for preparing statistical reports; and schedules and determining status of
ficensing actions pending in the Operations Branch. Independently, the incumbent
-determines what data shall be recorded in order to compile statisticsfor various reports.
‘Stafistics are generally accepted-without detailed review. Examples of reportsthat are
independently prepared.on & routine basis include the monthly resource utilization report
for submiission to Operator Licensing Branch, NRR, and quarterly and annuat statistical
reports for use by the Branch Chief in the Oberations Branch, The incumbenit furnishes
background information to appropriate staff in the branch on incotning mail and other
items referred 1o the Operations Branch. The incumbent follows up on assignments
~ given‘{o other assigned personnel, feporting progress-on work items involving a
deadiine. .

‘The incumbertt Maintains cognizance of the most up-fo-date NRC rules; regulations, and
procedures applicable to the reactor operator-licensing process, The incumbent.is
expecied.to periodically review Examiner Standards and the OLB Policy Manual t0
assure appropriate administrative procedures, requirements,-and organizational
provisions are cafried out in Region L. As necessary, the incumbent establishes
communicatioris with industry-officials in order to assuré proper distribution of .

" information. As‘the Region [ primary systems security officer for-OLTS, the incumbent
maintains security of OLTS, including personnel security access and starage of sensitive
data. : ' " B '

The incumbent recommends improvements:in the administrative processing oflicense
applications-and originates actions necessary for implementation and recommends
improvements in the administration of Region | readtor.operator licensing relative 10
priorities, coordination, scheduling acfions, record keeping, and files maintenance. The
incumrbent is expected to recognize unique or riew procedural and administrative
aspects of reactor operator licehsing acidities and develop recommendations to
‘managerient on precedures and methods for resolving, Thisis a clear mateh.to the

requirements-of this position to'be assigned Degree 3to this factor.

The position does not match the requirements to be-assigned Degree 4, where‘-decisidns

require considerable adaptation of standards,.and guidelines to problems which are

controversial, complex or without clear precedents; and resultin substantive.
recommendations concerning programs or important projects.

Points

mark S&C 105 match this level of

- Review of the independent actions in Benc ' i o
responsibility for decisions. Both positions use independent judgment.and-actior i the
recommendation of changes to current administrative procedures to-assure-that actions
and their related administrative requirements are campleted in-actordance with
directives. Bath positions incorporate all conditions, provisioris, requirements, and
limitations, as provided by technical persorinel related o their responsibilities. Both
positiong originate:and process correspondence covering the administrative and
procedural aspects for their assigned projects. As the updated position description
matches Benchmark S&C 105's requirements, 125 points is assig ned to this facfor.

Supservision.
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None —nd points. awarded.

Working Conditions | o . Degree 1, 5 points
Work is performed in a typical ofﬁbé environment.

Effot - ~ Dearee5 points
Normal, | . - |

FACTOR SUMMARY AND POINTS ASSIGNED

. FACTOR. DEGREE ‘POINTS
Basic Skilis 5 275
Contacts 4 20
Responsibility for Decisions 3 125
Supervision - 0 0
Working Conditions 1 5
Effort 1 5
TOTAL . . 500
FINALDE’TERM!NATION:

Based on the above éva‘luafcion of the'updated position description, and a compilation of
the points awarded, this position is properly classified as:* Operator Licensing Assistant,
GG-0303-10. - ' ) -

Thiis M. O'Rolrke — .' Date
. Human Resources Specialist ' A
Region1 ‘



EVALUATION STATEMENT

.S, Nuelear Regulatory-Commission

Division of Reactor Safcty (PDRS)
Operations:Bratich
Licensing Assistant, GG-303-1)

515

Evaluator: Ernest Sallee
HR Specialist, FPMI
511512015




(b)(5)

Evaluator: Ernest Sallee
HR Specialist, FPMI
5/15/2015




®)E)

Evaluator; Ernest Sallee
HR Specialist. FPM!
S5/15/2015°




) —

Evaluator: Ernest Sallee’
HR Specialist, FPMI
5/1512015




(b)5)

M F
,-G V
520.4
D‘
:

37

348,




‘Attachments:

Joseph,

(b)(5)

14 happy o discussin further detdil. Thankysu, Michael

Froni: Lopez; Joseph’

‘Sent::Monday, July:13,2015.7:45AM.

To: Gartmian; Michiael-<Michael Gartman@rire.govs: Siiberféld, Dafia <D
€e: Scott; Mary <Mary.Scott @nre “

Subject: Gperator-LicensingAssistant:

Michael, Dafna,,
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Division of Reactor Safety (DRS)
Operations Branch
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