POSITION AUDIT or REVEIW








A position audit or position review with an employee and/or his/her supervisor is one tool used by personnel management specialists to gather firsthand information about a particular position.  It is an interview designed to highlight the key or major aspects of a position.  Findings are then compared to current Office of Personnel Management (OPM) position classification standards and other pertinent position classification material to ensure the core personnel document (position description) is accurate and the position is accurately classified.





An audit is normally conducted when significant changes have occurred to a position, such as mission changes, reorganizations, technological advances, additional duties, elimination of obsolete programs, etc.  Audits may also be required if the classifier determines they need additional information to classify the position.  These and other changes can impact the classification of the position in terms of its title, pay plan (GS/WG), series, and grade.  





It is critical that supervisors and managers promptly advise the Civilian Personnel Flight of position and organization changes and provide information pertaining to the change to ensure that all affected core personnel documents are properly updated and classified.  If changes occur that impact the classification, the supervisor will be advised and appropriate actions will be initiated.





In some instances, proposed changes would cause a position t
