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1. IS is directed that en AFSA Job Index and an AFSA Cccupational
Clascification Menual be established %o facilitate planning of personnel requires
ments and the condunt of verious phases of porsonnsl mansgement such ap develop.
ment of tables of dietribution and sssignment and placeaent of personnel.

2. Tha AFSA Job Index will provide each different job in AFBA with a job .
aumber, 5 functional job title, a summnry of the Job's duties and responsibilities,
a civilian grade, an equivalent military rank, an A¥SA occupational specialty
clasuification and the orgenizatiornsl location of that Job in the AFSA structure.
The AFBA Job Index will coosist of o series of job indox caxds (incleosure 1) each
of which will contain the above deta for ons AFSA Job.

3. Staff Divisions and O0ffices are dirscted to propave Job index cards for
esch different job (both £illed and vacant) required through Figcel Year 1953.
Such cords shall be submitted to AFSA-0UF by 2 January 1952. Detolled instructions
for preparing job index cards ave contained in inclosure 2.

b, AFSA-00F is directed to prepare en AFSA Occupational Classification
Memual using the AFEA Job Index aa the basic veference. The objective ghall be
to dovelop, define, describe and codz AFSA cccupational gpecialtices in e mmnual
which will comprebensively reflect AFBA cccupational requizrements end structure.
The present occupational classification systems of the militery services do not
achieve thia chjective. Therefore, the AFSA Occupational Classification Manusl,
ocace developed, will supersede the existing occupational claesification systems
a0l codes of the military services.

5. An AFSA Conversgion Scale for equating military renks o eivilion grede
levels 18 esteblizhed as indicated in inclosure 3. This scale provides & uniform
method for determinings
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Bubject: Jstadblishment of AFBA Job Index and AFSA Job Code

a. Appropriate civilisn grads and equivalent rank or rate for each Job
in the AFSA Job Index.

b, Ranks or rates of jobs in AFGA tables of distribution.
c. General grade structure of AFSA for personnsl plamning purpoess.

6. It is to be the established policy of AFSA, as soon as the AFSA Job
Index 18 completad, to assign military personnel €0 a jJob at least eguivalent to
or higher than their renk or sate (under the AFSA Conversion Scale).

7. In sddition to uses stated ebove, the AFSA Job Index can be ugod es the
framevork for conduct of other phasss of personnel msnagemant. For example,
the Job index could fecilitate the developmont of an AFSA Caresr anesgement Plan.
A statguent of the next lower and the next upward caresr ledder steps could be
included on the back of amch Job index card. Further, as a cozollary to caveer
managenent, specific trelning requirements could be established for esach different '
Job and employess given the definite opportunity to gqualify for advancemsnt to
higher greds jobs on the AFBA Job promotion ladder.

8. Once installed, the value of ths AFSA Job Index as a management tool
is directly related €0 its accuracy and currency. The AFSA Job Index will be
- maintained by AFBA-00F. 8taff Divieions and Offices will meintailn duplicate
Job indax caxds for Jobs in thelr organization.

9, Each Staff Divicion and Office will kesp its Job index cards under
contimwous review to agsure that they raflaect accurately duties bein; performsd
by presertly assigned parconnal or duties plenned to be assigned to suthorizad
vacant billete or spaces. Jobs will be eliminated from the index when they are
no longer occupied or are no lonzer reguired for planning purposes. New Job
index cards will be prepared and subimitted to AFSA-00F for inclusion in the
index when the following changes in job structurae occur:

a. Assisnment of civilien or military personnel to duties which differ
materially from those described on an alrsedy established jJob index
card.

Establishment of new jobs which differ materially from thoge described
cn an alrealdy established job indax card. This would result from
changes in operational planning that necegsitate now jobe being planned
for authkorized vecant spaces.

Changes in civilian jobe resulting from complation of job clasgification
surveys or officiel classification actions by AFSA-15.

3 Incls: %RED fm

l. Job Index Caxd Colonel, Signal Coxps

2., Instzuctions for preparing Job Index Cards Chief of Staff
3. AFSA Conversion Scale
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INSTRUCTIONS FOR FREPARING JOB INDEX CARDS

l. Staff Divisicus mnd Offices will praepare Job index caxds for each
different Job (both filled and vacent) required through 1953 aud submit
such cards to AFBA-QO0F by 21 neemr 1951.

2. An APSA Jjob 1:3 a apacific group of mpjor dutiea and responsibilitiec
presently aseigned or planned to be assigned to one or more porsons in &
particular Staff Divieion or branch of an Office. An unlimited number of

persons may occupy the same Job g0 long as thair duties.and vesponsibilities
are essantially the asme.

3. Individual job index cards will bo prepared for the following Job
categoiien: ’

a. Filled Jobs now being performed by civiiian and/or military
pexrsonnel, vhich have been deseribed and classified by the
Civilien Personnel Branch of AFSA-15.

b. Filled jobs now being; performed by civilian and/or military
pareonnel which have not yet been officilally clasgified by
APSA-15.

¢. Vecant jobs covering proposed duties the Staff Division or
office plans to asaign to authoriged vacant billete o cpaces,
once they are filied.

4. If civilien or military perscnnel are performin; the same job, only
one job index card need be preparad. Simllarly, if a Job falls into more then
cne of the above cateuorices, only one Job index card will be prepared. '

5. A ssparete job index cayd will de prepared for esch head of en
orpanigationsl sub-division and for each distinctly different lavel of work
bein; performed when & group of personnel are enzaszed in the sams king of
worit. For exumple, essume & unit head is supervising the work of ten employees
ell engased in gnelyeis of the care problems. Thres of these euployees ave
exclusively assigned the most difficult problems. Three different levels of
work are invoived and threoe different jobs exist (unit hesd, senior analyst
and analyst) even thoush all ten employces mny be nerforming similar duties.

6. The Job index card (inclooure 1) conteins sgven items %o be
complated in oxder as follows:

s. Job Mwibar. Job index cards ¢overins Jobs already officially
‘clageified will be given the seme number assigned to those jobe
by AFSA-15 vwith the suffix "C" added (e.g. 1636C). Job index
cards covarins filled jovs oF planned jobs not yet officialiy
clageified will be given four dizit numbers by cach Staf? Divieion
ard Office. Blocks of nunders for joba in these categowios ave
assigned as folilows:

Director of AFSA and Special Steff Q001 - 0199
AFSA-l11 0200 - 0399
AFSA-12 o4J0 - 0599

Inclogure 2 with C/6 D/F of
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Instrictions for Preparing Jou Index Cards (continued)

AFSA-13 0600 - 0899
AFSA-1h 0900 - 1999
AFSA-15 1100 - 1299
AFSA-16 1300 - 1499
AFSA-1T 1500 - 1699
MG . 1700 - 1799
AFSA-02 2000 - 4999
APSA-03 5000 - Gig9
AFSA-Ob 6500 - 7999
AFSA-05 - 8000 - 8299

b. Munctional Job Title. Staff Divisions end Officeswill aseiin a
Tunctional titie to desinate as clearly as possible the actual
duties of each different AFSA Job. Approved organizational
titles will be used to designate Jobe of hends of or;anizational
gub-divisions and jobs given special organizational titles by
chiafs of Staff Divisions and Officea. AFSA-O0F vill review
and revise titles agpigned as necessary to achieve uniform title
texminclogy.

c. ‘The Civilisn Grade. Foz! Jobs officially classified, this will
ob 1g allocated by AFSA-15. AFSA-00F will
determine the cilvilian reds, solely for planning purposes, of
those jobs which have not yet been officially clasgified by AFSA-15.
o

a2 This will be derived autcmatically
job b useoftheAFSAConversion Scale for

eqmtin‘_, mili.tary ranks to eivilian grade lavels. This acale is

contained and expmnedlzn inclosure 3.

'!hu AFBA ti.onal Spetialty. This will be asaigned by AFSA-O0F

usin,_. the AFSAJob Indeias the basic reference.

4.

@ AFGA Oecupational Specialty Menual

£. B of duties. Tais is to be prepared by each Steff Division
%ﬁ?’ﬁ'fsthamtmmm item on the job index card.
It forms the fectual basis for determination of civilian grade
(vhich controls the military rank), development of ARSA Occupational
Classification Manual, and for such other phesas of pezaonnsl
ranagenent for vhich the AFSA Job Index 18 used 28 a management
tool. For jobs alroady officially classified, this itom will consist
of a summary of the official job description prepared by AFBA-15.
For Jobs baing porformel or requirad which have not yet been officially
clagsified, a factual summary will de prepsared of the principle
duties or kinds of work sgaigned to each different job. For jobe
of heads of oryanization gub-divisions, this item should indicste
vhat functions the incunlent plans, directs, or supervises.

S Or@snizat:loml Joeat:lon. T™io item 1is complated by indicating, as

zation symbol of the Staff Division, Office,
Branch, and Section vhore the Job 1s located.
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Instzuctions for Proparin: Job Index Cards (continued)

7. Upca complotion, the Staff Division or Office will clessify emch
Job index cavd to eppropriate sccurity classification. Job Indax Cards
are to be prepared without regerd to sscurity clageification of contents
80 a8 to present es realistic a picture as pocsible of actual AFSA job
requiremsnta.

8. The above procedure and instructions will also be followed in
preparing now job index caxds for inclugion in the AFSA Job Index eo
changes in job structure occur.
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. ANSA CORVERSION SCALE

1. The AFSA Conversion Scale for equating military ranks ¢to civilian
srede levels is eatablished as follows!

Civilian Grede valent Mili Rank
~Taeveli Arny & Alr Force Rank Dasi.nation
GB~16 General om“f;" Fing Officer 0-7
G8-15, G8~1% Colonal Captain 0.6
GB-13 _ It. Colonel Comsandar 05
g8-12, G8-11 Major Lt. Commander Oalt
G5-10, G5-9 Ceptain Licutenant ss.a.) 0-3
GS'B' S-T iat mm Lievtenant (J .Gt) Ce2
G8-7 2nd Li Ensimn Oel
ds-9, G8-8, GB-7 Warrant Officer Warrent Officer Wel thru W-k
G8-T, U85 Maotar Sergeant Chief Petty Officer B-7
G55 Technical Sergwwt  Petty Officer lst Class  E.6
GS.k Staff Sexpeant ~ Petty 0fficer 2nd Class E-5

" §S-3 All other rates All otker rates B-4

2. AFSA Jobs are firat evaluatal o civilian g rede levels and ‘then
converted to militery renk or yate byjisé of this scals. This principel is
foliowed for two main reasons. (&) civilian clagsification system appoars
4o provide the moet facile tool aveilsble for uniformly evaluating all AFSA
Jobs golely on tha basis of their aifflculty and responsibility. (b) More
definite criteria exist Hr evaluating jobs to civilien grade levels than to
military ranke.

3. Jobs alrsady clessified to gnie levels by AFSA-15 will be converted
eutambtically to nilitary ranks under the conversion acale. AFSA-OOF will
classify to civilian grade lavels, solely or personnel plamming purposes,
thoge jobe included in the AFBA Job Indexy which have not yet been officially
clagsificd by AFSA-15. AFSA-15 shall ot ba bound by AFSA-O0F's clussification
1P and vhen it later officially cleesifies the aeme Job.

L. The sbove conversion scale 3 been kept as flexible as possidble
to allow proper administyetive applicstion. It will be noted, for example,
that at the G8-7 lovel the beginning comiseioned end warrant officer and top
enlisted job levels converge. Each Staff Division and Gffice can decide in
each case whethe? & particular GS-T job is to be filled by a civilian or an
officer (0-2 or 0-1), werrant officer (W-2 or W-1) or by an enlisted man or
woman (E-7). ?

&

L

Inclosure 3 with C/6 D/F of
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Aporoved 12 December 1951

—SECRET

F%F‘R‘Eﬂ) R, MAREY
Colonel, Signal Corps
Chief of Staff
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