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INTRODUCTION

1

Upward Mobility and career counseling are nothing new to

IRS. Every time you answer an employee's questions about job
opportunities and hisor her individual chances for advancement,
you axe career counseling. Likewise, the Service'has always

,4encouraged its employees to move up through the ranks. A
tubstantiaa portion of IRS professional positions are, held by

enr,loyees w egart in ritnpr

There are two types of IRS training programs-to-help
employees advance. First, employees can enroll in regular
training, programs like the Self-Study Lab, After-Hours and
Out-Service Training, and Correspondence Courses. These
activities will improve their chances for promotion and
advancement. Nothing has changed. Secondly, any employee in a
career ladder where the journeyman level is grade 7 or lower is
eligible to compete for an Upward Mobility Target Position. An
employee selected for a target position will be given all the

training necessary to meet the entry level requirements for that
job, even if it is completely outside his or her present field.
If he or she successfully completes all the training, the
employee will move into the target position with no further
competition. The funds for this training come from a new Upward
Mobility program established especially for this purpose.

Is your employee eligible for the program?

Let's look at specific cases.

A Tax Auditor Trainee is a GS-5. However, the journeyman
level--the working level--for tthe Tax Auditor position is GS-9.
This trainee does not have to compete to get a grade 9. If he or

she successfully completes all the training and meets all the
. other requirements of the probationary period, the trainee is
automatically promoted to grade 9. Tax Auditor Trainees are not
eligible to compete for training for Upward Mobility Target .

Positions.

-IP On the other hand, the journeyman level for a Taxpayer
Service Representative is grade 7., A TSR must compete to be
promoted to any grade 8 positions that open up. -TSR's are
eligible to compete for training for Upward Mobility Target

Positions.

A third example is the Tax Examiner, GS-592. This career

ladder ends, at grade 7. The only positions above that level are,'

supervisory. These. naturally, require competition. Tax
Examiners, GS-592, are also eligible to Compete for training for

Upward'Mobi.lity TargetPbsitions.

1
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These target positions will come from regular staffing
.

needs. Each year local top management will set aside some of the
anticipated vacancies in your District Office, Regional Office,
or Service Center.. These will be designated as Upward Mobility
Target Positions. 'Eligible employees will be are to compete-for
these positions. Those who are selected will receive whatever
classroom and OJT training they need to qualify for entry into
these positions. Anyone who is selected for the program and
successfully _completes_ all the_training-m11-1-move into -'a target_ _
position.

What's new about this most recent phase of the IRS Upward
Mobility effort is the range of traininrand development the
Service can provide its employees. Previously, classroom
training and OJT details were prigiarily limited to activities
which improved an employee's'performance in the present career.
Sometimes an employee who clearly demonstrated the talent and
potential to move on to a more technically advanced job could not
because he or she had no way to get the4aining or specialized
experience necessary to qualify in the career area. Under the
new program we will be able to provide training and development
for Upward Mobility participants that will qualify them for other
careers.

r

Upward Mobility is then merely a new aspect of an old
responsibility--developing your employees. ,The Upward Mobility
Program will make more information available on:

1. what career opportunities exist

2. what qualifications are needed for each of these jobs
and

3. what formal training and developmental assignments are
available to prepare an employee to qualify.

With this data available in a clear and simple format, it will be
easier for you to answer your employees' questions. For
instance, if your Typist wants to know what's needed to get a
grade 4 secretarial position, you can now give him or her
information on the minimum ?requirements, the number of projected
vacancies, and what courses are available in the,Self-Study Lab
or a neighboring school that would qualify him or her for the
job. As yocan see, you/11 be able to give more thorough and
more concrete advice on how employees can develop themselves in
their present careers.

If one or more .of your employees are selected for Upward
Mobility Target Positions, your counseling will direct them

C-O
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toward preparing for the target job. This would include
arranging and providing time for the employee to participate in
whatever classroom training and/oi OJT'details ydu find the
employee needs to qualify for the target position. In addition
to the Upward Mobility materials you receive, the Upward Mobility
Coordinator and the Training and Personnel'people will be ,

available to give you guidance and information.

Upward Mobility 'ls-a-Rresidential-level-objective fox FY'75.

Treas-Ury and top IRS mawagars-are-R0Mmftted-tc-the-prcgrem. The
deci,slons-yau-make7and_the_aaviceyou_give will haYP a direct
effect on your employees fot the rest of their .careers --1Q', 20,
perhaps the next 30 years. You must approa6h the Upward Mobility
program in a thoughtful, thorough, and deliberate way.

4
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11.

4 1. EMPLOYEE EXPRESSES INTEREST

Who do I counsel and when?

Every employee in grades 1-7 will be gi n a Skills
tilization Survey. We've included a sampl survey as Exhibit 1.

While the format of this survey may var om region to region,,
_as_a minimum, each survey will contain the following:

1.1 A.place for the employee to indicate whether he or she

1.11. eligible for Upward Mobility
1.12 interested in Upward Mobility..

1.2 Work-related training and skills

1.3 Training and skills acquired outside of work

1.4 Long-range and short range career goals

1.5 Employee aspirations

1.6 Factors the employee feels are preventing him or her
from advancing, for instance, lack of training or
experience, no vacancies at higher grade levels,
handicaps, etc.

The employee will give youra4copy of his or her
questionnaire. If 119 or she is 156th eligible for and interested
in Upward Mobility, you must schedule a counseling session as
soon as it is mutually convenient. .Do you have an eligible
employee, with good potential who didn't express interest? You
might want to talk to this employee. Do you. have employees who
are not eligible but are interested? You'll probably want to
talk to these people, also. Take a moment, and see what their
queitions are. Perhaps, they only want a few facts on projected
vacancies in the next,step in their career ladders.

Okay, one of your employees has indicated that he or she is

both eligible for and interested in the Upward Mobility Prdgram,
and you have scheduled the counseling interview. It's time,t0
analyze the employee's career options.

0
8



2. THE ANALYSIS PROCESS

There are three key, factbrs to consider in,the analysis,_
segment of the career counseling session:

Employee
Skills

or potential
skills does the
employee have?

Projected
Vacancies

Employee
'Interests

Whatdoesthe
employee want?what kind of

vacancies does
the Service
expect to have

- available?

These factors are interrelated.

In helping an employee make a career decision, you will have
to congide'r these factors more or less simultaneously. For the
moment, let's look at each one individually.

6
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2.1 Employee Skills

what skills and potential skills does the employee have?

You should already have some idea of this individual's

ability. This is your own employee. You have been assigning him

orher work and evaluating his or her progress all alodg. In

addition you have the information from the skills survey and the

mpleyee!s--personn-ed fi1P. ifou also have the employee himself or

herself. Ask this individual what his or, ber skills and weak

areas are. Make the employee realistically reflect on-his .or her

potential. Consider the following:

2.11 Look for areas that were rated high in the employee's

past performance appraisals. This person may have
skills or traits that are not important in his or her

present job but which could be used in a different

career. An ability to communicatg well orally--to

meet and deal--may not be important for a Clerical
employee, but it is essential for a Revenue

Representative.

2.12 Look for skills that have-been picked up or,developed
through hobbies or community service work. Is your

Mail Clerk the for his or her church group?

That bookkeeping expe ience might form Uhe foundation

for an accounting-related career.

2..13 Does the employee have any special training which
could be applied to a different job? Has he or she

taken any of the self-development courses IRS offers?

Did he or she get any training in previous jobs? In

the military? In commility college or continuing

education program?

2.14 Does this employee have skills which are not used in

IRS, for instance, musical ability? If so, be honest

with him or her. Perhaps you can suggest some
training to develop other, IRS-related, skills.
Possibly you are aware of some bther agency which

might use the employee's skills.
0.0

2.15 Make sure you don't take for granted a trait or skill

required in the, present job. Even in the simplest
jobs, employees can demonstrate traits which show

competence, ability, and the potential to move on to a

more responsible position. For example:

7



2.151 Ability to learn and adapt' to new procedures
dr\ d quickly and easily

2.152 Ability to work without continuous supervision

2.153 Ability to organize work, sT.t priorities( and
establish prOcedUres for geLt ngthe job done

2.154 A knowledge of-whereand when 'to
EHE6rmation

2.155 Ability to work effectively with fellow
employees and the supervisor.

Avoid being trapped into overestimating or underestimating-
an employee, You may have someone who's a'hard worker and who is
terrific at his or her present nontechnical job. You thinkthis person can handle any job in the office. Good inte tions
and motivation are not enough, hbwever. If this employee, is
simply not equipped to handle a more technically advanced job,
your high opinion of him or her will not make his or her failure
in:that other job any easier to live with. Conversely, you
.cannot allow your anger or frustration with someone who is not
performing acceptably in a nontechnical job to force you to
automatically dismiss the possibility that this individual might
have real potential to perform well in another, more challengingposition.

8 ,
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- .2-2 Project Vacancies

411 What jobs are to be considered? What are the needs of the

Servie?-t,,,,What jobs will be opening up and.when? Where do, I get

this information?

In the context of Upward Mobility, "the needs of the

service" means-very simply the number and kind of" jobs
givem-perIOU Of time- Your=4Ward

_Mobility Coordinator will be the-main source of this information.

He or she will supply you with-the following:

4

AL lb

2.21 Local IRS strength reports by career field

2.22 Locally projected manpower needs

2.23 Filled positions having rotational possibilities

2.24 SpecifiC bridge jobs'

2.25 Specific educational and training opportunities and

the deadlines and procedures for applying'

2.26 Background on broad occupational fields in IRS

2.27 Merit promotion and performance evaluation

procedures.

You will also'be able to get the following if you make a

special request:

2.28 Job vacancies, Regional Office, Distriat Office

and/or,Service Centerwide

2.29 Background information on the,nature of special

emphasis programs like the Federal Women's Program,

the Spanish Speaking Program, etc.

2.210 Civil Service Commission X-118 Qualifications

Handbook

2.211 Outlook--Labor Department OCcupational Hdndbook

2.212 Catalogues,. brochures, relaled materials from local

schools, college's, universities

9
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2.213 Materials relating to the Government Employee's
Training Act

2:214 Civil Service Commission Trainirig Catalogue

Be realistic when using the projected number of vacancies.Predicting future manpower needs is an inexact science.' The.figures you are working with are only projections--educated
guesses. A hirg freeze could radically alter the vacancypicture. An employee's deFision to move into a specific careerwill have far-reaching effects on his or her future. Be verycautious about advising your employee to base long-range careerdecisions upon the predicted number of vacancies.

Suppose the information you receive from the Upward Mobility
Cgordinator indicates there will be two vacancies in Job A andfive vacancies in Job B. You shouldn't recommend Job B solely onthe basis that there might be three more vacancies in that jobarea. You need to apply common sense and your own knowledge andexperience:

2.221 Does there always seem to be a need for either of
these jobs?

2.222 How many positions do we have in each of these career
fielcM? If we have 100 Position A but only 10
Position B,,the'long-range turnover might mean that
there would be more promotion possibilities in Job A.

2.223 Are either of these jobs used elsewhere in the
Service Center, the District, or the Regional Office?
There may be alimited number of Position, A or 13 in,

your own section, branch, Of pbst of duty. However,if A or B is widely used throughout your bargaining
unit, this could also influence the turnover rates
and the future possibilities for promotion,

2.224 .Could there be openings for either of these jobs in a,
new program area like Employee Plans/Exempt
Organizations (Pension Trust)?

2.225 Do you know of any changes in the manpower needs in
the section or function, where this job is located?
Is the workload there increasing or decreasing?

10
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2.3 Employee Interests

What does the employee want? Does he or she have any

definite plans or preferences? Even if the employee comes to you

with a 10-year Individual Development Plan worked out in detail,

you should still go through the process of analyzing his or her

basic skills and discussing the variety of career options

available. You may, in the end, suggest a number of

possibilities that the employee is unaware of.

14.
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2.4 Problem I: Analyzing the Skills Survey

We've talked about analYZing the skills of an employee andbeginning to consider alternative career options. Let's look atan example:

v.

Loretta Leaf asks for an interview. She's a Typist who has
worked for you for about a year. She's reliable,-
independent, and types fairly well.. Here's a copy of herskills survey:

ea:

12
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INTERNAL REVENUE SERVICE

Employee Skills and Interest Survey

Upward Mobility

_le ase Print or type)

Inszru:tions: This form must be filled out in duplicate. One copy will be

:.e:ained by the first-line manager as a base document for the Employe's

_artier File and one copy will be forwarded, by the first-line manager', to the

".";wsrd !:obility Coordinator. All eligible employees must fill out this

f:rm. The information contained in this inventory, along with other pertinent

information, will be utilized as a basis for the establishment of.your .

Individual Development Plan (IDP). It is, therefore,.very important that

y:-.1 answer the questions as carefully and as completely as you can. (If

additional space is required to complete your answers, use additional sheet(s)

cf plain paper and identify items by Section Number and Item, BectioA

71, item 3E, etc.)

Section I. General Information

(.Last-, ddl e_

I 7
(3).

Socia eeurity Number

(5)

ez.r)
:):cupational Code
(Series 201, 301, etc.)

4f-iva-
(LI,' Your Office Phone Number

Present Job

Check One

Title

(6) Grade

(7) N of Years
In Grade

3
( $ )

(10 ) Organization

ae.:44,e&

(Division, Branch

No. of Year:
Federal Govt

Section)

(12) Supervisor's Name

91h. %4
Section II. Program Participation

(13) Supervisor's
Phone Number

:-.str.lotions: (To be eligible
r-l'isular employee, Grade 1

position that normally extends

in the Program is voluntary.)

need not 'complete the res
%trvqy as instructed. If

ri:s: of thi. inventory.

4.1

(check)

for the Upward Mobility Program, you must be a full-

through 7 or equivalent, who is not in a career ladder

beyond the or equivalent level. Participation

Iyou../eheck either Items, #2 or #4 in this Section,

the survey. Pleasa,sign and date, then return

you check Items #1 and/or #3, please complete the

13
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(1) '1 am eligible for .participation-in the Upward Mobility: Pyogram
. .

(2) 17-1.I am not eligible for participaiiOn in the Upward Mobility:Proiram.

(3)

(b) 1 I. I do not Wish to participate in the Upward Mobility Program at this-
time; however, I understand that I may apply at a later time.
(Please explain)

am interested inpai-ticipating inthe-Upward Mobility Program.

Section III. Job /Interests

(1) Do you feel you can, advance in you present job? 1--lyes b<no
(2) If yes, what isithe highest grad you can reach in your present job?

(3) If no, what do you think is Treventing_you from advancing? (Cheek)

In Education Experience

1 1 Training talNo vacancy at next higher grade

, .other "~

ED Physical Handicap
I I (Explain)

Explain /

(4) What kind of job(s), other than your present
of performing?

ou, now.feel,capabl

)

(5) If you.1Ta the

4
chance, for what kind ot job(s) would you like to be tra44?

623

Section IV. Work Experience
Beginning with your presOt position, list all the jobs you have held in IRS. If
you have worked at IRS iess than five (5) years,, include other jobs You-have held
within the past five'(5) years. In column ne" below, include any special committees
or task forces to which you may have been assigned, in addition to your regular,
duties.)

14
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a - 3 -

Dates of
Employment
(Month/Year)

K.

Division
and/or .

Agency
B.

Position
or

Title
"t":-..-

GS

Level
D.

Duties
E.

(1) From

9/9 / det11# C414-

i'444

54"
AdIt4607,4

1;11)1117141
(2) From

.

. 447 rgow e, Var4414914

To

13) From
.

.

.

To

(4) From .

To

. Section V. Education, Skills and Training

(1) Please circle below the highest level of formal education completed:

Elementary and High School: 1 2 3 4 5 6 7 8 9 10 11 12

College: 1 2 3 4 Major: Minor: Degree:

Graduate Work: 1 2 3 Major: Minor: Degree:

(2) List any additional training or education you have received within the last

five years, i.e., night school courses, correspondence courses, apprentice-

ships, Armed Forces training, on-the-job training, Government training

courses, etc.
Dates

From To Type of Training

15



-4-
(3) .Please list below any skills you have which you are not using in yourpresent job. (Remember to list all skills and abilities regardless ofhow you gained them; include those you taught yourself, those taught toyou by family members, friends, those gained through hobbies, past

experiences, part-time work; volunteer work, etc. Some examples ofskillsare: painting, truck driving, teaching, bookkeeping, public

Type of Skill How & When Gained
Amount of Experience

Using this Skill'
Would You Like to
Have a Job Using_it?

(1)

(2)Dv`(3Y
(4)

(7) A

4/Ard4j(';7'( 8 )

10)

t1 V*;;7'
;:

f

/
/

/.434114/6114j4Wee)

Prif

-cliCr-.424-114"bel ("/8/2"1°

9res4.4

-.P4d

,-2,-L.0----

.--74:

.

,r4'4 ) Please check all exnminations you have taken and received eligible ratings(Even if the eligibility has expired)
Federal Service

171Entrance Examination (FSEEt Stenographer

[ 'Tax Examiner E<1Typist

Junior Federal
Other(s) [Specify]

'Assistant (JFA)

Section VI. Recognition
Please

Please list below any honors, awards or commendations (work related, communityor other) you have received.

Type of Award Awarded By Date

16
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Section VII. Career Goals

Short Range
(Example: Advancement to Stenographer,
Revenue Representative, TSR, Audit

Accounting Aide ,

'Long Range

(ExaWplet" Special Agent,
Revenue Agent, Revenue Officer

Tax Auditor

Section VIII. Remarks

Please feel free to make any remarks you desire.

(Date)
17
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In looking over her skills survey you see the following:

Chairlady, 1974 local United Fund Drive
Active participant in P.T.A.
Hobbies include-c-Losswurd, puzzles, and needlepoint.

While she is not the fastest Typist in your section, she isone of the more accurate. You look over her evaluations and someof her work. She is a neat and precise worker who pays greatattention to detail. She is -the- office expert on travel
vouchers, and other secretaries consult her on the accepted styleor format for different kinds ofletters that,have to be typed.

In the interview itself you as her where she feels herstrengths and weaknesses liej and she gives you the followingbreakdown:

Strong

a. organizing things

b. working with people--
really loves her United
Fund, P.T.A. !work

c. excellent proofreader,
very good with the Style
Manual
Other Secretaries come
to her to find out what
format things should be
typed in.
She's a perfectionist.
Everything has to be
correct, or she isn't
happy.

Needs Improvelent

a. shorthand--very weak
That's why she is not
a Clerk-Stenographer.

b. typing--could be faster

.She feels she could probably improve her shorthand and
increase her typing skills; -bUt she really wants to do somethingelse.

18
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Question

Use the Career Ladder Charts at the beginning of the Sample

Careers Handbook on p. 78.

Based on the_information that You_have, list in the spaces
below at least three kinds of jobs or career fields you feel she

should consider.-

2.41.

2.42.

2.43.

-19

22



Answer

There aren't really any right or wrong answers to this
question at this point. The objective wAs to get you to begin
thinking about employee skills and relating them to jobs around .

you. The information on Loretta is so general that a wide
variety of answers Are possible. For example:

People familiar with District Offices have given the
following answers:

Audit Accounting Aide
Revenue Representative
TSR

Remote Terminal' Operator

People familiar with Regional Offices have given this ,

answer:

Accounting Technician

People familiar with.Service Centers have given these
answers:

First Read Examiner
'Tax Examiner Positions such as those in Unpostables,

Examinattoil, or Research

0
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2".5t:. Problem II: Analyzing the Skills /Survey

Lets look at another case. Say, for instance, that you are

a first-line manager in the Adjustment Branch of the Rocky
Mountain Service Center inMountain City: Jane Doe, a Tax

Examiner in your unit, comes in for counseling. Her skills

sufvey follows. Look it over,

21
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IiiTRKAL REVENUE SERVICE

Employee Skills and Interest Survey

Upward Mobility

(Please print or type)

Instructions: This form must be filled out in duplicate. One copy will be
retained by the first-line manager as a base document for the Employee's
Career File and one Copy will be,forwarded, by the first-line manager, to the
inward nobility Coordinator. All eligible employees must fill out this
form. The information contained in this inventory, along with other pertinent
information, will be utilized as a basis for the establishment of your
individual Development Plan (IDP). It is,therefore; very important that
you answer the questions as carefully and as completely as you can. (If
c-.1ditional space is required to complete your answers, use additional sheet(s)
of plain paper and identify items by Section Number and Item, i.e., Section
VI, item 3E, etc.)

Tr Name

c
Section I. General Information

s.t, First, Middle Initial) (2)
0 M'a..1e 153-Female

Check One
(3) .Social SectSi fignber

(0

(4) . Present Job Title

of
.

-did' - /PE'
(5) Occupational Code
1, (Series

S01
2 .301, etc.) (6) Grade,

12 :

7) No. of Years
In Grade

( ) No. of Years

Federal Gov

Office
A

/
' . "114c. ./,IA !I

(10)' Organization (Division,

. ie
46/4..-0Aket- AIK4W:

Branch, Section)

/
Ad . ........=

Your Office Phone ihmber

'X -7-11C-F

(12) .0fpervisor's Name (13 Supervisor's
Slone Number

Sectjon II. Program Participation4 (check)
. .--- - .

NI-::tructibr.s: (To be eligible fo? the Upward Mobil4ty Program, you must be a full-.
.11.-e Legular epplcyce, Grade 1 through 7 or equivalent, who 'is.not in a career ladder
position that.normally extends'beyond the GS -7 or equivalent level. Participation
in the Program is volunftary.) If you check either Items 1/2 or,114 in,this Section,
you need not complete the rest of the survey. Please sign and date, then return
-C:1', sur7ey as instructed. If you check Items 1/1 and/or #3, pleve cokplete the

, _,f: t.ii . ie,%,entory.
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(1) parI am eligible for participation in the Upward Mobility Program

(2) El I am not eligible for participation in";the Upward Mobility Program.

(3) [];1.:I am interested in participating in the Upward Mobility Program.

(4) ri I do not wish to participate in the Upward Mobility Program at this

time; however, I understand that I may apply at a later time.

(Please explain)

Section III. Job Interests

(1) Do you feel you can advance in your present job? 1 lyres no

(2)' If yes, what is the highest grade you can reach in your present job?

(3) If no, what do you think is preventing you from advancing? (Check)
.qt

Educat,ion Experience

0 Training 15Z1._ No iacaney at next higher grade

Other

( Physical Handicap (Explain) Ar,,e44.ie
Explain ZPIR6

(4) What kind of job(s), other than your resent one, do you now feel capable

of performing? . / '

Mr

(5) If you had the -chapce,.for what kind of job(s) would you like to be trained?

Section'IV. Work Experience
.Beginning with your present popitiOn, list all the jobs yokhave held in IRS.. If

you have worked at IRS less than five (5) yearsinclude other jobs-you have held

within the past five (5) years. In column "e"Atelow, include any_sbeeial committees

or task forces to which you may have been assigned, in additidn to your regular

duties.)

23
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Dates of
Employment
(Month/Year)

A.

Division
and/or
'Agency

B.

Po6ition
or
Title
C.

GS,

Level
D.

Duties
E.

( om
..
A °

r. ..
/

/f 844-... 9
-

'..r2e4tel 21.''1°1
( 2 ) Froth

_,

ti
!

./...

40002 ''
.10.AWA e"./.6

)0e

..../
/// , ft,

d'..d:C-4-'r
.

To
-__

/

13) From

To

(4) From

4To

Section V. Education, Skills and Training

(1) Please circle below the highest level of formal education completed:

Elementary and High School,:.. 1 2 3 4 6 7 8 9 10 11
College: 1(93 4 Major: Minor: Degree:A/o'
Graduate Work: 1 2 3 Major: Minor: Degree:

(2) List any additional training or education you have received within the last
five years, i.e., night school courses, correspondence courses, apprentice-
ships, Armed Forces training, on-the-job training, Government training
courses, etc.
bates

From To Type of Training

. 24
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speaking , leadership ------, ---., calculators , add in --------, Xerox

(3) Please list below any skills you have which you are not using in your

present job. (Remembpr to list all skills and abilities regardless of

how you gained them; include those you taught yourself, those taught to

you by family members, friends, those gained through hObbies, past

experiences, part-time work, volunteer work, etc. Some examples of

skills are: painting, truck driving, teaching, bookkeeping, public

(4) Please check all examinations you have taken and received eligible ratings

(Even if the eligibility has expired)
Federal Service

iCLEntrance Examination (FSEE) r--1 Stenographer

[2aTax Examiner

Junior Federal

Assistant (JFA)

F--1TYPist.

Other(s) [Specify]
4

Section VI. Recognition

Please
Please list below any honors, awards or commendations (work related, community

or other) you have received.

'PYPe of Award Awarded By 'Date

, Aon f Eprec ol o ie t

ye o kl c hn Gie sn hs Sil Hv o sn t

( 1 ) 4.22 71 ° L Le*'
2

4

5

6

7

8

9
0

5"re41`141'

t.
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o

Short Range
(Example: Advancement to Stenographer,
Revenue Representative, TSR, Audit
Accounting Aide

ateati-
&ed

Long Range
(Example: Special Agent,
Revenue Agent, Revenue Officer
Tax Auditor

dockill/42

Section VIII. Remarks

Please feel free to make any remarks you desire.

Zie cOrei,n/,teir2,./41
-feat.edtlalecefee

Mae)
26
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Questions

Write your answers in the space below each question.

2.51 Jane is interested in some fairly complex jobs: Management
Analyst, Tax Auditor, and Computer Specialist. What
information in the survey could you use to evaluate her

ability? Does she seem average? Below average? Above

average?

2.52 Do you know if her college work gives her any special
preparation for any of these jobs?

2.53 While there is a small IRS District Office post of duty in

-
Mountain City, the nearest District headquarters office,is

over 150 miles away. The nearest'Regiorial Office is in the

next state. Do these factors affect the job choices Jane

has indicated?

(Answers on next page)
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Answers

2.51 Jane haS passed the FSEE (this test has since been replaced.
by the new PACE exam). She started as a G3-4 and moved up
to'a GS-7 in five years. This is pretty respectable. She
would have to'have done at least above average work to
progress at this rate.' Her record also shows that Je has .

received a Superior Performance Award. Obviously, if you
as her supervisor had given her the Nward-you would know
whether or not she.was an above average worker. Oh the
other Hind, she may be new to your unit. The important
point is that you should analyze the-skills survey
carefully, even if you think you already know the employee.
The pictureof'the employee in the survey may give you a 1'.

new PerSpective.

2.52 No. She states she's b6en tb college, but you do not know
what she studied. Her coursework may give her a good
background for the jobs she's interested in or it may be
totally unrelated. Maybe her education could be applied to
IRS jobs other than those she's listed.. Use the interview.
to'analyze and explore any formal or informal education
your employees list on their skills surveys.

2.53 Sue nas indicated sne's not laoLile. FOr any career ladder
or specific position you consider, you should look only at
the openings projected in her commuting area. This-would
exclude jobs which occur only at the Regional Office.
District office jobs at posts of duty other than Mountain
City would also be excluded.

You've analyzed your employee's skills and potential., and
you've thought about ways that these could be improved and put to
use in several other jobs. What if one of the new careers you
want to recommend is in a function that's being phased out? /
(Stabilization was an example.) What if one of the areas you 4have in mind has low turnover and few openings? What if the job
you feel. matches the employee's skills has even less promotion
potential than the one he or4,,sye is in now?. Clearly, you must
consider all these' additional fAltbrs before making your
recommendation. You need to find out what the projected
vacancies are. You Also need to find out what the employee's own
interests are. What kind of work does he or she want to do?

28

31



2.6 Problem III: Identifying Projected Vacancies

r-- You've got a better idea of Jane's interests and abilities.
A Sample Projected Vacancies Chart.begins on page 101. While the
format of the information may vary somewhat from this sample,
your Alpward.Mobility Coordinator will be supplying you with
statistics on the type, the number, and the location of the
anticipated vacancies in your Region. You should keep in mind
that information on projected vacancies is always an estimate.

Using the information on the Sample Projected Vacancies
Chart, determine whether the Service predicts a need for the jobs
Jane. has expressed interest in and complete the table below.
Take into account the information from the interview. List the
locations as well as the number of vacancies you want Jane to
consider:

Number of Location of
Career Field Projected Vacancies Projected Vacancies

2.64 Tax Technician
(Auditor)

2.65 Management Analyst

2.66 Computer Specialist

(Answers on'next page)
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Answers

2.64 There are 45 expected Tax Auditor vacancies in your region
this year. However, only five are in your district, and
chances are that only one of these might occur in the POD
in Mountain City. Jane has already said she isn't mobile.

. 2.65 There are three projected vacancies in your region for
Management Analysts, all three in your service center.

2.66 There is only one projected vacancy for Computer
Specialist, located in your service center.

As you see, the possibilities are considerably narrowed
here. This may be typical for employees at the GS76 and 7 level
who desire higher graded jobs. Many of the jobs which you might
recommend to a GS-3 Clerk-Typist would not satisfy an employee
like Jane, who has the additional* limitation of not being mobile.

30
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2.7 Your Role as a Career Counselor

What do you say to Jane now? Should you try to discourage
her from pursuing these career goals?

Your job as a counselor is not to dictate Jane's future.

You are there to realistically counsel her about her potential
and to give her information on the career opportunities that are,
open and the competition she will face. IRS will be able to
provide more training for her, and the demand will be greater in

some job areas than in others. Both you and Jane need to
consider this when you sit down to agree on a career goal.
Obviously these factors will affect her choice. However, the
final decision on what career goal she wants to pursue remains

Jane's.
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2.8 Problem IV: Recommending Alternate' Career Goals

Study the Career Ladder Charts in the Sample Careers
Handbook which begins on page 78. These charts show some of the
career possibilities open. to an employee like Jane. Once you
have looked at these, go back to the Sample Projected Vacancy
Charts. By combining the general information on career ladder
possibilities with the specific information on the projected
openings and number of employees on board in each position in
your area, you should be able to see if there areany other jobs
Jane should think about as potential c reer.goals. List your
recommendations in the space below.

(Answer on next page)
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/ Answer

2.8 Your charts on the location of p6sitions indicate,two major
IRS occupations where a large number of vacancies can be
expected: Taxpayer Service Representative and Revenue
Agent. These are District jobs which we will assume would
be represented in the Mountain City POD. You should also
consider "bridge" positions: jobs which could indirectly
lead to her goa'.. The Computer Aide and Technician
occupation has two projected openings, and the competition
for such a job might not be as stiff as for Computer
Specialist. The Computer Aide or Computer Technician could
lead to the Computer Specialist job and make her more highly
qualified for that slot. Of course, the Tax Auditor job she
mentioned is also a route to the Revenue Agent job..
However, it is not always necessary to go through this step,
and we find that there are more projected openings for the
Revenue Agent position than for the Tax Auditor position.

You've analyzed the skills survey and the information on the
projected vacancies in your area. Most likely you've been
getting feedback on your employee's interests throughout the
counsebling session up to this point. It's time to draw together
all the bits of information both you and the employee have looked_
at and discussed and begin to arrive at a mutual agreement on the
proper career goal for the employee to folloW.

4
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3. AGREEMENT ON CAREER GOALS

The final decision on a career goal for the employee
involves reassessment of the basic analysis factors we've
discussed:

Employee Skills

What skills or po-
tential skills does
the employee have?

Projected Vacancies

How many and what
kind of vacancies
does the Service
expect to have
available?

Employee Interests

What does the
employee want?

Focus on both the long and short range career implications
of pursuing Career Goal A instead of Career Goal B. You need to
consider a number of factors:

3.1 What kind of training is the employee eligible for if he or
she pursues Career Goal A?

This is a key question. IRS will be able to provide more
training in some career,areas than others. An employee selected
for training for a target position will be given all the training
necessary to meet the entry level requirements for that position,
even if it is completely outside his or her present field. In
addition, if he or she successfully completes all the training,
the employee will move into the target position with no further
competition. The funds for this training come from a new program
established especially for this purpose.

It is evident that an employee who has been selected for A
target position will have a much better. chance of reaching a
career goal outside his or her present career field than an
employee who is working toward that goal on his o her own. On
the other hand, it is possible to qualify for jobs outside the
present career field by taking advantage_of the regulai training
IRS offers in its Self-Study Lab Piogram, the Correspondence
Course Program, and Out-Service Training. Completing the IRS
Accounting Program, for example, will satisfy the formal
education entry requirements for all of the following
professions: Tax Auditor, Revenue Agent, Revenue Officer, and
Special Agent.

Ultimately, the employee is free to set any personal career
goal he or she desires. He or she should make an informed
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choice, however, and must be prepared to live with that choice if
itis in an career area in which IRS can provide only limited

developmental opportunities. The employee is always free to
revise his or her career goal and start a new IDP,if no progress

is being made.

When-you sit down with your employ, you should determine
the kind of training he or she will be eligible for in each
potential career path you are considering. There are several

Employee.
Career Goal'

Career Goal Outside
present Career Field
and either:

a. Not a designated
target position, or

b. A target position,
but employee'has com-
peted and not been
selected.

Career Goal is Inside
present Career Field,

e.g. Clerk-Typist
wants to qualify as a
Clerk-Stenographer.

Career Goal Outside
Career Field, but the -

job has been designated
as an Upward Mobility
Target Position.
Employee 4GS-7 or less)
must compete for promotion
to position beyond GS-7
in 'pregtant career ladder.

35
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Type of Training the Employee
Is Eligible For

Eligible for any .1f-improve-
ment training or special
details that IRS normally
offers, -for instance,
Self-Study Lab Program,'
Correspondence Course
Program, etc.

Eligible to compete for
selection foi the'
target position. If selected,
will,receive all training
necessary to qualify. Will
move directly into the
position without further
competition if he or she
successfully completes
all the training.



3.2 Lead Time: Roughly how long will it take the employee to
qualify for\the job he or she is aiming for?

Personnel Specialists sometimes disagree over what parts of
an-employee's past experience can be counted as. qualifying
experience for a new job. Your objective is to make a reasonable
estimate of what additional training, experience, or skill the
employee must acquire.

How do you get this information?

Ask yourself:

"What are the entry requirements for Job B?" "What skills
and qualifying experience does my employee already have?"
The difference is the training necessary for the employeesto
quality for that position. It's a Ty simple process:

Entry requirements _or b B f om the Cpfeers
Handbook

MINUS

Employ s present skills and experience from
skills survey, counseling interview,
personnel folder, and observation and
evaluationof the employee's work as his of
her supervisor

EQUALS

Additional specialized experience and/or
increased skill proficiency the employee
needS to qualify for the career goal.,el

-41
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1.

By using the training information the Upward Mobility . si..:0

Coordinator provides you, you can get a preliminary idea-otThow12..

long it will take the employee to qualify for Job B. If the

career goal is a professional position, reaching the goalffilght*

mean competing for and working successfully in one or.more-b#age.
-Oosilions before actually qualifying f6r the final posktion.'" '4!or ,

,example, consider the following careeriladders:

Regional Office;

Budget Analyst

Accounting Technician

Accounts Maintenance Clerk

File Clerk.

District Office:

Revenue Agent4e
Tax Auditor ..

le .7, %

!

Audit Accounting Aide

Clerk-St<ographer

.

Service Center:

Computer Specialist,

CompUter Aide/Technician
4t

Operator

Data Transcriber
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3.3 Differences in he'Amount and/or Kind of Training Needed to
Qualify for A instead of B

Does it require more, training or more demanding training to
qualify for ,Job A than ft does for job B? If the employee" can
qualify for 'Job' A in a year, but quglifying for B involves a year
of training plus a second year of working in a bridge position,
then you and the.- employee must decide if B really holds more
potential or will be better suited to the employeq's needs and
desires.

'

3.4 Impact, on the Employee's Personal Life

'fihe trainingand development program to qualify the employee
for an advanced poiiLon may,make sOme,very,Substantial increased
intellectual, emotional, and physical demands on the employee.
The employee must cpnsider the of ect of these additional
obligations on his Or her lifesty e, family situation, health,
and personal commitments. Does' emplbyee lack confidehce in
his or her ability to compete in f rmal training? Is he or Sbe
ready to acceptthe possibility ofa training after hourS? The
individual's fellow workers might misinterpret his or her desire,
to progress as a rejection of the' .job they are doing, and a
rejection of them, too. Is the employee ready to. cope with this

,. situation if it arises?

*fa
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3.5 MotivaIion

While employee preference isnot the only factor tto consider'

when setting career goals, it is obviously one of the.mbst

important. How does the employee feel about the options

available? Job A may look better, on paper. HOw'ever, .if the

,employee feels that Job B would more nearly fit his or herown
personality and lifestyle, B may be the wiser choicd.

.

3.6 Long Range Career implications

Makethe emplOyee look beyond a quick promotions Make the

employee consider the long range career possibilitiese The
employee should consider whether he or she will be happy with the

career goal in 10 or 15 years.

3.7 The Possibility of Not Reaching the Goal

Wherever'thdle is competition, there is the possibility the
employee will not immediately reach the goal he or she has set.

If the employee is competing for a regular opening, nothing is

changed. 'He or she may not get the position Aimed for on the

first, second, or even successive tries. If the employee is

competing for dnitial selection into a Upward Mobility Target
POsitiip, another person who is eligible for Upward Mobility

might be selected instead. Even-if the employee is selected into

a. Upward Mobility target slot, he or shecannot actually move
into the job until he or she successfully completes all the

training necdssary ^to reach'entry level. The employee should

face the dsgue.realistically and consider alternatives. What if

he'br 'he is not selected for a Upward Mobility target slot?
Fhat.,if. he or she cannot get ,into a specific training course this

eguarter2 The emphabis s-hould be on exploring positive, fully
acceptable alternatives{ ather than turning nonselection into a

pergohal crisis. We.will discuss this again in the section

dealing with revising the ID?.

3.p Problem V: ChOdsing the Final-Career Goal

You have reached the pOint_where it is time to make some

hard decisions with Jane Doe, 'You.-"have an idea of her skills,

,you have some ideas .on what she would like to be, and you

yourself have'injected some other possible career goals into the
Y..
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discussion,,i'or each possibility, you have an idea of the
potential openings available to Jane.

Jane has agreed that her best chances for promotion are in
the areas you have mentioned' as Alteinatives to her original
ideas. Her primary concern is advancement to a' higher paying and
more fulfilling job, rather than limiting herself to the
occupations she has named.

YoU and Jane have narrowed the field to two potential careergoals: Taxpayer Service Representative _and Revenue.Agent. Fill
in the work sheet that begins onthe next page. List all the
information you have been asked to consider in this tesson for
each position. Refer back to any of the informatio,n we have
already covered. Use, the sample Careers Handbooto get specific
information on the requirements for each job as well. Some,
information, for instance, whether or not Jane's experience-will
be counted as qualifying for one or both jobs, you would want to
double check with' Personnel. You might also have questions for
the Training Officer. For the purppse of'- this exercise, do thebest you can. When you are finished, you should have as complete
as possible a listing of the information you and Jane-would want
to considet before making a final choice.

6



..Counseling VIcirk Sheet"

Tapayer Service Representative Revenue Agent

Entry Level Requirements (Skills,
Training, Experience,'etc.):

f

Additional Training or Experience
Your Employee Needs to Qualify:

Lead Time:

Entry Level Requirements (Skills,
Training,, Experience, etc.):

Additional Training or Experience
Your Employee Needs to Qualify:

.Lead Time:

41



Taxpaxer Service Representative Revenue Agent

Personal Considerations:

Long-Range and Short-Range
Career Implications:

1

Personal Considerations:

A

Long-Range and Short-Range
Career Implication;

Possibility of Not Reaching the 'Possibility of Not Reaching the
Career Goal: Career, Goal:

42
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Answer

bne of the first things you should have cOnsiftred is how
Jane mill qualify for each of these positions. This includes
consideration of the experience 'required, the typd of training
required, the availability of training, and the lead time
required. Your Careers Handbook summarizes the entry level
requirements for each job at a WViety of grade levels. Focus in
on the ones your employee seems most likely to be qualified for.
For example:

TSR .(GS-7\
`11

Revenue Agent (GS-5)

1. General experience 3 years* 1., Pass the IRS Accounting
Correspondence Course

2. experience 2

I-

,Specialized
years 2. 6 months experience at GS-5

or higher in a position
requiring interpretation
and application of IRS
Code'

3. Supervisory recommendation

Now we know that Jane will have to take a correspondence
course to qualify for the Internal Revenue Agent position. (If

she'd had some college accounting, this might be used to
substitute-for part of theIRS course.) What about her
experience? Here you would check with your Personnel Specialist.
Jane's experience as a First"Read Examiner meets the entry level
qualification standards for the GS-5, Internal Revenue Agent job

and the GS-7 Taxpayer Service Representative position.

If Jane's experience had not quAlified her for the Revenue .

Agent job, your next step would have been to find,out if any of
the. anticipated Revenue Agent vacancies_h5d been designated at

Upward Mobility target jobs. If they had, Jane could have
competed for a target position. IX she was selected, she would
have been able to arrange for a 6 months detail to Audit which
would then giVe her the necessary experience to meet the entry
level requirements,for the Revenue Agent job. On the other hand,
if Revenue Agent was not a designated Upward Mobility,Position,
or if Jane had competed for the training but had not been
selected, it is very unlikely that either you or Jane could
arrange this kind of developmental detail.
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Another alternatiire would have been to see if there was a
need for, Audit Accounting Aides,.a bridge position. Jane could
have-competed for one of these -Positions, and if she were
selected she could have acquired the necessary experience to meet
the entry level experience requirements for a'Revenue Agent job.

1 Bridge positions are especially attractiVe to lower,graded
employees. However, an employee like Jane may be reluctant to
take a job as an Audit Accounting Aide. The entry level for' this
job is GS-4. Jane is presently a GS -7. It might also take
longer for her to work her way, up the ladder to. Revenue Agent
from the Accounting Aide position than if she could start as a
Revenue Agent Trainee, GS-5. On the other hand, the competition
for Revenue Agent jobs is much tougher.' Jane might not be
selected at all if she'decides to compete for a regular Revenue
Agent opening. You need to keep these things in mind when one of
your employees is considerAng whether to aim fOr.a bridge
position or the career goal itself.

Now that you have listed the necessary qualifications you
can go on to list other considerations. Have you considered lead
time?

TSR -Revenue Agent

No lead time .
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What personal considerations should,be listed? What about
motivation? You might discuss the following with Jane:

TSR Revenue A ent

1. Indoor office job

2. TSR's mustbe able to'cope
with all types of per-
sonalities, to meet and
deal with public effec-
tively while under
,pressure. Face-to-face
contact as opposed to the
telephone work she is
used to.

C
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1. Requires driving to tax-
payer's office

2. Will the accounting study
interfere with family
life?- What about future
training courses at the
Regional Training Center- -
is she prepared to be'away
from home for sieveral
weeks at a time?

3.. The Revenue Agent must
work in an adversary
relationship to some

( extent. How does Jane
feel about this?

4. Is Jane's motivation
strong enough to complete
all the necessary
training ?'

04,

$

"111,0 .



You can see that you will have to take an active role In
'

thisprocess. Jane may not understand precisely what the Revenue
Agent or TSR does. Draw out her feelings. This leads into
consideration of the long-range implications. How does Jane's
potential match that of the job? In other words, after the
promotion, is she going to be fulfilled in her new c&reer, or
will she be either unable to meet'the requirements for
advancement or conversely, "topped out" and frustrated again in a
few years? td

TSR,

Lateral to TSR at present
grade (7), competitive
promotion to 8, possible
further promo ion to super-
visory level

'Cr

Revenue Agent

Downgrade to GS-5- trainee
level,, then noncompetitive
prOmotion toGS-11, subsequent
promotions competitive to
GS -l3, supervisory possibi-
lities beyond 4'

Lastly, the above information raises the possibility of ''t.%

failure to attain career goals. This is.a tough question for .

lane. Revenue Agent is a very ambitious*dareer goal. For.eitIter
job though, failure can come at several points:' non-selection
for the initial entry level poSition, failure to complete thd:
training, or failure to compete sudcessfully for higher grade
positions after reaching journeyman level.

TSR Revenue Agent

Possible nonselection 1. Possible nonselection

2. 'Possible' failure to suc-'
, cessfully cOmplete

. required training at
GS-54 7, and 9: ,
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The facts are pretty well laid out now; side by side the two
choices, can be compared. To become a TSR, Jane must submit an
Interest Card for Reassignment (Form 4536). This choice opens
the way to a possible GS-8, or one grade higher than present. To

become a Revenue Agent, Jane must enroll in the IRS Accounting
Course, complete it, and then take a downgrade if selected as a
GS-5 Revenue Agent trainee. This i4 a high price to pay, but the '

rewards (a potential GS-13) are correspondingly, high. Not'all
decisions may, be this tough, but if you 'and Jane are uncertain,
maybe you should have considered other possibilities.. Is there a
third position which should be analyzed along side the other two?
Could, Jane become a TSR while studying accounting to eventually

become a Revenue Agent? The final decision will'be up to Jane.
Your advice to her Will be based on your indiTidual assessment of

the factors we've asked you ,to'consider.

You and the employee have discussed all the alternatives and.
weighed all the fadtors and mutually agreed on a career goal he -

or she should aim fdr. What's left? Well, you have a rough .idea,
of what the employee needs.to reach entry level, but you don't
have a systematic plan for getting there. Six months from now
who's going to remember who promised what time to whom to
accomplish whatever and what the standards and conditions were
that influenced whether what's his or her name could go? To

prevent the problem of differing expectations'6 months down the
road, you and the employee should spell out exactly what you , -

expect from each other and what he or she expects from himself, or

herself. The vehicle for,doing this is the Individual
Development Plan, the.IDP. But writing the IDP is not the 'end

either. Yau and the employee must do' all thoSe things you ,agreed
,

to. If you don't, you must revise your plans.

We have arriVed at the second large flock.of events-in the
Career Counseling system, the Individual tevelopment Process.
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4. THE INDIVIDUAL DEVELOPMENT PROCESS

Once you have agreed on a career goal, yot and the employee
need to develop an IDP. That IDP has to be responsive to a
number of factors, principally: competition, the possibility of.
failing to achieve a stated objective, and the necessity of
revising the IDP.

4.2' Competition,for:

----4.21 regular training

4.1 Develop 4..4.22 designated Upward
IDP Mobility. Target ,

Position

7-4.23 regular opening

GM=

1I OMNI.

We'll discuss each of these factors separately.

;,..0.'4.3 Revise
IDP if
Neceissary
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4.1 Individual'Development Plan

The IDP is a road map, a systematic plan for reaching a
career goal,, It is a timetable that supplies specific answers to
the question "How do I get whete I'm going?" Let'e look at an

example. The IDP on the following pages is the kind,of
development plan that might be worked out foi a secretary in a
Regional Training Branch who is interested in becoming an
Employee Development Aide, an Employee Development Specialist, or
geperally interested in moving into an Administration jOb. The
IDP format used in your Region may differ from this one, but
these essential elements will remain:

4.11 Formally Stated Objectiiies

4'.12 Specific Actions and Activities to Reach 'These
Objectives

4.13 A Target Date for"Completing:the Developmental
Activity s

Study the sample IDP, then answer the questions that f011ow

it.,
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,... !--,- ..g ,kgrite:your answers in thq space-below each questicn..
--:. , ., 4

- ' .
. , . -,,

What.'is given more emphais in this 41evelo6yterkt glen,
classroom training or OJT experience?_.:.

.
.-

\

., 4" . t . f.
t

.

4,15 Could` an employee who had been selected fbr a designated
. . ,

'''target po sition' use. thr IDP? (Yes...'or: No) .

.

. . 4.

4.16,, Could an employee who 4a4 not been selected;for a .

designated' target position use this IDP? (Yes or Ng)
. ...

.
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.
4.17 Would there beany differences'in the training, kundingp.

and/or placement of the two employees desqribed above if
they werepursuing the same career goal?

,

.

4:18 If your employee wants to draw up an.IDP-1*ading"-tO:a jOb,

outside,.his or her present career in an area Ydu:are,
unfamiliar with,, what steps might yog.take to
information for the employee?

9

- 1 .'

.

i,

.

o f
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Answers

4

4.14 OJT experience. You will probably find this to be the case
with your own employees. Outside of the IRS accounting
leotirses, most often IRS jobs do not require any "make or
break" formal training that cannot be replaced by
experience at the entry le'vel. This is especially true of
bridge positions*such as Revenue Representative and Audit
Actounting Aide.

4.15 Yes. Thip would be a very, good IDP for anyone who was
^ . selected for trainingfor a target position and was aiming

toward a designated target job in a Regional Training
. Office.

4.16- Yes, also. Theprimary-determination you, as a manager,,
would have to make in this situation is whether or not you.
can afford to allow this secretary to spend this ,time-in
OJT training,on ot4r duties. Since-the secretary in the
expmpler works in. the Training Branch anyway, these
assignments could easily be arranged for him or her without

-disrupting the office Workflow.- On the other hand, if this
secretary was working in an Appellath Office, and was asking
you as her manager to allow her to leave her own work so

;4. ,0 she could go on a series of developmental assignments
A. in the Training Branch, obviously, you would be extremely

. .:reluotant:to let her_go. The employee who has,heen
"'selected for training for a designated target position.

'1.;f0.0id:nof be 'in the same position.

A 56 *:
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4.17 One possible difference is described in 4.16. oyees
who have not been selected for designated targ t'positions, .

will most likely have problems getting developmental
assignments outside their present career fields..

A second,potentiai difference is in the area of funding.
'Objective 5 in the sample ID? calls #r developing and
improving; kills. It lists Out-Ser0.de Training as one of

the possible methods of,developing skills. 'Money to
implement the.IDP's of ,ip.dividuals selected for target
positions comes' from a special new Upward Mobility fund.

If,there were more applicants fRr.a particular type of
Out-Service Training than there were, funds, Upward Mobility
selectees would only have to compete against other Upward
Mobility selectees far these funds. An employee who has
not been selected'for training for a target position is not
eligible for these special funds at ala. If there was
competition for funding for Out-Service Training or any
other training financed with regular training funds a
nonselectee would hAve to compete,against-all other
eligible and interested employees.

A'third difference is in placement. An.employee who
had been selected for training for a designated target *

position would move into that position 'if he or she
successfully completed all the training. A non-selectee
could compete for all the same assignments but would then
have to compete for the job, when a vacancy occurred that
had not been set aside as a designated gRwArd Mobility
Target Position.- The nonselectee wouldThave no claim on a
job even if he pr she successfully completed the training.

57
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4.18 You should have at least 14ted "ConSult the Cakers
Handbook." The deporiptidES\ of each-job in the handbook?
often include a breakdown of.the activities that :could
indicate areas in which your \employee eeded impovement.
For instance, the description ',foN,the Accounts Maintenance -
Clerk's job,includes a series Of mathematiCs-related.
skills. .If your employee needed brushing up in *this

'you could.begin-to look for courses or assignMents in his'.
or her present job that give the,employee practi-Ce working
with math. The materials the .UpWard Mobblity Coordinator'
will be supplying you will include, brochures, recruiting
information, etc., on IRS jobs. (These-might all,so'giVe sat
indicatigh of what the career goal job involves.

.You could also get information from employees or managerS
who might presently be working in the career area your
employee is interested in. Some employees in your office-
may be Selected to serve as Upward Mobility resource- - .

persons who will provide you with information'On their' job,
for instance, Revenue Agent, Budget Analyst, Tax Examiner,:
etc..

I

You could also contact your Personnel and Training Offices
or your Upward Mobility Coordinator; All three will try to.
help you.

t

J
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:` Competition

-There are a number of situationsin which an employee will

'have to compete for an opportunity to achieve an objective in his

or her IDP. Generally, this competition will fall inteone bf

three categories:

Competition for: ,

..,:"I , .a
,

I.

1\.. .

.

2 .22 desigriated Upward .
,- t,, t

..ti

Mobility Target' *!.. I

.
'Position .

I

.;

.1 t

' '."' : 4.23 regular opening -7-4
\, . ,

- "

4.21 Competition for Regular Training. ', f
4 , 6

8

"". '.."1 "M. 4;21 regular training ANNA

1

'Moist major IRS labor agreements contain some provision for

competitive ,selection for any,training'whichjs given primarily,,

'to prepare employes -for prbmotion. Managehentts determination

A ofwhat courses ',11Piimarily prepare employees for prmotion6'

-varies from Region'tregion. n,exampleof an aa!4ity ,that.

clearly- prepare* empoyees for proMotion'would be to arrange for ,

-. 'alimited numb:O Of clerical employees,to,takeshoithand 'classes". .

s6floolto imprOve gualifir,them

to'be clerk -stenographers, %1he:important poiht is that both you

and the emplIOYee need, to repognize.that he or sheipay,have to

competefor.sime'Of,the training, you have scheduled in the Ibp.

-.Thiq.is'especiany true
forOut-ServiceTraining.. When there is

competition, -there
posSibilityytliat'tne'emplOiyee will not

be selected:

-

4:22 aOmpe4tidn for a Designated&PKardbility'Target
, -

,Position

k .a

..Once,an employee-ii selected for 'a tat'let'PoS4ion'n'e.o

*.she will'get-all'the trainimOneecled 4i4ualify for thepOsition.

If the employee succesSfully_completeg the training, he, dr she'

"Will ,move into ,the target job, This mal;"soubd just.tOO:Ood-to

be krUe tb an employee stuok,in,a apad7endjob.amot loolsing forv=it

any possible way out: The prOblem is than t-theke will- naturally

a,
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.

be some limit to the, mber of jobs that your loc al top
management feels it can set aside-as Upward Mobility target
positions. Most likely there will he more eligible employees
interested in the progrardthan there, will be target. positions.
Obviously someone, maybe'your employee, 'Will not be selected.
You've got to make your employee face the,situation

'.from the start. Merely` writing in an IDP 'that he or, she is
',aiming for ajob' as a' Tax Auditor-doesn't mean he or she will be.
selected, and, if selected, there!.s no guarantee he or she will

.,_ successfully complete all the training.
,

.
I

I

:23..Competition for Any.Regurar Opening.

A

1

,'.'Your employee would have to Compete for an y regular
opAningd positions not designated as Opward'Mobility,Taiget
Positions) in the regular manner. iothing has changed in this
regard., the employee wollid be competing against all 'interested
'and,eligible,,candidate6 when seeking a regular- Opening,

'

4!
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4.3 Revising .the IDP

By now You should have:,imprested upon the emplOyee that he

. or she may not achieve ong'or more of.the objectives stated in

the IDP. The employee may.fail to'' get iAto a course heor she,

needs, br,not be selected for a 'target position, of not bp -,

selected when he or she competes fora 'regular oppninge It is -,

also quite possible that the-pm'ployee may simply not have the

ability, to aohieve a goal heOr she has set: .

4.

- ., .

'

A 'i
Just working -with your'employees to develop 'DP's. is mot

..* enough. You have to stay in toudh,with your employees and .

monitor:theirprogress. When an employee fails .to, meet an,

objectiV6, the two of you must revise the IDP. Thi,p.pbuld be as,

` .r simple, as changing the target date'` for completing- a'-:0ourse'from'

the .3rd quarter to the 4h qUarter. On the other hand, it may''

involve reconsidering the career goal aria'writing a brdnd new ,

IDP. i u
.

Make sure the employee unde*stands in thevery firbt
counseling session that failure Vo'achieve-objectives and

tevision of the.IDP--,-even revisidn -of the career goal itself--is

nothing to-be. ashamed of. Try to keep the employee from turning,

.,the failure to meet an objective into a personal crisis. You can

do this,if you-act to revise the'IOR qdickly so that ,the employee

can focus on'the new goal rather than bxood'over,the_mIssed one,.

r
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5. ACHIEVING THE GOAL

Up to now we have been defining'employee career 5oals.in
long range terms. Before an employee actually reaches his or her
final career goal, he or she may have to set up and achieve a
series of intermediate goals. The exact nature of these goals
will depend on your employee's situation. While it's impossible
to predict precisely what action you should take with every
employee_you will be counseling, we can describe a number of
possible employee situations and suggest overall ways of dealing
with them:

Situation 5.1 The Employee Is Under-Utilized

This is an employee who already meets the entry level
qualifications for more technically advanced jobs in areas in
which the Service predicts it will have vacancies. This
individual really doesn't need.-to compete.for a target position;
he or she already has the skills and experience necessary 'to
qualify for the job.

,

It may even work against an under-utilized employee to
compete for a target position. The target position training may
very well begin with a bridge position which an employee like
this could bypas6 if he or she competed directly for a regular .

opening in the career.goal area. We discussed this earlier in'
relation to Jane Doe.

.

'

: An employee in this situation should compete for the next .

regular opening in his or her interest area. Ifjle or she is not
selected, the IDP should focus on activities that will enhance
thesemployee's chances for selection when other vacancies in the
career goal area are announced. If the employee feels he or,she
=cannot attain that particular goal, you and the employee should"
investigate alternative job fields and possibly revise the long
range career goal..

6
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S
Situation 5.2 Employee is Interested in, But-Not Presently

Qualified for a Career Goal Outside Present Career
Field, ,Career Goal Not a Designated ,Upward

Mobility: Target Positiorq

Most likely you,have faced phis problem already. The

secretary in the training Division who wants to be an Employee,

Development Specialist that we talked about in section 4.1

typifies this situation. He or she would be eligible for a

number of-regular In-Service and Out-Service Training Programs.

You, as his or her manager, 'could authorize this'employee to

participate in some of the developmental assignments described in

the sample IDP. HOwevdr, if your secretary is in a cotpletely

different function from the one he or'she wants to be detailed

to,, it may be difficult for-you to authorize this kind of detail

without having an-adverse, effect on your section's operations.

Obviously, if your employee is not in training for a target -

position and wants to participate in training or details that are

not related to his of her present job, the number of these
-developmentAlassignments you can allow will be limited.,

r
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Situation 5.3 Employee's PerfOrmance in Present Job Is
Unacceptable, Employee Has Potential for Anotper
More Technically Advanced Job.

'If one of your employees is performing unacceptably,'you, ashis or.ilmr manager, should already be working with this
individual to bring his or her performance up'to par. The
employee's-unsatisfactory performance should not be a surRrise toeither of you.

This person isn't doing well in his or her present job andyet is in your office telling you that he or she wantsapromo ion. What do you say to this employee? Tell the truth.Lay out the'facts as plainly''as possible.' The employee will haveto compete in order to be serected fo training for a designatedtarget position. He or she will not b able to competg
successfully against other eligible emplo es unless his or her,',perfbrmance.in the 'present job reflects goo potential for thetarget position. At.a minimum then, he or shemust bring his or'her performance in the present job up to a fully acceptablelevel. ThiS has to be theemployee's first objective.

Once the employee has 4ougbt his or her performance to anacceptable level, 'you should then concentrate' the IDP On
developmental activities that will further,iMprove his or.herchances ,for being selected for the 'career goal' job. You would

' follow the Individual Developmert Process we described throughputsection 4.. If the'employee is not seleCtei, the career goal mayhaye to be revised.

4
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g.ituation 5.4 Employee's Performance in Present Job is
Unacceptable, Employee Has No Skills or Pdtential

for Other Job's.

L.

The first objecte in this employee's "IDP would be

identical to that of the' employee degcribed.in section 5.1: to

bring performance,in the present job up to a fully acceptable

level. The next Step'would be to analyze the employee's existing

skills very carefully and help him or her to develop a skills

base through general education and development courses in

fundamental areas like reading, mathematics, and English- A long.

range career goal for this employee would then center
1ppplementing these basic-skills with other nor specialized'.

skills that could be directly applied to other jobs. Competing

for - -a 'designated target, poSition might, also be a, long range ,

career' go for this employee.
A

s.

Situation 5.5 Employee Considers Alternatives Then Decides 'to

'Stay in Present Job.

.,Not everyone who- comes in for, counseling will want 'to. start

a career in a new field. A number of your employeet- who are

eligible may ask for counseling'j.ustrto find "out whaf\the program

is about. Or, once they've seen the other options thA--are open.

-to theM; these individuals may feel that their prIpnt job offers

them the most promise. These employees will probably' be most

interested in, finding out what qualifications they will need to

progress,,and what vacancies, IRS anticipates at higher grade

levels in their present career ladders.
"

Your'.responsibility to these employees is the same as it has

always been. You need to.sif down with each one. and develop an

IDP which inclpdes formal,training and /fir developmental OJT

assignments. Your objective should be to perfect thiS employee's

performance and prepare him or her for adyancement if further

advancement in the present career field is possible.

YoU might also want to take a fresh look at.this
.Are you under-utilizing this person? Could

you make his%or her job,nore interestingby_ghanging around some

of the duties? Get the employee to help.- If he or she has made

a decision to "go all tt may",in the present job,, chances are '

'this person will be - interested i-n improving hig'or.her work

situation.
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Situation 5.6 Employee Has Potential for a Career Outside the
Present Career Field, the Career Goal is
Designated d6 an Upward Mobility Target Position,
Employee ie Not Presently Qualified for the Target,
Job. z .

.

,

4,

This employee should compete for the target position. If he
or sheis selected; this individual will receive all the training
that's necessary to qualify for the target poSition. This
training might. be fOrmal--6in a classtoom. It might also involve

,.arranging lengthy OJT details so that the employee will be .able
to build up any generalized,or epecialized experience he or she
needs.

if your'emPloyee is selected, the role you play will depend
upon how your local Upward Mobility Program is structured.
Probablyou will' be working much more closely with Personnel and
Training while you are developing this individualq^IDP than you,
'did when drawing up,,,IDP's for your other employeet. Otherwise,
the process will be pretty much the same: Follow the steps we
discussed throughosection 4, TheIndividAal Development
Process.

If your employee is not selected for the target position,
you should focus the IDP on developmental activities that might
improve"his or her chances for selection in thp next competition
for that target job. If your employee is not selected for the
target position in subsequent attempts, then his or hersituation
is,th&,eame as that of the employee in situation 5.2. You and
the employee may also want to consider alternative career goals.

5.7 Problem'Vii Identifying Employee Types., Indicating
Poseihle Counseling Action

Information on the six employee situations we have just
discussed is summarized itt the, table that begins on the next -

page. Study the table then useit to.answet the questions that
follow it.
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'Questions
.

., .

Readeachbf\the-following brief desariptions. In the
'space after-each description write the, umber from the_
chart that you feel best,degcribes.the employee.'s
situatim'and_the'counseling "action .you should take.
Some of'the,employees described-will,fall into more,
than one category an possibly call--for morethan one
course of actiod., In cases where you feel this is true4'.
you should indi;Cate all -the situationsiactionS'you feel
apply and give 4 ihort:written explanation.

(Answers follow the four4 question.)
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'
Japk Rolin; ;a00., 4,7, -is a Messenger. GS- 302 -2. JackS.

;I:zacto,:.:-. He has ,spent six years on his
present.: job. that h4. Nzas a cook in the Army
fOr 20- ,:years . "Jack::4.' not;-per":4Ormiriq satisfactorily.
He make4..,too many- ex ors andyis'..not :Meeting deadlines;.
Part of Back's problem 4s ..414t goorly and has

. trouble ur!destarig-in4'.'f.ngtrilticips-; part .s due to his
attitude : JacTs-Avs hejs-,-:beirts -paid, ;he
shOuldn't be extc,ct*1 t,0

k 1" "
. . : s .

5. 711 the''qtfar*.t,,?
;-

..- ...

, .. .2..

5..- 712 qacYc2s attitude problem .veguies.s01;pd two--Vay,. , ,-,,:
ccatunuhica4on,. .:. He ;11:a .to be impressed . with the: r ;

:fact: that,-a:.1ow ;grade i--.419. ,j.14;t:if30i-tiOn for C , . ' .

poor.' performance;. ; Ydu ,:: bn '.h6 .:(5.1:Ver lia'rid-; giust :.
,41,

'find , out :the re aso .fortb. PQdr. aitit*le,..- ,' :-
''.% What do: yOu,- think s --at- the "root ofof'- Jack's' s

... .

' '- attitude; Prp):51.em . .

,
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5.12 Georgette Jay is a GS-301r3 Data Transcriber. She:is
a high school graduate and has finished one year of

-"-business college. She's - ,been in here;preserit job about
a year and a half. :Before Coming to IRS-she worked
fo.r. six years as an accounting clerk in laivate
industry. Georgette really doesn't like being a Data
Transcriber, and she illakes sure that everyone else in
the section knows She says She ,took the job
"Because it was the, only thing open; not by choice."
Georgette's poor attitude is matched by her
unacceptable productiOn rate. All in all she's your

-,perennial "problem child."

Her records from the previouS job in private industry
indicate just the opposite. There she was one of the
firm's better accounting clerks. Georgette says she'd
probably still-be working there if the company hadn't
cloged the local office.

Georgette tells you that she'd really like to do
something along the lines of her old accounting clerk
job again. You check the Careers Handbook and consult
with Personnel.. Georgette's experience qualifies lAr.
for'a GS-520 Accounts Maintenance Clerk job, and there
will be a vacancy opening up in your locality in the
next quarter.

4

70,

1-.1
(O

1

:4.



5.73 Sarah Wren is a Tax Examiner W592-. Sarab, has a

high schoblidiploma and six Years experienc4-inher
present job: She never worked before coming to IRS.

For-the last several years Sarah has been in the
ExaminatiOn Branch where the highe's grade is GS-5.

Herwork is satisfactory. She has been'on the highly

.
qualified -list for several Tax Examiner vacancies
outsde her branch, where the grade potential is GS -7,

boat has never made the best qualified list. She lias

come toyou for Upward Mobility counseling. Together

you have considered Computer Operator (with potential
tp GS-9); Personnel Specialist (with potential to
GS-11), and Management Analyst (with potential to

GS-11). She has rejected all three of these choices.

The Computer pperator jOtrinvolves rotating shifts,
and her family situation prevents her from taking that

kind of job. In order to transfer over for the
Personnel Specialist job, Sarah would have to tike a

downgrade. She says she an't afford it. The
Management Analyst job looked like a good career goal,
but Sarah felt that she would have troulto,10 writing up

reports and making oral presentations to management.
Finally, you both decide that her present career field

.
probably offers the best prospects for her.
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5.74 Joe Dove, age 24, is aGS-305-3 Mail Clerk in your
section'. 'He has a high school diploma, and he's been
in his present job about a year. Before coming to
work at IRS, Joe was a'truck mechanic in the Army.
Joe's conscientious, ambitious,eand he's.ready to move
onto more technically challenging work. After going
through the analysis phase of the counseling process,
you'and Joe agree that he should aim for a job as a
.Tax Auditor. He doesn't meet the entry level
'qualifications as a Tax Auditor, but he is qualified
to be an Audit Accounting Aide. If he worked'a year
or two in this bridge position, he could then move
into the Tax Auditor job. You check the Projected
Vacapcy Charts. IRS anticipates four Audit Accounting
Aide vacancies will open up in your area this spring.
Two of these have been designated as interim positions
,leading to the Tax Auditor job.
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5.75 Mary Crow comes In to see you. She's one of your
Clerk Typists. She's all fired up about the program
and full ,of questions. You see from her survey that
she had been in college for two years before coming to
IRS. When you question her, she says she quit bebause
school really didn't interest her-., 'You discuss one or
two other possibilities, but Mdry really feels she'
be happiest continuing with her secretarial work.
Last fall she took an evening course in shorthand at
the local junior college and got her Civil Service
Certificate. She wants to know how she can get a
GS-5.

4

.1
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r. ti

AnswersrT-,-.

5.,1 --
; .

s,

5.711 5.4' . , .- :'' ,

A

Y
,5.712 lqe're.not expetting Yam td become 'a ,

.. .

'psychbanalyst, In:this the problem
..

is' pretty apparent: 'if ,a Messengel- can''t read, -de
. he canl.do his job, well. .If fie caq't do"his'

''jdb well; it's easiet tocpnvince'hiMpelf that
,.it doesn.!_t_matte'r.anywali than it is to,admitta'
:"himself that he!s.not perftmming 'well-,-. If he

. consequently.doe'snit care, hi's- perfatmance.gets
, .

even worse. It's a viciauscircle...,The.first
,step 1,,s to try to bring his'present performaxice

. , lup.to,au acceptable level. You thauld check.
!with your'TrainingOfficer to'seejust 'how myldh
remedial reading Jack.-needs, and14hat training
IRS can make- available to him.,,,

5.72 :Qeorqette falls into, sittiation 5.3., If her pieient
workis unacceptable you can't give her a good.
performancerating. Without a gapd petfarMance rating
she will never be able to- compete for an AcCoUnting
Cleric job even if she is. qualified. She has :got td
bring her preseht perforMance uk) to par. 'Once,sho's
done thatyther situation will be more ngarly"that of
5.1.

.

5.7'3
,

Sarah typifies's ituatidn,5.-5. *ith Fier faMily'
'situation,and het unwillingnesS,to"take a downgrade,
her career ,options are limited. She feels shevould
have a problem writing formal reportsand making oral
presentations .. These.things.can be learned.', You
could probably contact;l/aur Training bfficer for,r;
informAtion on wriing-cciiirses anatry.t6 suggest some

--kind of social adtivity or Work-related activity that
Sarah could participate' in" to get practice speaking to
smalI,and large groups, HoWever, if she. is .:not
wi/linqtO'do thiSe_Management Anaki,St.is,nat a viable-

,o11. should 'try to imprOve.her present .

performance and pr:ePar'e h'er for adVancement'in her
presenejob:iasa Tax ExaT4ner .
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5.74 Joe really alls into several categories, and the'
'°--adtion you should take is a combination of all of
them.

-First,. Joe clearly fits'situation 5.2. He'is aiming
for, but not presently qualified for a career goal,
Tax.Auditor, which ip outside his present career
field, Mail Clerk. The antiOipatdd Audit Accounting
Aide positions alter his particulatcase though,.
Accounting' Aide isda bridge position, which-leads
directly toirthe career goal. The entry leve3e4-
qualifications are minimal, and Joe is presently
qualified for an Aide position. In this sense *lenvo..
his situation is really closer to 5.1. He shotld
comPetd for either of the two regular Accounting Aide
jobs when the anticipated vacancies 'open up. Joe has
other options, also. He meets all the tests for
situation 5.6. He would'be a prime candidate for the'
special training for either of the two remaining
Accounting Aide jobs whiCh have been designated as
Upward Mobility Target Positions: He should also
compete for this program.

If Joe is not selected for a regular Accoun g Aide'

opening, or for a target - position, he will ice again

be in situation 5.2. The competition fot-t Tax
Auditor job itself will most likely be muchjtEeater
than for the Aide position. Realistically th:ffh, if
Joe is repeatedly not selected for the bridge
position, you should advise him.to revise hiS career
goal.

5.75 Mary is an under - utilized' employee (5.1). You should

/ check to see what secretarial jobs at GS-5, e:g.
Clerk-Stenographer will be opening up and encourage
her to apply for the next vacancy.
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6. GOOD COUNSELING.

7

This booklet was designed to be used on the job.: You
should have it-with you during the counseling sessiop. If
you,feel'that you might'have forgotten to consider some
important factor that should be input into the final
decision-making proce-s*, open this booklet and take a few
moments to review. If yotkire unsure or uneasy, your
employee will be Unsure or uneasy also. Is better to have
him or her wait a moment while you check to make sure you
have diictssed all the importapt factors, than4it is"to
stumble along uncertainly.

The flow chart of the Counseling Process, a worksheet
like the one you used to compare the TSR and Revenue Agent
jobs in Problem V, and the table of Employee
Situations/Counseling Actions are reprinted at the very end
of this package. Tear them out and keep them in.front of
you durihg the session. They will help you keep the process
in mind. The Employee Situations/Counseling Actions table
can be especially helpful. Even though your employees will
not fit exactly into these six categories, the chart should
give you general guidance and a place to start from when
deciding what overall action to take.

Throughout the problems in this booklet, you have been
working with the Sample Careers .Handbook. Your Region,
District, or Service Center may 'already have a handbook of

111this kind. If not, they will be adopting one very much like
it in 'the future. Your Upward Mobility Coordinator will be
the prime source of these resource. materials. You should
also work with your Personnel and Training Officers.
Consult them if you have, any questions.

Counseling is one of those complex hudan interactions
that's hard to pin down. Trying. to tell someone how to be a
"good counselor" in a-short course like this is something
like trying to tell him or her how to be a "good person."
Most of us are pretty sure we know what a "good person" is,
but none of up has 'yet been able to come up with a concise,
straightforward definition that,everyone else agrees with.
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In'this course we've taken a different approach. We've*
tried to point out the sources of informatiop that will be
available to you, toclearly state the questions you should
ask both yourself and the employee, and to define the
factors you should consider when you are helpings an employee
make, the final decision on a bareer goal. It's/ hard to
predict whether or not you'll be a "good counselor:"
However, if you and the employee consider all or most of the
points we've discussed before making your final decision,
you'will be doing good counseling.
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SAMPLE CAREERS HANDBOOK

..,

1

v Your Upward Mobility Coordinator will supply you with
information similar to that contained in this sample hand-
book. Your Region, District, or Service Center may already '

be using a handbook of this kind. This sample was adapted
_from a handbook developed by,the Southwest Region.
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SECRETARY (STENOGRAPHY) GS-318-4/6
1

Duties:

Secretary GS-318

Serves as personal assistant to an individUal by performing a variety

of clerical and administrative duties which are auxiliary to the work

of the supervisor.

Experience:

GRADE YEARS GENERAL EXPERIENCE' YEARS SPECIALIZED EXPERIENCE

GS -4 2 0

GS-5 21/2

Ge4 1

. .

General ExperienCe is experience tiltyping, stenographic, or clerical work
'which demonstrated possession of ability to perform secretarial work above

the trainee level.

Specialized'Experienm is experience in secretarial work hiCh has involved
responsibility fJr1serving as ;he prificipal personal offi e assistant to a

--designated supervisor and which has included participatio in the work of

the supervisor. ,

Substitutions:

(1). All of the experience requirements for the GS-5 level may be met by
completion of four acadamizyears of education in'a resident college.

R

1

. :

(2) All of the experience requirements for they 0-4.1evel may be met by
completion of two academic years of'education.above the high school

level.

r
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CLERK-TYPIST GS-322-2/3

Duties:

Clerk- Typist GS -322 .

Perform typing work either solely or in combination with clerical
work. Clerical duties consist of a variety of nonspecialized
taskssuch asanswering telephone, filing, opening anddistribut-
ing mail, and similar general duties.

Experience: In addition to proficiency in typing, applicants mpstihave:

GRADE EXPERIENCE

GS-2 (a) Sucessfully completed a 4-year high schbol'course; OR

(b) Have had six months of typing experience..

GS-3 *(a) Successfully completed one academic year of substantially
full -time study in .a resident school above high. school ,

level; OR

(b) Have had one year of typing experience.

Written Test: Pass a typing, examination of 40 words per mehte.

CCUPUTER OltERATOR GS-332-4/7

Duties:

sv

Operates the control consol) of d digital computer syEtem, together
with operation of peripheral equipment. Operating thc computer
entails readying the equipment for operatiOn, monitoemg and controll-
ing operations during machine processing,and taking vrompt action in
response to programmed instructions, machine failures, or unscheduled
halts.

Experience:

GRADE YEARS GENERAL EXPERIENCE YEARS SPECIAL:ZED EXPERIENCE

GS-4 3
1 GS-5 2 1

GS-6 2 2

GS-7 2 3

4
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4

c-
General Experience is experience in the operation of electric accounting

SO,

business machines and other machines such as card verifier,rifier, and

the like..

Specialized Exprience is experience in the operation of a computer system

or peripheral devices used in support of computer operations. This experi-

ence must show that the applicant has gained the necessary skills-to diag-

nose and correct program defects, data errors, or equipment failures.

Quality of Experience:

For positions at Grade GS-5, except for those who qualifY on the basis of

education alone, at-least 6 months of the required specialized experience

must have been comparable in difficulty and resionsibility to the

level in the sam or related work (e.g::, Computer Aid or Technician).

For positions at G ade GS-6, at least 1 year-of the required spe^eialized :

experience must have been comparable in difficulty and responsibility to

the next lover grade in the Federal Service-or 2 years comparable 'to the

second lower grade in the FederalService.

Substitution of Education or Training:

General*Experience
, .

.(1) Study successfully completed in a school- above the high school Level

may be subltituted for general experience on the basis ofl.year of .

study for 1 year'of experience.

(2) Completion ()fan 800 or.mtre hour Cothputer Training Course which

included at least 300 hours of."hands on" training may be substituted

for 2 years of general experience. Computer training courses that

included less than 300 .hours of "hands on" training will be substi-

tuted for general experience on a month-for-month basis up fo-a-total

of 1 year of expefience. 1

Specialized Experience

(15 Study successfully completed in aschoof above the high school level'

may be substitute4.for specialized experience on the basis of 1 year

of study for'6 mor :ths specialized experience (up to a maximum of I

year) provided the study included at least 12 semester hours In any

one or,a combination of the follbwing: matheMatics, statistics',.data

processing, business administration, accountiAor other pertinent or

related field. t

(2) One year of experiapce in the operation of electric accounting machines

may be,substittOee for 1 year, of specialized-ex:lerience. .lhis experi-

' ence must'have provided a good overall knowledge of the data process-

ing system and the re.lationship of the machine opexiated to the system.

87
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my eqUivalent combihation of experience, e4pcation, and training is ,

apcepttable4-.;---

---Lateral Reassignment to. GS -5 Positions:

The 'requiiement.fbr specialized experience may be -waived when employees
are selected based on evidence that they have the aptitude necessary-
to progre'Ss.in this flield of work.

0
,

Duties:

COMPUTER AID GS 1335 -5

.

#

Provides support work to computer operators to insure smooth opera-
tion of systems-for pioducing work by use of the digital computerse

,

Responsibilities entail use of general_knawledge'of.steps requited
to make computer programs or systems operational. lypically, incum-
bents are responsible for assembling appropriate tapes forcPrograms .

or program segments; assign -external labels to tape reels; file tapes
'insuring that updated, current tapes are prqperly distinguishedfrom
those retained for-histdrical purposes? and mainaining control cards,
program and tape lists.

Experience: 4,

GRADE YEARS GENERAL M.PERIENCE YEARS SPECIALIZE6 EXPERIENCE

GS -5 ' 2 1

General Experience is general office experience which gives evidence of
the individual's ability bb enter and progress in this type of work. ,

,Generaloxperience may be clerical in nature or may invole he operation,
of office business machines (except reproducing equipment';.

6
,

Specialized Experience is experience in computer or computer related
activities which requires the nse of a good general knowledg of computer
operations, procedured, and data flow. ,

#The following IRS--AUSC jobs are considered as specialitel erience for
Computer Aid: Control Clerk, GS-301-4; Tax Examiner, GS-592 (except
Examination Branch); and Key Punch 'Operator, GS-356,4.'

Quality of Experience

For positions at Grade GS -5, at least 6 months of the requi ed specialized
experience must have beenCamparable in difficulty and respe sibility to GS-4.
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'SubstitUti

4,

General Experience

(1) Study successfully completed in a school above the high school level

may be substituted for general experience on the basis of 1 year of

study for 1 year of experience.

(2) Completion of an 800 or more hour computer training course (including

programming) which included "hands on" access to computer equipment

for the purpose of testing and debugging the programs prepared may
<

be substituted for 2 years of general experience.

Specialized Experience

(1) Study successfully completed in a school above the high school level

may be substituted for specialized experience on the basis of 1 iyear

of study for 6 months specialized experiepce (up to a maicithum of 1

year) provided the study included at, least 12 semester hours in any

oneor e combination of the follpwingt colnputer thathemattps, basic

and advanced computer prograthming, data processing? accounting,

business administration, statistics, or other pertinent Or related

fields.

Any eqqivalent cdinbination of experience, education, and training is

acceptable.

OFFICE MACHINE OPERATOR GS-3504/4

Duties:

PersonS employed in these positions have,as their primary responsi-.

'' bility the operation oE'one or more ofthe,following. machines:

Cheshire labeling, Phillipsburg and Pitney Bowes inserters, Moore

burst i g, Challenge cutting, Moore five-part separator, Bunn tying,

Kalvar multi-mode reproducer, Dexter and Pitney Bowes folding, and

Bell a d'HaWell Reader. ,.
, i

Experience ',

%.,

,

GS-1: No experience, training, or education it required. No written or

performance test required.
':-.., '.

GS -2: ,,Applicants may qualify in'either of the following ways:

6 months of any kind of clefical or other experience in which the

applidant demOnstrated mechanical aptitude and potential ability

to operate the machines listed under Duties; or graduation from

high school.

0
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AUDIT ACCOUNTING AIDE GS-501-3/5"

ASHIsts agents In the conduct of examinations by performing a variety
of semi-technical duties. These duties are directly'related to the
examination of returns and involve preparation of schedules, exhibits,
searching records and other duties designated by the examining officer
from who the Aide receives general guidance.

The Audit Aide poSition functions as rcareer bridge tolhigher level
positions in Audit. In this regard:

"
1. Audit Aides who.meet the Ormal qualifica'tioni'paY,be considered

for Tax Auditor pOsitions,.if such are available. 'Consideration
will given only to those Audit Aides clearly demonstrating the

rnpotenti 1 to perform at the joueyman level of the Tax Anditori-
,

position Applilcants must demonstrate to an inteririew< panel that
. they possess the qualities necessary to meet and deal with tax,
payers and their r4resentatives as a GS-7 Tax Auditor. It wi 1,

taft,not be nece sary for an Audit Aide to take a written test to
qualify for non-competitive selection as a Tax Auditor.

2. In some instances, Audit Aides may q4a/ify for entrance into the
Revenue Agent occupation at the GS-5 vet. In order to qualify
for consideraXion as a GS- 512 -5, AuditAides must meet the account-
ing requir ment, must qualify onNthe basis of written Teat No. 309,
must have t least six months experience at the GS- 57level and
must have upervisory certification that they 'have the ability,
interest a d personality to Oerform successfully the work-of a
profession 1. accounting position.

Movement intoosu'
occupation are n
quatifications,

ualification

.4

h positions or promotions within the Accounting Aide'
t guaranteed, but sye contingent on meetLng formal,
nd aq/avalabilitjeof workload.

i..

Grade Level Guidelines:

.44

Applicant' may be'appointed atGS-3 only under a Spicial authority'
such as th Veterans Readjustment Authority (VRA). Candidates who
meet CiviA. Service requirement for a VRA appointment should be
.considered on the basis -Of a review of their military service
background information(to determine verbal and ari:hmetic
reasoning abilities) and Oilthe basis'of a panel in-..erview to
determine verbal ability, interest, poise and ability.

CS-4 'is the entryjevel. (VRA appointments may also be, made at this
level', if candidates meet basic job qualifications.,

1. For competitive selection (i.e., selection of candidates from
outside LRS)f the Junior Federal Assistant Examination,is to be
used. Candidates meet the following requirements:

(aop of the JFA register.



4

(b)Knowledge'of bookkeeping or business practices gained

through study dr experience'(request selective -certifica-

tion of JFedligibles.with this,qualification).

(c) Demonstration, at an Oral panel interview, that they

possess the verbal and analytidal ability for successful

performance in the job.

2. Candidates from within IRS may be selected non-competitively On .,

the basisof the following criteria: ,

.
,

(A) Education and experience indicating ability to learn and"

apply=detailedAprocedures. ' . ,

,

.
. ,

,
..,

.

(b) Satisfactory performance evaluations by supervisors.

All(C) Certification by supervisory official, that candidate
has ability, interest and personality todo the job.

.

(d) Results of Written Test 710.

(e) Oral panel interview to determine, verbal and analytical

ability, interest', poise and potential or interest. to

progress into a professional position.

3. Audit Aides vitici perform successfully at GS -4 for one year will be

eligible for promotion to GS-5. Those who do not slow potential

for performance at the GS-5 level and do npt show that-further

training will develop this potential will be sepaibted or reas-

signed as appropriate.

-GS-5 is the primary,working-level.

-91
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INTERNAL REVENUE AGENT GS-512-5/13

Note:

4 Xint

Previously, comOtetibnof RS accounting courses we e necessary ,

to meet eligibility requiremehts,gor specific positi s such as Tax
Auditot, InteNnal Revenue Agent, and Special Agent. Pr sently, only -

three IRS accounting courses are necessary. If the five courses have
been completed, you are eligible. However, for those who have not,
the-three new courses meet the qualification requirements.

e
Duties: 7

r ' ', ' '.'t ,

Inteinal Revenue Agents are concerned with accduntifig investigations
of corporations, partnerships, fiduciaries, other businessenter-
pasei, and individual to deterMine Federal income taxliability.
.. .,

,Basic ReOireeenEs: 1.
e

v

# N ,4' I ...
At the GS-5 entrance level the f011owing qualifications are xequire0:

a. College with a major in accounting,.hr 4:, ...,--.....,,
4. Three'yeareof professional accounting and'auditinvexptrience,,or
c. Successful completion of'.the 3 IRS correspondence codiSeS,in

accounting. .

.

.

d. Six months experience at GS-5 or higher in a position, requiring
interpretation.and'application of the IRS Code

e. Satisfactory Supervisory recommendation
.

One year of satibfactory qualifying experience at Grades Gs-5, 7 and 9,
is the minimum requirement for promotion to grade GS-11 which is the
full performance level.

Written Test: Pass an accounting test unless qualified
pnthe basis of '

1-41education.

Interview: Applicant's possession of therequiredyersonal'qualifica-
tions necessary for successful on-the-job performance, such as appearance,
bearing and manner, and ability in oral expression is.determ4ned in the
interview.

Alternative Requirements for Tax Auditors GS-526-9

Tax Auditor experience may be accepted as qualifying ior gra e.GS-9
Internal Revenue Agent positions when all the following conditions are
met: ..

J

1. ,Employee meets the basic qualification requirements for all'
Internal.Revenue Agent positions at grade GS-5 (4 years of''
college which included or was,supplemented by 24 hours of
accounting and auditing subjects, or first three IRS courses
in accounting,Au 3 years of acceptable experience) and when
necessary has passed written test in accounting subjects: and

92 J1
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24The employee has had 2 years of quasi-professional technician

3. The employee has clearly demOnstrated he has the necessary background

to perform salisfactorily the duties of the Professional position toi

be filled; and

4. A certification has 'been made by an' Internal Revenue Agent 'who is

supervising the Tax-Technician's work directly or indirectly that

he has the 4bilities,interdst, and capabilities, to perform suc-

cessfully the work of 'an'Internal Revenue Agent position.

Ile

Lies:

0

f j
ACCOUNTING TECHNICIAN GS-545-4/6

(Regional Office and Service Center)

Accounting Technician GS-525

Requires a basic understanding of able entry accrual accounting

techniques and procedures in performing,the maintenance and veri-

fication of accounts and the compilation of accounting data within

a prescribed double entry accounting system.
p 0

Functions typically performed include classifying accounting trans-

actions; maintaining and reconciling accounts; closing accounts and

preparing reports and statements; analyzing accounting data; and

examining accounts.

Experience:

GRADE YEARS CENTRAL EXPERIENCE

GS-4 2

GS-5,

GS-6 2

1

YEARS SPECIALIZED EXPERIENCE

General Experience is clerical work which has demonstrated arithmutic

aptitude and ability, accuracy and attOntion to detail,'.and the ability

to apply establishedprocedures for recording and compiling data. Suth

w%rk may have involved,

(a) maintaining various types of-recotds requir2 g accuracy in select -

ing, posting, and consolidating pertinent da a;.

0) coding, compiling,,orl,veiifying statistical data;,
.

93 I
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(c) making arithmetic computations, applying formulae or conversion
tables, etc.,

(d) screening various types of documents to verify the accuracy of
codes, amounts, or similar data in numeric form against related
documents or guides;

(e) operating various calculating or posting machines provided this
work Inauded responsibility___for verifying accuracy; or

(f) simila or uttbich_demonstrated _tht_relevant abilities

Specialized Experience is work which kequired the candidate to acquire
and apply a knowledge of establhch double entry accounting procedures
and techniques in the performance such functions as --

(a) analyzing and class] or recording transactions;

(b) balancing, reconcil 'adjusting, or examining accounts;

(c) developing or veri
and schedules; or

(d) performing prescrf analyses of accounting data.

The directly related

For positions at gradqp-6, at least 6 months of the'rpecialized
experience must be dire tly related.

Directly related speclkized experience is defined as experience gained
in the same specialize ,area of accounting technician work as the
position for which application is mane.,,

g accounting data for reports, statements,

ence requirements are:

Quality of Experience:
-,:\

At least one year of experience mu
comparable to the next lowek grad

t,

Substitution of Education: V

General Experience s

(1) Study successfully couple
junior college Play be sub
of one-half academic year
vided it included at lease

.have been at a level of difficulty'
n the Federal Service.

in a resident college, university, or
jtuted for general experience on the basis
tstudy for 6 months of experience pro-
semester hours per year the fields

of bookkeeping or accounting.,
/

94,
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(2) Study successfully completed in a.resident business or commercial

school or other comparable institution above the high school level

may be substituted for general experience on the basis of.one-half

academic year of study for 6 months of experience provided such

study included accounting or bookkeeping as well as other subjects

such as business English, officerhachipes, filing and indexing,

office practices or business mathematics.. No'credit will be allowed -

for training which has been obtained only or primarily in the basic

skills of shorthand or typing or .refresher courses.

Specialized Experience_

(1) Study of the nature described in (1) and (2) above may be substituted

for the first year of specialized experience on the basis of 1 academic

year of study for 6 months of specialized experience.

Substitution for Specialized Experience:

Responsible work in closely related occupations which has demonstrated

potential for advancement and aptitude for accounting technician work

may be substituted for a maximum of. year of specialized experience.

Experience in.related work (e.g., accounting clerical, payroll voucher

examining, cash accounting, budget, cost estimating, work measurement,

etc.) may be credited provided it involved--

(a) demonstrated analytical ability in interpreting and applying a

body of regulations and proGedures under varying conditions;

(b) substantial respcnsibilities for Verifying the accuracy and

completeness of data in source and supporting documents or

reportg and for, tracing and correcting discrepancies; and

(c) reconciling records tpaintaindd with related accounting data or

performing ptescribed analyses of the records maintained (e.g. to

reflect trends, fund status, actual vs. standard hours).
o

Work in related'areas which does not fully meet the above conditions.is

creditable'as general experience only

TAX AUDITOR GS-526-5/9

Duties:
.

A Tax Auditor examine3 tax liability issues arising from assigned

cases, reaches final decisions on tax liability and explains to

taxpayers the basis for adjustments, secures agreements to final

decisions or fully advises taxpayers of all appeal rights in cases

4 r of non - agreement. The ability to apply Internal Revenue Codes and

related regulations to a variety of tax questipns is necessary.
7

95-
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Basic Requirem'ents:-

At the GS-5 entrance level, the following qualifications are required:

(a) Three years of general business experience that provides a good
knowledge of business methods, legal, banking and accounting
experience, or

.(b) Successful completion of the 3 IRS correspondence courses in/ accounting.

One yearof-satisfactory qualif 'ng experience at grades 07-3-ifid GS-7is the minimum requirement for romotion to GS-7 and GS-9 respectively.In addition, grade GS-9 requires accounting knowledge equivalent to sixsemester hours of college elementary accounting. The IRS correspondence
course in basic accounting meets this requirement.

The following types of experience which might be gained in the Internal
Revenue Service will be accepted in meeting non- competitive standards
for Tax Technician positions at the entrance or developmental level:

(a) Experience in a position in which the applic
to apply a knowledge of the Internal Revenue
regulations and procedures to a variety of t
as positions in office collection work or in
assistance and information (in person or by c
the general public.

nt was required
Code and related
questions, such

urnishing ,taxpayer

esponden6e) to

(b) Experience in making adjustments on tax"returns providing
adjustments of an "Audit nature" {e.g. those wh ch involved
exemptions for dependents, head of household sta s, surviv-
ing spouse computation, etc.) were made on a re: lar basis.

(c) Experience which has required the interpretation .nd applica-
tion of the Internal Revenue Code and related regulations in
determining correct: tax liability or for other pu oses.

.

Specialized Experience:

-Experience in the office audit of various types of tax returns to deter-
mine tax liability of individual taxpayers, businesses, or corporations
which required the application of pertinent parts of the Internal Revenue
Code and related regulations and procedures (but which did not require
a full professional knowledge of accounting) when it has demonstrated,
ability (1) to conduct analytical examinations, (2) to.make imaginative
use of in-office fact-finding techniques, and (3) to develop effective
public contact skills.

-Experience in determining, redetermining, or advising on liability for
Federal taxes, which required the application and kno4ledge of profes-
sional accounting practices and principles.

81i
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-Experience in program evaluation or ilternal audit, or administrative

,or management experience directly elated to theNassessment and collec-

tion of Federal taxes (other than alcohol and tobaCco

"-----

gations of alleged criminalkYiolations
ing recommendations with respect to

ssertion of civil penalties.

-Experience in conducting invest
of Federal tax statutes and ma
"criminal prosecution and the

-Emi-ii.r -4ence i n c.aller..ting

and tobacco), canvassing

l'rr"

quent returns requiring t
specialized business pra
procedures and precedent
and methods.

uent Federai-taxes (other-thanalcoHol

f r unreported taxes due; and securippel3 n-
e-;n0p/itatton-and knowledge of (1) general or

ices, (2) internal revenue laws, regulations,

and, as required, (3) investigative techniques

-Any combination of the above types of experience.

Substitution of Education:
- .

Successful completion of a course of study in a resident school above

the high school level {ray be substituted on the basis of one academic

year of education fo nine months of experience up to a maxinum of 3

years of the require, experience.

Written Test:

Initial entry into
written test is re

Interview:

Applicant's
for success
manner, and abili

ax Auditor positions at the GS-5 and GS-7 levels; a

ired.

posses ion of the required personal qualifications necessary

ful on the-job performance, such asLappearance, bearing and

y in oral expression is detemined in an interview.

TAX EXAMINER GS- 592 -2/7 '(Service Center)

Duties:

Taxt5caminer. GS-592
2

,

These are positions that require a knowledge, of the processing of all

types' of tax returns; the accounting for tax Payments; the collection

of taxes due; and, in general,:the Internal Revenue laws, rules, and

procedures surrounding tax reporting and accounting transactions that

do not involve professional, legal, or accounting determinations.

I
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In the Service Center these positions include entering individual tax-
data into the ADP processing systdm and, on occasion, extracting informa-
tion fram this system for specific purposes.

- Experience:,

GRADE YEARS GENERAL EXPERIENCE YEARS SPECIALIZED EXPERIENCE TOTAL
-

GS-2, 0
1/2

GS -3 1

GS-4 I 1 2

GS -5 1 2 3

GS -6 1 21/2 31/2

GS-7 1 4

General Experience is any kind of clerical or office work in which the
applicant has demonstrated the ability to perform satisfactorily.

Specialized Experience is experience of the following types:

1. Preparing data for processing in an automatic data processing system or
determining the cause of and resolving routine errors disclosed by such
a system.

2. Bookkeeping, auditing, or accoutning work or related support work which
has provided knowledge in one of these fields, e.g., accounting clerical
work.

3: Investigating work which required a working knowledge of bookkeeping
or accounting, and which required the preparation or raview of written
reports.

4. Legal, quasi-legal, or clerical claims examining or adjudication work
which required a knowledge of laws, regulations, precedents, or business
practices based thereon.

5. Work that provided a familiarity with the Internal Revenue Code, laws,
and regulations, e.g., tax examining work in. the district office collet-

, pion activity.

'16. Work that provided a familiarity with the methods, practices, procedures,
and forms involved in service center data protessing operations of the
Internal Revenue. Service, e.g., service center key punch operator Dr
other service center clerical support work.

101
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Substitution of Education and Training,:

Applicants may substitute education and training for required experince

as follows:

I, Graduation from high school may be substituted for six months of

general experience.

S d successfully completed in a junior collegef-college, or university _

or in a busigiess or commerc a sc ool or o er comp "StitUtiu

above the high school level-may-be-substituted ler_one_yeax of general

experience and one year of specialized experience on the basis of

one-half academic year of study for six months of experience provided

such study included a major in such subjects as accounting and buiiness

law and was not primarily in the basic skills of shorthand, typing or

in refresher courses.

3. Successful completion of four years of study in a resident school above

the high school level may be substituted for three years of general

and specialized experience. (An academic year, of study consists of

at least 30 semester hours or 45 quarter hours.)

4. Successful completion of the Internal Revenue Service's three account-

ing courses may be substituted for all experience requirements through

grade GS-5 and for two years of requited experience for grade GS-6.

Partial credit will not be allowed for completion of less than the

three courses.

411 'Written test is required for grades GSx3 and GS-4.

Duties:

TAX EXANER GS-592-4/7 (Districts)

$71

**.A Ajr Icpc
These arepositions that require a knowledge of the processing of

all types of tax returns; the accounting for tax payments; the

collection of taxes dun; and, in general, the Internal Revenue

laws, rules, and procedures surrounding tax reporting and account-

ing transactions that do not involve professional, legal, or

accounting determinations.

In the district offices these, positions provide face-to-face

assistance to taxpayer:; and to the administration of the accounts \
-\-

of tag payments and indebtedness of taxpayers.

99
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TAXPAYER SERVICE REPRESENTATIVE GS-962-3/8

Duties:

Taxpayer Service, Representative GS=-962

The TSR interviews (in person or by phone) the taxpayer or his
representatives to determine their tax problems and advises'
th-erc---regraat-ribns and alternative courses of action
'they can take,_They may_help-taxpayers actua-ll-y-prepare -their

(

returns and may initiate adjustment actions on taxpayer's
accounts as' appropriate.

Experience:

GRADE YEARS GENERAL EXPERIENCE YEARS SPECIALIZED EXPERIENCE

GS-3 For trainees hired only for the filing season

GS-4 2 0

GS-5 3 0

GS-7 3 2

General Experience: Experience that demonstrates an aptitude
for meeting and dealing with the public and the ability to under-
stand and apply a body of rules and regulations to specific
cases.

Specialized Experienqe: Experience involving personal or tele-
phone contact which demonstrates an ability to explain complex
technical or regulatory i0formation to individuals at different
levels of understanding.4'

Substitutions:

(1) Two academic years of school above the high school level
meets the requirements for a GS-4 position.

(2) A four-year college degree meets the requirements for a GS-5
=position.

103
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SAMPLE PROJECTED VACANCY CHARTS

Your Upward Mobility Coordinator will supply you with
information similar to that contained in these charts. This

includes information,on the number, kind, and location of,
projected vacancies as well as a breakdown of the present
number of employee§ on board in each category.

The Statistics in this sample were-S
cally for the problems-4n-thi,s-coursp_ Tnformation for all

professions is not given, and the figures that do appear are
not intended to be representative of real turnover or antici-

pated vacancies. Use the information your Upward Mobility
Coordinator supplies you when you are counseling your employ-

ees.

r

-
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Sample Prdjected Vacancies Chart

4,ORGANIZATION g e.
k' (<' A>)

-. 'v

c,

TITLE AND SERIES e I/ 0___*,s._ . 0 ,
& 4

,,_ . e G4gS
0S' .C) c,

0 dv
4'''' d`J/ .<';- 4v

Allia'rimmorAIMIWalidral.ir

Personnel

Management
Personnel

Clerical

201 X X

203
Persoribel

Staffing 212
Position

Classification 221

X X

Labor Management and
Employee Relations.

230
Employee

Develo.ment 235
General Clerical and
Administration 301
Mail and
File
Cterk-

Stenographer 312

Stenographer or Typ-
ing Unit Supervising

313
Cierk-Dictating
nachine Transcriber

316

305

X

X X X

X

X X

X X X

X X
Secretary 318 X

Clerk-Typist 322
Digital Computer
Systems Administra-
tion 330
Computer Operation

332

X

X
X X

Computer
Specialist
Computer
Aid

Program
ManaasEpt
Administrative
Officer

Office Services

Management

334

335

1
12

2

21

340

341
X2

342
ag

*
Number of

Projected Vacancie

414

102

On Board.On Board.
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Sample Projected Vacancies Chart *

ORGANIZATION

TITLE AND SERIES

v%

61. 4'. ..`
c>. .<? c, .ct.'v, c,.s.

c...'''' i* ,s,4"of ,. .\s'z' ,\.)c'39
,c,

,t's- 9 v 'N.,

0 4.,c,

-Mana-pmeni.-

Analysis 343 43
-0

Management Clerical
& Assistance 344 X X X

Program
Analysis 345 X

Office Machine
Opeiating 350 X

Printing
Clerical 351

Operation 359

Forestry 460
General Accounting
Clerical & Adm. 501 X

Financial
management 505 X

Internal Revenue 2 /30," 12.'''6 /// 14/),s17 8 7
Agent 512 ,'15 r.'101 '115 .65 40 52 /80

Accts. Maintenance
Clerical 520 X , X X

Accounting
Technician 525 X

lax Uuditor) 10 ?p/-0
echnician 526 50 -42 32 44'

Cash

Processing 530 X

Voucher
nos,.

z.ltamul 540

Budget
AJministration 560

Tax ;'

..ccoundng 592 X X X X X X

Accounting Student

iraine4 599 X

'purse 610

General

-igineering 801 X

:ngineering
:eshalcian 802 X

Number of
Projected Vacancies}

103

_I Ur

X10,

X X

X

X

AV 25,7
26/251 /70 z

X

X
0 7 570

'741 '40

X

X

X

Number Now
On Board



Sample Projected Vacancies Chart*

ORGANIZATION

TITLE AND SERIES

I,

-
(.1

Architecture 808
Engineering
Drafting_

Petroleum
_Enginer
Industrial
Engineer

881

896

Law Clerk 904

Estate Tax
Examiner

Taxpayer Service
Representative 962
Office
Drafting

Public

-InEarmatinn
Writing and
Editing

I
Purchasing

Procurement

Internal Revenue
Officer 1169

Statician 1530

Printing
Management 1654
Criminal
investigating 1811
Tax Fraud
Investigalins.

General Supply
Supply Clerical,
Technician

2 001

and
2 005

*
Number of

Projected Vacancies

104

V101

10 't

Number Now
On Board
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Counseling hark ault-

Job A Job B

EatLy_Level Requirements (Skills,
Training, Experiencg,_etc.):

Additiomel_TraialimgLarExueLigve
Your EMPlovel_Ntlds toOuAUfy:

Lead Time:

ImilLyigyelRequireMents (Skills,
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i
p
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i
o
n
:

1
4
0
1
1
1
1
1
2
1
M
O
O
M
M

5
.
1

E
m
p
l
o
y
e
e
 
i
s
 
u
n
d
e
r
-
u
t
i
l
i
z
e
d
.

r 
a

Y
o
u
 
S
h
o
u
l
d
 
T
a
k
e
 
T
h
i
s
 
C
o
u
n
s
e
l
i
n
g

A
c
t
i
o
n
:

5
.
1

T
h
i
s
 
e
m
p
l
o
y
e
e
 
a
l
r
e
a
d
y
'
h
a
s
 
e
n
t
r
y
 
l
e
v
e
l
 
s
k
i
l
l
s
.

H
e
 
o
r
 
s
h
e
 
d
o
e
s
n
'
t

n
e
e
d
 
t
o
 
c
o
m
p
e
t
e
 
f
o
r
 
t
r
a
i
n
i
n
g
 
f
o
r

a
 
t
a
r
g
e
t
 
p
o
s
i
t
i
o
n
.

T
h
e
 
e
m
p
l
o
y
e
e

s
h
o
u
l
d
 
c
o
m
p
e
t
e
 
f
o
r
 
t
h
e
'
 
n
e
x
t
 
r
e
g
u
l
a
r
 
o
p
e
n
i
n
g
 
i
n
 
t
h
e

i
n
t
e
r
e
s
t
 
a
r
e
a
.

I
f
 
h
e
 
o
r
 
s
h
e
 
i
s
 
n
o
t
 
s
e
l
e
c
t
e
d
,
 
f
o
c
u
s
 
t
h
e
 
I
D
P

o
n
 
i
m
p
r
o
v
i
n
g
 
(
i
s
 
o
r

h
e
r
 
c
h
a
n
c
e
s
 
f
o
r
 
s
e
l
e
c
q
.
o
n
 
i
n
 
t
h
e
 
n
e
x
t
 
c
o
m
p
e
t
i
t
i
o
n

f
o
r
 
t
h
e
 
d
e
s
i
r
e
d

j
o
b
 
o
r
 
o
n
 
r
e
v
i
s
i
n
g
 
t
h
e
 
c
a
r
e
e
r
 
g
o
a
l
.

5
.
2

E
m
p
l
o
y
e
e
 
i
s
 
i
n
t
b
r
e
s
t
e
d
i
n
 
b
u
t
 
n
o
t

p
r
e
s
e
n
t
l
y
 
q
u
a
l
i
f
i
e
d
 
f
o
f
 
c
a
r
e
e
r
 
g
o
a
l

o
u
t
s
i
d
e
 
p
r
e
s
e
n
t
 
c
a
r
e
e
r
 
f
i
e
l
d
.

C
a
r
e
e
r
 
g
o
a
l
 
i
s
 
n
o
t
 
a
 
d
e
s
i
g
n
a
t
e
d

U
p
w
a
r
d
 
M
o
b
i
l
i
t
y
 
T
a
r
g
e
t
 
P
o
s
i
t
i
o
n
.
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2

T
h
i
s
 
e
m
p
l
o
y
e
e
 
i
s
 
e
l
i
g
i
b
l
e
 
f
o
r
 
a
n
y
 
r
e
g
u
l
a
r
 
t
r
a
i
n
i
n
g

p
r
o
g
r
a
m
s
,
 
e
.
g
.

p
e
a
-
S
t
u
d
y
 
L
a
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,
 
C
o
r
r
e
s
p
o
n
d
e
n
c
e
 
C
o
u
r
s
e
s
,
 
O
u
t
-
S
e
r
v
i
c
e

t
r
a
i
n
i
n
g
,

e
t
c
.
.
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o
u
 
c
a
n
 
a
l
s
o
 
a
r
r
a
n
g
e
 
d
e
v
e
l
o
p
m
e
n
t
a
l
 
O
J
T
 
a
s
s
i
g
n
m
e
n
t
s
 
i
f

y
o
u
,

a
s
 
a
 
m
a
n
a
g
e
r
,
 
f
e
e
l
 
i
t
 
c
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n
 
b
e
 
d
o
n
e
 
w
i
t
h
o
u
t
 
s
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r
i
o
u
s
l
y
 
i
n
t
e
r
r
u
p
t
i
n
g

y
o
u
r
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o
r
k
f
l
o
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p
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p
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r
f
o
r
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n
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c
c
e
p
t
a
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o
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m
o
r
e
 
t
e
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l
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o
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F
o
c
u
s
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h
e
 
I
D
P
 
o
n
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r
i
n
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i
n
g
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e
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m
p
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y
e
e
'
s
 
p
e
r
f
o
r
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n
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e
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n

t
h
e

p
r
e
s
e
n
t
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o
b
 
u
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f
u
l
l
y
 
a
c
c
e
p
t
a
b
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e
 
l
e
v
e
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t
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a
t
 
h
e
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r
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e
 
w
i
l
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a
b
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e
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c
o
m
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e
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n
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n
g
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i
s
h
,
 
e
t
c
.
 
s
o
 
t
h
a
t
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c
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g
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d
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s
k
i
l
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h
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h
e
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f
o
r
 
a
d
v
a
n
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e
m
e
n
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i
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u
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t
h
e
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a
d
v
a
n
c
e
m
e
n
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i
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t
h
e
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r
e
s
e
n
t
 
c
a
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4
e
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f
i
e
l
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i
s
 
p
o
s
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i
b
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E
m
p
l
o
y
e
e
 
h
a
s
 
p
o
t
e
n
t
i
a
l
 
f
o
r
 
a
 
c
a
r
e
e
r

o
u
t
s
i
d
e
 
p
r
e
s
e
n
t
 
c
a
r
e
e
r
 
f
i
e
l
d
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p
w
a
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i
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r
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m
p
l
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o
t
 
p
r
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n
t
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u
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r
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h
e
 
e
m
p
l
o
y
e
e
 
s
h
o
u
l
d
 
c
o
m
p
e
t
e
 
f
o
r
 
t
r
a
i
n
i
n
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o
r
 
t
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r
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e
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o
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c
t
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m
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y
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w
i
l
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r
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e
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a
l
l
 
t
h
e
 
t
r
a
i
n
i
n
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a
n
d

e
x
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e
r
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e
n
c
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h
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h
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e
e
d
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u
a
l
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h
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h
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s
u
c
c
e
s
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u
l
l
y

c
o
m
p
l
e
t
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a
l
l
 
t
h
i
s
 
t
r
a
i
n
i
n
g
,
 
t
h
e
 
e
m
p
l
o
y
e
e
 
w
i
l
l
 
m
o
v
e
 
i
n
t
o
 
t
h
e

t
a
r
g
e
t
 
p
o
s
i
t
i
o
n
.

I
f
 
t
h
e
 
e
m
p
l
o
y
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e
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s
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o
t
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c
t
e
d
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h
e
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u
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c
a
n
 
r
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i
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e
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e
 
c
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r
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r
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o
a
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r
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o
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I
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i
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n
c
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c
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e
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c
e
m
p
e
r

t
i
t
i
o
n
 
f
o
r
 
t
r
a
i
n
i
n
g
 
f
o
r
 
t
h
e
 
t
a
r
g
e
t
 
p
o
s
i
t
i
o
n
.

I
f
 
t
h
e
 
e
m
p
l
o
y
e
e
 
i
s

s
t
i
l
l
 
n
o
t
,
 
s
e
l
e
c
t
e
o
 
f
o
r
 
t
r
a
i
n
i
n
g
 
f
o
r
 
t
h
e
 
t
a
r
g
e
t
 
p
o
s
i
t
i
o
n
,
h
i
s

o
r

h
e
r
 
s
i
t
u
a
t
i
o
n
 
i
s
 
t
h
e
 
s
a
m
e
 
a
s
 
t
h
a
t
 
o
f
 
t
h
e
 
e
m
p
l
o
y
e
e
 
i
n
 
5
.
2

M
o.


