Organization:








Date:  _______________
Employee Name:

Supervisor Name:







From:  Human Resources Office

Annual Position Description Certification and Position Management Review









                        _______________   _______









                        Supervisor Signature       Date

1.  Technician Personnel Regulation (TPR) 511.4 requires all authorized position descriptions to be current and accurate.

2.  The supervisor should review the position description of each employee with him/her to verify that it adequately and accurately describes the major duties and responsibilities of the position and have the employee initial this form in the space provided.

3.  The supervisor is certifying with his signature that the position description is an accurate statement of the major duties and responsibilities of the position and its organizational relationships, and that the position is necessary to carry out government functions for which he/she is responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds.  False or misleading statements may constitute violations of such statutes or their implementing regulations.

4.  If major duties and responsibilities are inaccurate, recommended changes and revisions should be prepared by the supervisor and forwarded to HRO.

5.  After the review has been completed and appropriate initials and signatures have been obtained, the list should be maintained as a part of your supervisor records.  If you have questions, please call SFC Kelly R. Ables at (501) 212-4211 or DSN 962-4211.

Position Title                                                            PD#                    Occupational 



Employee

                                                                                                                      Code                  Grade           Step                 Initials

