
MANAGER'S POSITION MANAGEMENT CHECKLIST

1. POSITION NECESSITY: YES           NO

    a. Is work essential to the organization? 

    b. Does the work involve performance of inherent government functions? 

    c. Can the work be performed without direct Government supervision?

    d. If the answer to 1b. and 1c. above is no, could the function be done less expensively by incorporating it  
with contractor functions?

2. DO THE DUTIES AND RESPONSIBILITIES OF THIS POSITION CONFLICT WITH OR USURP THOSE OF ANY OTHER EXISTING POSITION -  
VACANT OR FILLED?

    IF SO, WHICH?

    a. ____________________________________________________________________________________________________________________ 

    b. ____________________________________________________________________________________________________________________ 

    c. ____________________________________________________________________________________________________________________

3. COULD THE DUTIES AND RESPONSIBILITIES OF THIS POSITION BE INCORPORATED INTO ANY OTHER POSITION?

    IF SO, WHICH?

    a. ____________________________________________________________________________________________________________________ 

    b. ____________________________________________________________________________________________________________________ 

    c. ____________________________________________________________________________________________________________________ 

    IF NOT, WHY?

4. WILL THE CLASSIFICATION OF THIS POSITION (GRADE, SERIES, TITLE): 
    a. Provide the best field of qualified candidates?

    b. Provide progression opportunity?

        Motivate the employee to do his/her best?

    IF NOT, WHAT WOULD YOU CHANGE?
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MANAGER'S POSITION MANAGEMENT CHECKLIST (Continued)

5. IF THIS IS A SUPERVISORY OR MANAGERIAL POSITION: 

    a. Are the supervisory or managerial duties properly described? 

    b. Are the "supervisory controls" (FES factor 2) of subordinates' positions properly described 
        and are they compatible with this position?      

    c. Are the supervisory controls of this position compatible with it's supervisor's duties and 
        responsibililities?      

    d. Is the span of control appropriate? 

    WHY?

7. DO THE DUTIES OF THIS POSITION: 

    a. Combine clerical and administrative functions? 

    b. Combine administrative and professional responsibilities? 

    WHY?

NAVONR 12511/3     (Rev. 08-06) Page 2 of 2

6. IF THIS IS A NON-SUPERVISORY POSITION, ARE THE SUPERVISORY CONTROLS COMPATIBLE WITH IT'S SUPERVISOR'S DUTIES AND  
RESPONSIBILITIES?

8. DO ALL ASSIGNMENTS RELATE TO THE MISSION OF THE IMMEDIATE ORGANIZATION OR DO  
SOME COME FROM OTHER ORGANIZATIONAL ENTITIES?

    DOES THE POSITION HAVE DUTIES IN MORE THAN ONE WORK LOCATION? 

    IF SO, WHY?

9. IS THE CLASSIFICATION OF THIS POSITION ON INCONSISTENT OR OUT OF LINE WHEN COMPARED AGAINST OTHER SIMILIAR  
PERVIOUSLY CLASSIFIED POSITIONS IN OTHER LOCATIONS IN ONR?

    ADDITIONAL COMMENTS:
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	Select this checkbox if the classification of this position is inconsistent or out of line when compared against other similiar 
perviously classified positions in other locations in ONR?: 
	Select this checkbox if the classification of this position is not inconsistent or out of line when compared against other 
similiar perviously classified positions in other locations in ONR?: 
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	Enter which duties and responsibilites of this position could be incorporated into any other position.: 
	Enter which duties and responsibilites of this position could be incorporated into any other position.: 
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	Does the position have duties in more than one work location; if so, why?: 
	Enter any additional comments.: 



