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SCHEDULES OF QUALIFICATIONS

The following Schedules establish promotion and reassignment standards
in connection with the general authorities granted FPHA under
Departmental .Circular No. 257, Revision 2., Other Schedules will be
distributed =t an early date.

Schedule I Clerical, Administrative and Fiscal
Series (grades 1 to 6 inclusive)

Schedule II Accounting and Auditing Series
(grades CAF-7 to 12 inclusive)

Schedule III Sub~professional Series

Schedule IV Professional and Scientific Series

Schedule V Clerical, Administrative and Fiscal

Series (grades 7 to 12 inclusive)
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Clerical, Administrative, and Fiscal Series
Grades 1 to 6 inclusive
(BExcept the Inspectional Series)

The standards set forth in this schedule apply also to positions not
specifically mantioned, but of the same type and for which the standards
would be approii-iate; for instance, the standards set forth in paragraphs
one and two for Typist and Clerk-~-Tymist positions would also apply to posi-
tions for which the Typist register would be appropriate, such as Teletype
Operator, Varitype Operator, etc. The clerical series would also include
all positions for which a general clerical register would be appropriate,
and the machine operator series will cover all office machines except the
typewriter and those positions for which the typist register would be ap-
propriate,

A. TYPING AND STENOGRAPHY

l, CAF-1 -- Jr, Typist, or Under Clerk-Typist

(a) 60 days! experience as typist, alphabetic card-punch
operator, or alphabetic bookkeeping machine operator;
or

(v) Completion of a satigfactory course of training, in
residence, in typing; or

(¢) Eligibility in an alphabetic card-punch operator,
alphabetic bookkeeping machine operator, or typist
examination given by the United States Civil Service
Commission,

2, CAF-2 -- S8r. Typist, or Jr. Clerk-Typist

(a) 90 days! experience as typist, alphabetic card-punch
operator, or alphabetic bookkeeping machine operator; or

(b) Completion of a satisfactory course of training, in
residence, in typing; or

(¢) Eligibility in an alphabetic card-punch operator,
alphabetic bookkeeping machine operator, or typist
examination.

3. CAF-3 ~- JAsst, Clerk-Typist and allied positions,

(a) 6 months! clerical experience that has included a
substantial amount of typing or the equivalent operation
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of a closely related office machine with an alphabetic
keyboard, such as a card-punch or bookkeeping machine; or

Completion of a satisfactory training course, in residence,
in typing, plus 3 months' experience in typing; or

Eligibility in alphabetic card-punch operator, stenographer,
typist, or junior alphabetic booklzeeping machine operator
examination, plus 3 months' experience as typist, or eligi-
bility in senior alphabetic bookizeeping machine operator
exemination,

CAF-4 and above -- Clerk-Typist and allied positions.

(a)

For any grade above CAF-3, in addition to that needed to
meet the requirements under paragraph 1 (a), (b), or (c¢),

8 months' responsible progressive clerical experience that
has included a substantial amount of typing or the equivalent
operation of a closely related office machine with an alpha-~
betic keyboard.

CAF-2 -~ Jr. Stenographer, or Jr.-Clerk Stenographer,

(2)

(v)
(c)

(a)

60 days! experience as a typist, alphabetic card-punch
operator, or alphabetic bookkeeping machine operator, and
30 days! additional experience as a stenographer; or

60 days'! experience as a stenographer; or

Completion of a satisfactory course of training, in residence,
in typing and stenography; or

Eligibility in a stenographer and typist examination,

CAF~3 -—- 8r, Stenographer, or Asst.-Clerk Stenographer

(a)

(v)
(c)

(a)

60 days' experience as typist, alphabetic card-punch operator,
alphabetic bookkeeping machine operator, and 60 days' addi-~
tional experience as a stenographer; or

3 months! experience as a stenographer; or

Completion of a satisfactory course of training, in residence,
in typing and stenography plus 60 days' experience as stenogra—
pher; or

Eligibility in a stenographer and typist examination plus
60 days! experience as clerk, typist, or stenographer,

CA¥-4 -~ Principal Stenographer, or Clerk—Stenographer.

(2)

60 days' experience as typist, alphabetic cardwpunbh operator,
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or alphabetic bookkeeping machine operator, plus 5 months
additional experience as stenographer; or

(b) 6 months' progressive experience as stenographer; or

(¢) Completion of a satisfactory training course, in residence,
in a stenography and tyning plus 4 months! experience as
stenographer; or

(d) Eligibility in a stenogravher and typist examination plus
3 months! experience as stenographer.

CAF-5 and above =~ Sr. Clerk-Stenographer and allied positions
such as Secretary.

(a) For any grade above CAF-4, in addition to that needed to
meet the requirements under parasgraph 7 above, eight months!
resnonsible progressive clerical experience the duties of
wihich included stenography.

B. CLERICAL

CAF-1 -~ Clerical positions including under clerk, under file
clerk, under fiscal accounting clerk, junior statistical
clerk, under mail, file, and record clerk.

(a) 60 days' satisfactory clerical experience; or

(b) Eligibvility in an approprinte examination for the position.

CAF-2 =-- Clerical positions including junior clerk, junior fiscal
accounting clerk, junior statistical clerk, and junior
mail, file, and record clerk.

(a) 90 days! satisfactory clerical experience; or
(b) Zligibility in an appropriate examination for the position.
CAF-3 —~ Asst. Statistical Clerk.

(a) 60 days' experience in accounting or statistical clerical work;
or

(b) ZEligibility in an appropriante examination, such as assistant
statistical clerk or accounting and auditing assistant.

CAF-3 -- Clerical positions including assistant clerk, assistant
file clerk, assistont fiscal accounting clerk (but not
including such positions as assistont editorial clerk,
assistant purchasing clerk, and assistant stock clerk,
for which special excmination or experience requirements
have been set —— see 14 below)
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(a) 6 months! satisfactory clerical experience; or
(b) Eligibility in an appropriate examination,
CAF-4, CA¥P-5, CAF-6 -~ C(Clerical Positions,

(a) TFor any grades above CAF-3, at least 8 months' appropriate
progressive rosponsible clerical experience in addition to
thnt specified under (a) or (b), parangraph 12 above; or

(b) Eligibility irn an approprinte examination.

C4F-3 -~ Specialized clericol positions for which special
exanination or experience requirements have been set
such as assistant editorial clerk, assistant purchasing
clerk, assistant stock clerk, etc.

(a) 60 days! experience in appropriate field such as editing and
proofreading, aralyzing bids, and purchasing of supplies in
quantities, etc.; or

(b) Eligibility in an appropriate examination,

CAF-4 -~ Specialized clerical positions, for which special ex~
anination or experience requirements have been set,
such as editorial clerk, purchasing clerk, stock clerk,
fiscal accounting clerk, statistical clerk, rate clerk
(express and pullman),

(2) 8 months! appropriate experience such as editing and proof-
reading, analyzing bids and purchasing of supplies in quantities,
accounting or statistical clerical work, computing express or
pullnan rates or fares, or muditing express or pullman accounts;
or

(b) ZEligibility in an appropriate examination.

CAF-5 -~ Specialized clerical positions for which special exani-
nation or experience requirements have been set such as
senior editorial clerk, senior purchasing clerk, account-
ing clerk, senior statistical clerk, passenger rate clerk,
freight rate clerk, etc.

(a) 15 months! appropriate responsible, progresgive experience such
as editing, proofreading, abstracting and preparation of nanu~
scripts, analyzing bids and purchasing supplies in quantities,
accounting or statistical clerical work, computing passenger
or freight rates or auditing passenger or freight transportation
accounts; or

(b) Eligibility in an appropriate examination.
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CAF-6 -~ Specialized clerical positions for which special exami-
- nation or experience requirements have been set such
as principal editorial clerk, junior purchasing officer,
principal accounting clerk, passenger rate clerk (land-
grant), freight rate clerk (landgrant), etc.

(a) 2 years' sppropriate responsible, progressive and difficult
experience such as editing, proofreading, abstracting and
preparation of manuscripts, analyzing bids and purchasing
stpplies in quantities, accounting or statistical clerical
work, computing passenge: or freight rates or auditing
passenger or freight trancportation accounts; or

(b) Eligibility in an appropriate exanination,
C. MACHINE OPERATING

For CAF-1l or CAF-2 positions of operator of one of the following
machines: Adding, hectograph, bdinding, graphotype, addressograph,
and horizontal sorting,

(a) 30 days! satisfactory experience as operator of the specific
machine; or

(b) Eligibility in an appropriate examination for the position,

For CAF-1 or CAF-2 positions of operator of one of the following
machines: Mineograph, alphabetic card-punch, mumerical card-punch,
alphabetic tabulating, numerical tabulating, and calculating,
blueprint, and photostat,

.(a) 30 days! satisfactory experience as operator of the specific

machine; or

(b) Completion of a prescribed training course, as follows:

(1) Mimeograph 50 hours

(2) Alphabetic card-punch 60 hours

(3) Mumerical card-punch 60 hours

(4) Alphabetic tabulating 40 hours for Grade 2
10 hours for Grade 1

(5) Numerical tabulating 20 hours for Grade 2
10 hours for Grade 1

(6) Calculating 100 hours

(7) Photostat 80 hours for Grade 2

(8) Blueprint 80 hours for Grade 2

or

(¢) Eligibility in an appropriate examination for the position.

For CAF-1 or CAF-2 positions of operator of one of the following
nmachines: Accounting, bookkeeping, and multigraph.
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(a) 60 days! satisfactory experience as operator of the specific
machine; or

(b) Eligibility in an appropriate examination for the position,
For CAF-2 positions as operator of a multilith press.

(a) 30 days' satisfactory experience as operator of the machine;
or

(b) Completion of a prescribed training course of 80 hours; or

(c) Eligidility in an appropriate examination for the position,

For CAF-3 positions as alphabetic tabulating machine operator,

(2) 4 nonths! satisfactory experience as operator of the machine,
at least 2 ronths of which rust have involved actual experience
in wiring plugboards; or

(b) 2 months' satisfactory experience as operator of the machine,
and completion of a 2 weeks! prescribed training course in
advanced machine operation and wiring of plugboards; or

(¢) Eligibility in an appropriate exanmination for the position,

For CAF-3 positions as operator of office machines (other than
alphabetic tabulating machines)

(a) 6 nonths' gntisfactory experience as operator of the specific
nachine; or

(b) Eligibility in an appropriate exanination for the position,

For any grade above CAF-3 for operators of office machines
(CAF-4 and higher grades)

(a) 8 months' responsible and progressive experience as operator,
or supervisor of operators of the specific nachine in addition
to that required under either paragraph 22 or 23 above; or

(b) Eligibvility in an appropriate examination for the position,
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ACCOUNTING AND AUDITING SERIES

For any grade, experience offered as qualifying must have been progress-
ively responsible and sugcessful paid experience in accounting or auditing
positions requiring, as increasing responsibilities are assumed, the per-
formance of increasingly complex, difficult and important accounting or
auditing duties. Amounts of experience prescribed to meet this reglirement
are shown below for each grade.

1. CAF-7 -

(a) Eligibility in an appropriate examination such aa Assistant Accountant,
Assistant Accountant and Auditor, Assistant Project Auditor or
Assistant Investigator (Accounting); or

(b) Successful completion of at least two years of study in a residencs
school in an accountancy course provided such sptudy has included an -
average of at least six semester hours per year in accounting
subjects, plus eight months of appropriate auditing and accounting
experience; or ’

(c) Two years of appropriate auditing and accounting experience which has
demonstrated the individual's ability to perform the duties of a
CAF-7 position in that field; or

(d) Any time equivalent combination of (b) or (c) above.
2¢ CAF=8 ~-

(a) Eligibility in an appropriate examination such as Associate Accounte
ant, dssociate Accountant and Auditor, Associate Project Auditor or
Associate Investigator (Accounting); or

(b) Successful completion of at least two full years of study in a
residence school in an accountancy course provideéd such study has
included an average of at least six semester hours per year in
accounting subjects plus at least sixteen months of eppropriate
auditing and accounting experience; or

(¢) Thirty-two months of appropriate anditing and accounting experience
which has demonstrated the individual's ability to perform duties of
a CAF-8 position in that field; or

(d) Any time equivalent combination of (b) or (c) above.
3. CAF—Q Laaad

(a) Eligibility in an appropriate examination .such as Accountant,
Accountant and Auditor or Project Auditor; or

(b) Successful completion of at least two years of study in a residence
school in an accountancy course provided such study has included an
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average of at least six semester hours per year in accounting
subjects, plus at least two years of appropriate auditing and
accounting experience; or

Forty months of appropriate auditing and accounting experience which
has demonstrated the individual's ability to perform duties of a
CAF-9 position in that field; or

Any time equivalent combination of (b) or (c) above.

CAF-10 —

(2)
(v)

(c)

(a)

Eligibility in an appropriate examination such as Semior Accountant,
Senior Accountant and duditor or Senior Project Auditor; or

Successful completion of at least two years of study in a residence
school in an accountancy course provided such study has included an
average of at least six semester hours per year in accounting
subjects, plus at least thirty-two months of appropriate auditing
and accounting experiexace; or

Four years of appropriate audi ting and accounting experience which
has denonstrated the individual's ability to perforn duties of a
CAF-10 position in that field; or

Ary time equivalent combination of (b) or (c) above.

(a)

(v)

(c)

(a)

Eligibility in an appropriate examination such as Principal
Accountant, Principal Accountant and Auditor or Principal Project
duvditor; or

Successful completion of at least two years of study in a residence
school in an accountancy course provided such study has included an
average of at least six semester hours per year in accounting
subjects, plus at least forty months of appropriate auditing and
accounting experience; or

Fifty-six nonths of appropriate auditing and accounting experience
which has demonstrated the individual's ability to perform duties
of a CAF-ll position in that field; or

Any tine equivalent combination of (b) or (c) above,

The experience required under (b) or (c) above rmst show adninis-

trative ability in the organizing, directing and coordinating of activities

in the accounting field and attainments in that field connensurate with the

grade of the position to be filled,
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6o CAT-12 =~

(a) EBligibility in an appropriate exomination such as Head Accountant
or Head Project Auditor; or

) (b) Successful completion of at least two years of study in a residence
school in an accountancy course provided such study has included
an average of at least six semester hours per year in accounting
subjec:s, plus at least four years of appropriate auditing and
accounting experience; or

(¢) Sixty-four months of appropriats ~uditing and accounting expérience
which has demonstrated the individual's ability to perform duties
of a CAF-12 position in that field; or

Vs

(4) Any time equivalent combination of (b) or (c) above,

The experiznce required under (b) or (c) above must show
adninistrative ability in the organizing, directing and coordinating of
activities in the accounting field and attainments in that field
cormensurate with the grade of the position to be filled.
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SUBPROFESSIONAL SERIES

A, 4id
l, 8SP-1 -- Minor Apprentice
(a) 60 days' satisfactory experience in the appropriate field; or

(b) Completion of three years of a full four-year high. school course
including or supwlemented dy ~ c-urse in any science; or

(¢) Eligibility in an appropriate exanination such as Miror Labora~
tory Apprentice, Student Aid, etc.

2, SP-2 —~— Under Aid
(a) 90 days! satisfactory experience in the appropriate field; or

(b) High school gradiuation which has included three units in
mathematics, physics, chenistry, general sciernce or drafting.
(High school graduates who have not cormpleted three units on
natheratics, physics, chemistry, general science, biology or
drafting but who have supplenented their high school work by
an equivalent amount of credit in such subjects in any residence
school or high school zrade or above nay 2lso qualify.) or

(c) Corpletion of 1 semester of stud; in a recognized college or
university or resident study 'in « technical institute above high
school grade. Such study must 2uve included courses in the
appropriate field; or

(d) Eligibility in an appropriate exanination such as Student Aid,
Under Engineering Aid, etc.

3. SP-3 — Junior Aid
(a) 8 months! appropriate experience; or

(b) Completion of 2 full semesters of study in a recognized college
or university or resident study in a technical institute above
high school grade. Such study must have included courses in
the appropriate field; or

(c) Any time-equivalent combination of (a) and (b); or
(d) High school graduation which has included six units in nathenatics,

physics, general science, chenistry, biology or drafting. (High
school graduates who have nct corpleted six units in nathenatics,
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physics, chenistry, general science or drafting but who have
supplemented their high school work by an equivalent arount of
credit in such subjects in a residence college or other school
of high schcol grade or above may also qualify.) or

(e) Eligibility in an anpropriate exarination such as Student Aid,
Junior Scizntific Aid, Junior Agricultural Aid, Junior Ensincer-
ing Aid, Junior Scientific and Technical Aid, etc.

4, SP-4 -- assistant Aid

(a) 16 nonths! appronriate experierce; or

(b) Completion of 4 full semesters of study in a recognized college
or university or resident study in a techaical institute above
high scnool grade. Such study rust have included courses in the
appropriate field; or

(¢) Any time—equivalent combination of (a) and (b); or

(d) Eligibility in ax aporonriate exanination such as Assistant Tech-
rical and Scientific Aid, Assistant Engineering Aid, Student Aid, ete,

5. SP=5 -~ A4id
(a) 24 ponths! appropriate experience; or
(b) Completion of 5 full semesters o7 study in a recognized college or
university or resident study i:- a technical institute above high
school grade. Such study must hZave included courses in the ap-~
propriate field; orxr

(¢) Any time-equivalent combinatior of (a) and (b); or

(d) Eligibility in an appropriate exarination such as Technicel and
Scientific Aid, Engineering Aid, Student Aid, etc.

6. 8P-6 -— Senior Aid
(a) 32 nonths!' appropriate experience; or
(b) Corpletion of 6 full seresters of study in a recognized college or
university or resident study in a technical institute above high
school grade. Such study rmst have included a nmajor in the ap-

propriate field; or

(¢) Any time-equivalent combination of (a) and (b); or
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(d) Eligibility in an appropriate examination such as Junior
Chenist, Junior Physicist, Junior Engineer, Seninr Technical
and Scientific Aid, Senior Agrlcultural Aid, Senior Engincering
Aid, etc.

7. For cach grrde above thne position of Senior Aid, SP-6, 8 nonths
adcitional apwropriate cxporicnce will be required, or 2 full
senesters of appropriate study it a college or university of
recognized standing,

B, Draftsma-
12, 8§P-2 -~ Apprentice Draftsnan
(2) 3 months! appronriate experience; or

(b) Successful corinletion of at least 2 semesters of high school
study in drafting, or an cquivalent course in a residence school
of drafting, or

(e) Eligibility in an appropriate exsnination,
13, 8SP-3 -~ Junior Draftsmen
(a) 6 months practical elementary drafting rfoom experience; or

(b) Successful corpletion of a course in drafting requiring actual
classroon study in o school specializing in drafting; or

(¢) Successful conbletlon cf at least 3 scnesters of high school
study in drafting; or !

(d) Successful corpletion of a course in dr“ftlng in a college or’
university of recosmized standing; or

(0) Successful completion of a course in drafting under the U, S.
Office of Education War Training Progran; or

(f) Eligibility in an appropriate exanination for the position.

14, For higher grade positions, 8 ronths! additioral appropriate experience
(1nclud1np at least 4 nonths! experience nt cr above the level of the
grado immediately below) or the successful completion of an additional
year in an enginecring or architectural course in a recognized college
or university or resident stidy in a technical institute above high
school level for each grade above Junior Draftsman, SP-3; or eligibility
in a draftsnan examiration of appropriate grade.
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C. Library Assistant
~—~ Minor Library Assistant

4 serester hours resident study in a fgcognized library training
course; or

2 monfhs' redognized library apprentice course; or

4 months! paid library experience in a general or technical
library using approved library methods; or

Any tine-equivalent of (a), (b), and (¢); or

Eligibility in an appropriate exanination such as Minor Library
Assistant, Under Library Assistant, Hospital Librarian, etc.

==~ Under Library Assistant

—— —— .- ————-

8 senester hours resident study in e recognized lidbrary training
course; or

4 nonths! recognized library apprentice course; or

8 nonths! paid library experience in a general or technical
library using approved library nethods; or

Any tine-equivalent combination of (a), (b), and (¢); or

Eligibility in an appropriate examination such as Under Library
Assistant, Junior Library Assistant, Hospital Librarian, etc.

-— Junior Library Assistant

12 senester hours! resident study in a recognized library training
course; or

12 nonths' paid experience in a general or technical library using
approved library nethods, which nay include a library apprentice
course (not to exceed 6 months); or

Any tine-equivalent combination of (a) and (b); or

Eligibility in an appropriate examination such as Junior Library
Assistant, Library Assistant, Hospital Librarian, etc.

~~ Library Assistant —- . -

16 seniester hours resident study in a recognized library training
course; or
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(b) 16 months! paid cxperience in a zereral or technical library using
approved lidrary ethods, which nay include a library apprentice
course (not to exceed 6 ronths); or

(¢) Any time equivalent combination of (a) and (b); or

(d) Eligiility in an approprinte exanination such as Library Assistant,
Hospital Lidrarian, Junior Librcrian, etc,

Eo NLI:'Si
SP-4 -- Junior Graduate Ilurse

(n) Successful corpletion of & full course in a recognized school of
nursing requiring a resideance of at least two years irn a hospital
having a daily average of 30 bed natients or mors and registration
as Graduate lurse in a Stato, Territory, or the District.of Columbia;
or

(v) One year of satisfectory service in thro Arry or Navy Nursing Corps,
anu registration in a State, Territory, or the Digtrict of
Colunmbia; or

(¢) Eligibility in an aporopriate exanmination for the position.

SP-5 -- Gradunte MNurse

In addition to the requirements specified for Junior Graduate Nurse,
SP-4 (paragraph 24), - 12 months of gradunte expérience in nursing,

§P~5 ~- Junior Public Henlth Murse

In addition to the requirerents specified for Junior Graduate Nurse,
SP-4 (parazraph 24):

(a) Completion of nt lenze orne academnic year of study in public health
mursing at a college or university offering a progran of study
approved by the National Organization for Pyblic Health Nyrsing; or

(b) Completion of at least one senester of study in pudlic health
rnursing ot a college or university offering a progran of study
approved by the National Organization for Public Health Nursing plus
8 months! successful puvlic health nursing; or

(e) Elizibility in an appropriate exarination for the position,
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27, 8SP-6 ~- Public Health Nurse

In addition to the requirements specified for Junior Gradunte Nurse,
SP~4 (paragraph 24):

(a) Completion of at least one acadenic year of study in public
health nursing at a college or university offering a progran of
study approved by the National Organization for Public Health
Nursing plus 8 nonths! successful public health nursing; or

(b) Completion of at least one semester of study in public health
nursing at a college or university offering a progran of study
approved by the National Organization for Public Health Mursing
plus 16 nonths! successful public health nursing; or

(¢) Eligidility in an appropriate exanination for the position,
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PROFESSIONAL AND SCIENTIFIC SERIES

‘A, Other than .lethcal offlcers.

For any of the profess"onal experlence required below, each year
of graduate study in an appropriate field successfully completed at a
college. or university’ of recognized standing may be substituted- for -
one year of gvcl experience up to a meximum of three years of graduate

) tud.y.

l, P-1 —=. Junior Professional ruritions (such as Junior Engineer,
Junior ‘Chemist, Junior Architect, Junior Economist, etc.)

s (a) Eligibility in an appropriste examination such as Junior
Professional Assistont (1n proper optlon) Junior Engineer,
- Junior conom*st etc.; or

(b) lCompletlon of 3 years of 'a 4-year course leading to bachelor's
degrce in gny field in a college or university of recognized
.stonding, such course to include not less than 12 semester
hours of strictly technical subjects which would normally be
credited toward a2 major in the field under consideration; or

' (c) 86 months' progresslve, technical experience in appropriate
‘ field which has demonstrated the individual'!s ability to
perform professional work of the P-1 level; or

(d) Any time equivalent combinntion of (b) and (c).

2 P-2 = (such as 4ssistant Engincer, A381stunt Chemist, Assistant
hrchitect, Assistant Zconomist, ete.,)

(a) Eligibility in an appropriate examiration such as Assistant
Civil Engineer, Assistart Economist, etc.; or

() Completlon of three years of a 4-year course leading to
bachelor's degree in any field in a college or university
of recognized standing, such course to include not less
than 12 semester hours of strictly:}echnical subjects which
would normally be credited torard a major in the field under
consideration, plus 16 months! professional. experience in
the approprlate Ileld‘ or

(¢) Completion of a 4-year course leading .to a bachelor's degree

' in a college or university of recognized standing, such
course to inciunde not less than 12 semester hours of strict-
ly technical -subjects which would normally be credited to-
ward a major in the field under consideration plus 4 months!
professional experience in the appropriate field; or -~
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(d) 52 months of progressive technical experience in appropriate
field which has demongtrated the individualls ability to
perform professional work and which includes 16 months of
experience of professional grade; or

(e) Any time equivalent combination of (b), (c), and (d).

P.3 «- such as Associate Engineer Associate Chemist, Agsociate
Economist, etc.

(a) Eligibility in an appropriate examin~tion such as Associate
Civil Engineer, Associate Economist; etc., or

(b) Completion of 3 years of a 4-year course leading to bachelorts
degree in any field in a college or university of recognized
standing, such course to include not less than 12 semester
hours of strictly technical subjects which would normally be
credited toward a major in the field under consideration, plus
2 years! professionai experience in the appropriate field,
deronstrating the individual's ability to perform work of the
P.3 grade; or

(¢) Completion of a 4-year course leading to a bachelor's degree
in a college or university of recognized standing, such course
to include not less than 12 semester hours of strictly tech-
nical subjects which would normally be credited toward a major
in the field under consideration, plus 12 nonths! professional
experience in the appropriate field; or

(d) 60 months' technical experience in appropriate field of which
2 years must have been of professional grade demonstrating the
individualt's ability to perform work of the P-3 grade; or

() Any time equivalent combination of (b), (c), and (d).
P-4 - sgsuch as Civil Engineer, Statistician, Economist, etce.,

(a) Eligibility in an appropriate exanination such as Civil Engineer,
Econonist, etce; or

(b) Completion of 3 years of a 4-year course leading to bachelor's
degree in any field in a college or university of recognized
standing, such course to include not less than 12 semester hours
of strictly technical subjects which would normally be credited
toward a major in the field under consideration, plus, 40 nonths!t
professional experience in the appropriate field; denonstrating
the individualls ability to perform work of the P-4 grade; or

(c)' Corpletion of'a 4~year course leading to a bachelor!s degree
in a college or university of recognized standing, such course
to include not less than 12 senester hours of strictly technical
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subjects which would normally be crodited toward a major
in the field under consideration, plus 28 nonths! Pro-
fessional experience in the appropriate field: or

(d) 76 months! experience in eppropriate field, 40 nonths of
which ~ust have been in professional grade, demonstrating the
indivi“walls ability to perfornm work of the P-4 grade; or

(e) Any tine equivalent combination of (b), (c), and (d).

5 P=5 -~ positions in the Professional and Scientific Series -
8 rnonths or more of appropriate experience in addition to
the experience specified in Paragraph 4, Adninistrative
ability to orgonize, dircct, and coordinate activities of
the ampropriate field, ard professional attainrents in the
approrriate ficld conmeasurate with the grade of the posi-~
tion to be filled must also be shown.
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CLERICAL, ATMINISTRATIVE, *ANY) FISCAL. smu:s
*  CR&DES 7 T0'22 INCLUSIVE - -
(EXCEPT Af*cow:rme AND msmcmom POSITIONS)

This schedule establishes ﬁhe ninimun uslifications which applicants
© for promotion or remssignrent to positions (other than accounting and ine-
spectionral) in the clerical, adninistrative, and fiscal ssries rust possess,
Criteria to be »:ed by departments and aoencies for approving pronctions or
reassien:eats will include° ' .

>

A. Perforﬁange in the prescnt po,xuion in the sane organization or
i in the same occupational group. A4mong other thirgs guch perforn-
ance should indicate;:

1., a broad knowledse 6f organizati¢mal objectives
2. ability to plan |

3 ;ability“to coor&inafe ; : e e
4, ,ability to negotinte and.confer with superiora, ascsociates,
and suberdinates

5. capacity for accepting responsibility
6. leadership characteristics

Eophasis on these various factors will differ according to the nature
of the particular positions. Also, all of these qualities becore in~
creasingly imﬁortant as  the level of the position beoor:es higher,

B. Iraining for, the higher positions, either general educational back-
ground or gpécific training for the position as an understudy or
.closely’ superv1sed assistant er as a trainee systevatically in-
structed in the duties of the higher pos1tions.

In addition to these general guldes, the follow1ng sp601f1c standards
are to be applied'

l, CAF.? <~ (such as Junior Adninistrat1Ve Assistant, Assistant

' Adninistrative Aralyst, Assistant Housing Management Super-
visor, Assistant Placement Officer, and clerical super-
vigory or office re.ageﬁent positions, etc,.)

(a) Eligibility in an appropriate eta:ination such as Junior Per-
sonnel dssistant, Asslstaht Infornation Specialist, etc.; or

(b) Progressively responslble, full-tine: paid experience in public
_or private empioynant. gt.lgast 8 nonths of which mst have

-
.
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involved responsible office work requiring training and ex-
périence, the exercise of independent judgment or knowledge

of a specialized subject matter or both in an appropriate field
or other appropriate duties of the kind performed by persons

in the CAF~5 or CAF-6 grade in the Federal serv1ce- or

(¢) Completion of a course -of training sponsored or conducted by a
Federal agency designed to prepare employees to perform work
of the CAF-7 and 8 grade and six months of appropriate Federal
experience of the kinhd performed by persons in the CAF-5 or
CAR-6 grade; or

(d) Complotion of 3 years of a 4~year course leading to a bachelor's
degree in any field in a college or university of recognized
standing, such course to have included not less than 12 semes-
ter hours of subjects pertinent to the field under consideration
and six months of appropriate Federal experience of the kind
performed by persons in the CAF-5 or -CAF-6 .grade.

2. CAF-8 and CAF-9 -~ (such as Senior Agministrative Assistant, As~
sociate Information Specialist, Persomnel Assistant, Associate
- Public Employnment Office Specialist, etec.)

(2) Eligibility in an appropriate exanination such as Associate
Adninistrative 'Analyst, Personnel Assistant, etce.: or

(b) Progressively responsible, full-time paid experience in publiec
or private employment, at least 8 months of which must have in-
volved responsible executive, adnministrative, or supervisory
‘work along specialized and technical lines, requiripng special-
ized training and experience and the exercise of independent
Jjudgment in an appropriate field, or other appropriate duties
of the kind performed by persons in the CAF-7.or CAF-8 grade
.in the Pederal service; or. )

(c) Completion of a course sponsor . or conducted by a Federal
ageacy of training designed to prepare employees to perforn
work of the CAF-8 and CAF-9 grade and six months of appropri-
ate Federal experience of the kind performed by persons in
the CAF-7 or CAF-8 grade' or

(4) * Completion of a 4-year course leading to a bachelor's degree
in any field in a colleze or unlver51tJ of recognized stand-
ing, ‘'such course to have included ‘not less than 15 semester
hours of subjects pertinent to the field under consideration
. and six nonths of appropriate Federal experience of the kind
perforned by person in the CAF=? or GAF-B gradey .

3. CAF-10 and CAF-11 — (such as Adninistrative Officer, Administra~
tive Analyst Industrlal Spec1allst Principal Personnel As-
sistant, etc,)

(a) Eligibility in an appropriate exanination such as Agministra~
tive Officer, Public Eoployment Office Specialist, etc.; or
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(b) Progressively responsible, full time paid experience in public
or private employnent, at least 8 months of which nust have
involved exceptionally difficult and responsible executive,
adninistrative or supervisory work along specialized and
technical lines, requiring considerable specialized train-
ing and experience and the exercise of independent judgment in
an appropriate field or other appropriate duties of the kind
perforned by persons in the CAF-9 or CAF-10 grade in the
Federal service; or

(c) Completion of a course sponsored or conducted by a Federal
agency of training designed to prepare employees to perform work
of the CAF-10 and CAF-ll grades and six months of appropriate
Federal experience of the kind performed by persons in the CAF-9
or CAF-10 grade; or

(d) Completion of a 4~year course leading to a bachelor's degree
in any field in a college or university of recognized standing,
such course to have included not less than 18 semester hours
of subjects pertinent to the field under consideration and
six nonths of appropriate Federal experience of the kiad per-
formed by persons in the CAF-9 or CAF-10 grade.

CAF-12 ~- (such as Senior Adninistrative Analyst, Senior Adninis-
trative Officer, etc.)

(a) Eligibility in an appropriate examination such as Senior Pub-
lic Zmployment Office Specialist, Senior Administrative Ana-
lyst, etc., or

(b) Progressively responsible, full-tine paid experience in public
or private employment, at least 1 year of which st have in-
volved the nost difficult and responsible executive or admin-
istrative work along specialized and technical lines, requiring
extended training and experience, the exercise of independent
Judgment, and the assunption of responsibility for results in
an appropriate field or ether appropriate duties of the kind
gerformed by persons in the CAF-11 grade in the Federal serv-

ces or

(c) Completion of a course sponsored or conducted by a Federal
Agency of training designed to prepare employees to perfornm
work of the CAF-12 grade and six nonths of appropriate Feder~
al experience of the kind performed by persons in the CAF-11
grade,



