Supervisory Questionnaire for 

Establishing a New Position
Managers/supervisors are encouraged to review this form and answer the questions prior to establishing a new position in their organization.  Should you decide to complete the form, please forward it via e-mail to the CPOC Classification Specialist that services your organization.  It is important that you provide complete and accurate information when answering each question to ensure your position is properly classified.
Proposed Title, Series and Grade
Name and telephone number of Supervisor




Describe the reason for establishing this as a new position rather than having employees absorb the work in existing positions, i.e., employees of equal or higher grade.



Where did these new duties and responsibilities come from, i.e., new mission or were they previously included in another position(s)?  If the duties were previously performed in the organization, please provide the position description number(s) and if current employees are performing them, also provide the employees' names.



If your organization has either been given a new mission or undergone a reorganization, please describe.  NOTE:  Positions should not be established within an organization until the new organizational structure is in place, i.e., Table 30 established in the civilian personnel database as well as the civilian payroll database.



If there has been no change in your mission, and the duties have never been performed within your organization, explain why it is necessary to have this position perform them.



Please provide a detailed organizational structure showing where this position resides in relationship to the rest of the organization (Organizational Chart is acceptable).  Also if this position is GS-14 or above will you have to go to the USAREUR Chief of Staff to request approval to establish a new position?



If this is a supervisory position, please provide the name, title, series, and grade of each employee the incumbent will supervise.  Also provide a description of duties for all positions that are not currently in our FASCLASS database, i.e., military, NAF, contractors, volunteers, etc.



Describe what you consider the major duties of this position and what knowledge, skills and abilities an employee would require to accomplish them.



Briefly explain the rationale used if you have assigned any grading factors to this position.



