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FROM COMMENT NO. 1 

• 

1. It io d1nctecl tb&t an AlBA Job IDc1ez and an A'fSA OccupsLtiolial 
Classification liam»i.l be establS.Lihed to ftlc:tl.i'tate p.larmiJ:kl o~ pereorr.nel ftQ.ulre
IBl!llllts 8114 th-, couduct of vari.ov.s pbuea ot pJ:NOrmel ~nt such u davelop .. 
Dmlt of tab* ot diatr!but:loa &n4 uslgmarant atMl placement ot penozmel.. 

2. 'lho AnA Job :tDde1: vU.l provide cae.ch cUftuel1t Job 1n AmA wlth a .job 
nwDber, a flmct1onal Job title, a~ of the ~o'b'a duties and. NSpODS1b:S.l1ties, 
a c1V111en 8ft\&le1 an e;uivalent mil1ta17 :rank, an AnA occup\'t:lODBl specialty 
clusiftcat:S.oa eDC1 the OZ'g8ni£8tiOllSl loc".ation or t.bat Job 111 the ANA strw:tun. 
'1tle AHA Job Ildelt vUl. CCIIDI!if!lt or e seneo at 3ob 1.ndGx cal'48 (1nclosu:re 1) each 
of vblch w.lll cODtaiD the above data fOl' one AP8A Job. 

3. Steff' D1vitd.one and Offtces are di:rected to propa:re Job :lndex cazda tor 
e.cb cUf'f&ftmt .1ob (both f:I.Ued and vacant) nq,ulnscl thzough Piacal Year 1953. 
Such cudB abaU be submt:ttecl to .AP'SA·OOi' by 2 Jo.11U.a\"'y 1952. Deto1led imltructions 
tor p.!'G',PIZ'iDS c1ob index cazrd8 !l.S'e contaiDed :I.D inclosure 2. 

4. AIBA...QC.lY ia d1ncted to p~ en APSA Occupat10Dal. Clue1f1cat1oa. 
E-tYlual. using 'the Ali'SA Job Index aa the buic nterence. 'lba ob.1ect1ve altaU. ba 
to dtm!l.a.p, 4iettine, deaezo:l.be and code APSA occupatipnal. epec'.alt1ea 1n a manual. 
which v111 ~:lvely :reflect AFM occupat10Dal zoequ1J'eJifents 8D1 stl'UCtuze. 
'fhe presell't oacup~.tiocal c:laas1t1cat1on systems ot tbe millte:'y sewicee do not 
a.cb1eve tb1a ob.1ect1ve. !hentore, the AFSA Occupaticma.l Clus1f1cat1~ Manual, 
once develOped, will s~ the ads~ occupational cleesiftcat:!.on systema 
and codes ot the m1l1~ sel'Vlcea. 

;. An ANA Conversion Scale fO'Jt' equating ll1lital7 amks to c1v1l.ieD. pde 
J.eve18 18 eotabl1mhe4 es in4.1..cated in incloa\11'8 3. !hie sc&l.e provides a unlf'om 
aetho4 f'OZ' c1etarllaf.Dii28Z I 
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SubJect: .iatabU.Gbmant r4 AlBA Job Index and APSA Job CcXIe 

, 
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•• App:opi"Sate ciril1an S1'84e aDc1 fJCJ.u:lvalent :ruk or mte fOI' tDCh Job 
1D tba ADA Job :tDda. 

b. BaDk8 or atee of Joba f.n ArSA tabla ot 41str1'bl.l'tillD. 

c. GeDeal. s~ ~ ot AJSA tor pei'IIODD81 plamrtna purpea. 

6. :tt 18 to be t.be estabU.ebed pol1oy of APSA, aa 1100D u the APSA Job 
Illdax te caaw1etcl4, to aaatsn ldl.it&l7 peNODDel. to a Job at ~t equivalent to 
or b1Sbezo tban tbeir IBDk 01' ate (\an4ezt tbe AlBA ConveJ'Siou Scale). 

1• Ill aa41tiGD to Ulla8 ~~tate! above, the AlBA Job IDrlax CIID be Wl8d 1119 tb!l 
1'l'8mavo!'k for cord~ ot other pbaeu ot ;penODDel. ~t. ..,_ e:mmple, 
tbe Job iDdax could flt.cU1tate the cJ.ev'el.oplimt of an AfSA Clll"e8r anepmwut Plan. 
A natemeut ot tile Dad l<Mtr IDl tb8 next upwal'd CAI"eU' lad4ar stops could be 
inalwJe4 OD tile back ~ GMh .1ob :l.llCiu cad. ~~ U & COZ'Ollaa"y to CU'eel' 
~t, apectfl.c tzoaiDlrJB ~ could be elltabliehe4 tozo each CU.ft81'8Dt ' 
Job ard a~plo)'&tt&l siva tho 4eftn1te op,po:rtUD!t;, to CJ.U&U~ for 11d:vancemant to 
hishar g&'IIM1e .1obs on tba AlBA Job p1"CCIDt1on la4clel'. 

8. Once 1DIItalle41 the value of the AlBA JOb IDdax M a ~t tool 
1a 41Netq ftlatecl 'to its accunc:y and cunana:v • 'lbe AFSA Job ID!lex viU be 

, ratntatnect by ABA-«11. Staff D1v1a1oas uc1 Oftices V1lliD1nta1n duplicate 
.1ob iD4aE c&'f48 fOI' .1oba in tbef.:r orsamzat1oa. 

9• llacb Staff Division an4 Offlce will keep ita Job 1DCla cuds UDder 
cOD'UDI.laU8 1'8V1w to UIIUI'e tbat they ft'flect accuatel)t dut1ee beinu peri'oz.d 
b;y p~ 8881QUC1 pei'IIODD81 or d.ut1a pl.fmned to be aard.GDS4 to authorized 
vaeant bill.eta ~ SJBC•• Jo'btl v1U be eUm1nate4 tzaa tbe S.Dlex vhen tbey ue 
1110 J.oDaer occ:upte4 01" are no loluer NCJ,Ul:recl f01" plaDD1J13 pul'pOH&. Nev .1ob 
1Drlex c:a.l'd8 v1U be prepiNd an4 aubmitted to A'ISA·orB tor incluaion in the 
1lJdez wba the f'ollov1ns cbaDgee iD Job atzoucture accur: 

a. AaalSI)IIlmt ot c:lv111an or Bd.lltarJ penormel to dutlea wbicb dU'tezo 
•teJ'lally fl"'m those cleacrtbed en an ~ eatabl.iabe4 .1ob 1Dd.a 
Cllld. 

b. Bstabl18bm&D'ti ot DW Joba vbich 41fter matel'l~ fztom tbaee de1Jc:r1beci 
on an alnei1y eatabliabad Job 1DC~ax CBI'd. IJ!Iia ~ neult tJ'CII 
cl1an(ga 1D opeatiou.l planning tbat nec•sitate aav JobG be1ac planned 
fol' au:thorized va.caut a,P&Ces. 

c. Cba;ouea ln c1v111aD Jobs NINl.t~ fl'om ~CD of Job claaPJiflcat1011 
&Uft818 or offlc:l.el. clu•1t1cat1on actiona b.Y A!'SA-15. 

3 Incla: 
1. JOb Ind8X CU4 
2. InatncUoas tor pNp&l'lng Job IDlex CU'Cla 
3. A'I8A Colrtel'ldon Scale 

~~~ 
Colonel, Sipal Corps 
Chief of Staff 
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DBmtm.'ImB I'OB PDPABDQ JOB DJB CABJ)B 

1. Staff D1v1as.ou and otf:l.cea v1ll prepare 3o'b 1Ddex c:arda for each 
diffeze.nt Job (both ftl.led anll vacaut) zoequincl th1'ou6h 1953 and submit 
ouch cuds to A'ISA-AYJI by 2l. Dec__. 1951. 

~ 

2. AD APSA .1ob is a ag.~e1ftc 61'0\W r4 mJor 4utlea aD4 naponatbilities 
praseni;J.¥ uaianecl .~ pl.almed to be 8881gna4 to· one o'l! &IIQJ'8 pen10118 1n a 
,PIU'ticul8r Staff Div1a1on fB 'biWlch ot an Otft.ce. An UDllal.ted lll.llltler ot 
llGftJOn& .,- occupy the 1118118 .1ob eo lolls as tbe1r duties. arxl :reapoaelbllltiea 
ue •aant1alq tbe .... 

3. IDU'Vid.ual .1ob iDc1ex ear48 VS.ll 'bO '.PJ"81181'8Cl tor the tollowlna .1ob 
catogo;.tea: 

a. ftlled Jobs DOW belrl,; :perf'cmuecl by e1vU1an uA/os- ad.l1tuy 
pe.rsormel, vblcb h&ft bean 4ellcribe4 and claa81t1e4 by the 
C1v1l1an PenoJmel Dzarlcb ~ APSA-15. 

b. fillel1 Jobs nov~ pel'fol'mad by c1vil1an arii/or mil1ta:l'Y 
pei'SOrmel wbicb. have not yet been otftc1a.Uy claaeif1e4 by 
APSA·l:i. 

c. Vaca't .1oba coverin.; propoeec1 dut1ee the Staft' D1 v1a1on or 
ottlce plane to aaa1~ to authol"ized vacant billets or apacea, 
once thea AN tilled. 

4. I~ cd.Vilian or mllita:ry pel"'iormel are ~ the same t1ob1 only 
one Job 1ndex CU'4 need. be pzap&l'lac1. Sim1laz'ly, :l.t a Job taUs into more tbao 
ODe of tbe above catet;or.laa1 ~ one Job 1~ C&\"d. vlll be prep~U'el. · 

5. A eepante Job index C8ld v.lll be .vrepared tor -.ch head of an 
ort,anizat1onal. aub-divlaion and 1'ol' eaab cl1at1netly CU.tfozrent J.avel ot wrk 
be:l.rJG partoi'ISd vhen a SZOUP ot personnel azre ~ in the aaDB kil'ld ot 
'MOI'k. l'oz- GXGI'I.PJ,e1 ~ a unit bead 1a supe:rvie:l.~ tbe Wl'k ot ten a~ployeeo 
all enaa.;e4 in ~le of 'the same probJ.emB. ~ ot these aqp~ aze 
exc:lw.l1ve~ uei{3tl8Cl tbe most dit'ficult pzooblems. 11lNe 41tf'eftnt lavela ot 
vol'k are involved an4 tbNe cUffGI'ent .1o'ba exiat (unit head, senior analyst 
aDd atBlyat) evs 'tbcut.ib all ten employeea l!l'il.y be peri'omi.DG a1mlllv duties. 

6. The Job 1D1ex C8i'd (1ncloau1'8 l) conteina seven item to be 
caupl.Gtecl :l.n OZ'dal' u t'oJJ..owa: 

a. Job~. Job i!dex eazda Qc)ver1~ Jobs~ oftie1&liy 
· Cliiiaifi&t vill be etven the asme number assl~ to thcae Jcba 
by ArBA·l:i vltll the eutfix "C" ac1ded (e.g. 1636c). Job 1Diex 
c8.1'11s ~ tilled Jobs or plalmad 3o'ba not :i'it officia.ll:t 
clsss1t1ecl v1U be c1ve:1 ttouzo <11c1t n~ b;; es.ab Stat't D1vieion 
81'14 Ott1ce. Dlqcka ot numbe:ra for Jobs :l.n thase c:ategoi"1.ee U'8 
aaa1gned u toll.owa: 

ll1nctoz' ot AlBA ana. Special Staff 
.AIBA-ll 
AI'SA-12 

IDcl.OGWCt 2 vJ.'tb C/6 D/F r4 

0001- 0.199 
OalO - 0399 
o400- 0599 



.AJ'SA-13 
AI'SA-14 
AJSA-15 
AJ'SA-16 
lt'ISA·l7 
10 
APSA-02 
APSA-03 
mA-ar. 
AJSA.05 

o6oo- 0899 
0900- 1m 
uoo- 1299 
1300- 1499 
1500 - 1.699 

. 1700- 1799 
2000-4999 
5000-~ 
$00- 1999 

;. am- 8299 

b. l'cmct10zal Job 'l'J.tle. Staff D1v1a10D& and Oft'icavill aaail:>ll a 
fUDCU(iiiiii Uiie 't,O desi.-te ae clearly u p)881ble ~ actual 
clutf.ee ot eac:h 41ftcent AISA Job. Appmve4 oraanf.Mt:LoDAl 
t1tlee v1U be used +.o c1ea:Lgrate Joba of b.eu4a of ort:J~Dtzat10Dal 
sUb-G:LvS.aicma a...t ~oba ~Veil apec:l.al ortJm1zat10Dal titlea by 
chiefcl ~ Statt D1via1one ad Offlcea. A'ISA-~ will NV'iev 
an4 NV':Lae titles uaisDaclu Deee8881'7 to acb:Leve unifozm title 
tesnolos.V. 

( !-

c. 9J.e CiviliaD G:rad.e. For ~oba official.q cl.Uait:Led, tbla will 
fii t&i ;a;.&i Gi job is al.located b:,r ArSA·l5. .AFSA-<lOi' will 
c1etem1ne tile c1v1l18D ~' eole~'tor planDirJG .PUI'plS•~ of 
tboea ~obs vhlch bave DOt yet been otf'1cial.l7 claas1Ald by .AISA-15. 

II.. -·"fDlllat. ~,r;.. 'lhie will be -vall ~ 
b7 -001 !o:r iiiCti bY use of tba AlBA Convention Scale for 
..-~military mnk8 to c1ViliaD u:mt1e lavale. 'lbia scale ia 
caataiDeel ana. explained ln_ 1ncloaU1'8 3. 

e. 'lb8 lii8A ~cmal. S~ialtz. 'J!lia vill be UB115D8Cl by AJBA-001' 
iftii i'E ~pea Vii AISA OCc:up&tl<mal. Sl*ial.ty ltmUal 
uaiD,; the A1!SA Job~-- tbe basic ~ereuce. 

t. :ns,ot dmfiea. 'l'bie ia 'to be ~ by ee.ch Sta.ff Division 
ca. ft Ia the laJt izqportant item on tbe Job 1DCioz cad. 

lt toms the fec'tual 'besia tor 4atend.rat10D of civilitm QI'S4e 
(which coratzool.a the lld.JJti.Joy mnk), &welopz!S!Jt of AISA Occupat1012Bl 
Claaaiftcation Manual , d fOI' such other phuee of pe:r&O!ID81 
1118118Cemeut for vbiab the· AlBA Job ID4a la used a a IIJII1!II(&tm1Dt 
tool. :ror jobs ~ ott.lc1ally clus:l.f1e41 Wa 1tam v.J.ll c01381et 
of a 8U111&m7 of tba off1c18l 3ob description pnpuecl by AI'SA·l5. 
ror Jobs being ·peri'01'118\ or zeq\d.ncl wbich ilave not Jet been ofticlalq 
claa81f1ed, a :f'actual BUI!IlBI'l' v1U be p~ ~the pl'.lnc1ple 
411t1es Q1- ld.Dds ot vork 1taeianeci to each dif'tereut Job. For 3oba 
ot hea4s o£ OZ"iJ!U)1zat1on •ub-d1v1e:I.ODB• this 1tam should 1ftdicate 
Vbat tunctiODS the incUIIJllen,t plaDa, d1ncta, or su.pezoviaea .. 

G· ()rGaniat:l.or.al. loCation. DJia 1tea ia camplstecl ~J 1Ddicatins, as 
ipPJIC&bi8, G o:rUiiiimtton al'dlol of tb8 Staff' Division, Oft'ice, 
BmDcb, 8D1 Section wbera the Job is l.oc:ate4. 
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1· Upoa CGIIIP.l.8UOD1 tbe Staff D1V1•S.on o~ Oftice w1l1 clua1t,y each 
Job 1Ddex cu4 to appiOJI'la'te eecurlty cl.ue1t1cat1GD. Job Illdox Ca:r48 
azw to be ~ vitbout fttS1JZ'4 to aacUI'lt,- claaalftcat10D or contents 
so aa ·to pa88llt • ~.Uc a pict'llftt • J10881ble ~ act~ liSA ~~b 
nquizremanta. 

8. 'l!le above pzace4ure an4 ~10DB v1U al8o be toUouac1 1a 
P1"8llU'1De D8V Job 1ndex cudll tOI" 1nclua1on in the AlBA Job lnd.a u 
cbanaee 1D ciob etNcture oecur. 

- 3-
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APSA ~lOR SC.At..B 

1. 'Dia A'ISA c::onvaa~lon Saale fOI' equsti~ 1111l1tu'y l'8llka to clV111an 
t.Jrzede levela :18 establ1&M4 .. tollowai 

C:lvlllan Ga4e 
L8V8i 

aa-16 as-J.S, aa .. 14 
GS·l3 
08-12, 08-l.i 
CS-101 OS-9 
Q&-81 OS-7 
08·7 
ds-9, oa-8, as-7 
GS-7, as-6 
as-s 
as-4 
as-3 

e. AnA Jobs &1'8 ft:rft eval'uat«l to e:1v1llan .;ra.de levels and "then. 
c0Jl"'lll'te4 to mlli~ I'8Dk or :rate by~e ot this scale. 'Dlia ,pl'1nc:l.pal ta 
.tollond fbi. t.vo main :raaona. (a) 'h\a ~1v111an claaslftcauon ~qatem appeGI'S 
to prov14e tbe maet facS.le too1 available ft)r un:l~ evaluat11'!(; all AI'SA 
Joba eoJ.e~ on tbe bule of tb...mir ditftcUl.t7 8114 N&;pcmaib111ty. (b) Mozre 
c!.eftnlte cri:teria axlllt t.r evalu&t1nt; Jobs to c1v111an G1'84e levela thaD to 
mUit.Hy anka. 

3. Job& alZall4y cl.Ualfie4 to a-.ae leVels 'b7 AIBA-1.5 vlU be c:onveJ'tecl 
autoaBt1call7 to m1l1t&17 I'IUJ1al Ull4el" tbe conven1oa acale. APSA-0011 Vill 
c.laa&lt,v to c1v1l1Am an4a leVels, aoleq tor p81'i10DD8l plarmiDS pur,poM81 
tboee ,3oba i.DCJ.u4ecl in the AlBA Job lr.lcfex vbich have not yet 'been offlcialJ¥ 
claa81f1e4 by APSA·l~. ANA-15 abal.l. not be bound by AISA-OOI''a claaaltloation 
tf' ant wtMm 1t later off1c1al.l3 claasU1eJ the aame job. 

4. !be above ccmveNlon acal.e bJS baeD kept u tJ.extble aa poee1ble 
to a.lloW PI'OP81' a41111nlatJQt1ve applicatiCil. It v1U be DOted, tor example, 
tbat at tbe 08-Tlovel the bae1zm1nc CGCDiaaioned and VI\Z'Z'BI1t ofticer an4 top 
ealJ.atecl Job J.evelo cOilver~. 'Bach Staff DS.vla1on 8!14 Oftice can decide in 
48Ch cue vbatheZ" a particular GS-7 Job is to be f11l.ecl by a c1v1lian or an 
offlcer (0-2 or 0-1), Wlloi'Z'IIDt ottice1fJII·2 or 11-1) or by an enliated sn o.zo 
voaan (:&:-7)• t · 

IncloBU1'8 3 v1tb C/B D/P of 



OHG- ABMY 
0 l!l 

OO,A, ~ 1 

D,_c~ 
OOF 3 3 
OUT 1 0 
oo:x. 0 0 
OOY 0 0 
ll 2 9 
12 9 1 
13 10 119 
114- ? 2 
15 F ~ 
lb F 29 
17 q 8 
17f.\G 3 2 
lU. 'SJl. lf.l!1 2 0 
~R 0 0 
Staff 54 180 

02 ?.b3 505 
03 ~~ l~ 
04 lb 52 
05 3 2 
Ooer 301 573 

Total ~55 753 
Al!,SA 

Ali'SA Form 913 
5 iJec 51 

T 

11-

b 
1 
0 
0 

11 
10 
1~ 
~ 

11 
3J4. 
ll 
5 
2 
0 

2Jq. 

768 
33 
bl5 
5 

f(f'4 

1108 

0 

2 

5 
0 
1 
?. 
2 
9 

11 
3 
~ 
2 
b 
2 
l 
5 

55 

266 
19 
;u~ 

0 
1301 

356 

SECRET ~t&U~I n \Nf8RMAT,ON 

CU!Ur~·T PF.RSOif"'~·:L .ALLOC~ION 

:NAVY AIRroRCE CIVILI.liN roTALS GRAl'lD TO!r.AL 
~ T 0 E T 0 E T 

2 
,. 2 l 3 4 7 11- 11 15 

-
2 1 2 b 15 3l J.U ~1 2l 52 
0 0 0 0 0 2 1 JJ 1 3 
0 1 0 0 0 1 1 0 1 2 
1 3 0 0 0 0 ~ 1 3 3 
8 10 1 8 9 !i 'i 25 30 35 
7 1b 7 3 10 19 2'i 11 3b 55 

75 Sb 11 113 12J.I. q.9 32 307 339 388 
2 5 2 1 3 18 1 5 1?. JO 
6 10 5 5 10 l5q. 114 :11 31 165 

23 2~ 1 3 9 ~3 8 bO ()5 1.11 
9 lS: 7 9 16 122 22 2b INS 170 
2 I 1 2 5 5_ e b 1q. 1.9 
l 2 0 0 0 4 "l 1 4 8 
0 I) 10 4 1JI. ?. 11= .q. 1~ 21 

138 193 51 100 211 q59 1(,( q.yg 638 1097 

5~6 812 ~~ 523 787 411-?3 79~ ~5711- ?.367 6790 
1_5 3Zf 19 14 33 574 '51 11-3 100 _f!ZJ.I. 
52 tiS 18 52' 70 111& ~0 15& 20b 1322 
2 2 3 q. 7 Jl.1 Ei 8 1q. 55 

615 916 304 1593 897 6154 90E 1781 2687 8841 

753 1109 355 753 1108 6613 1066 2259 3325 9938 

. 
Ap~roved 12 December 1951 

~!-h 
SECRET 

Colonel, Sigaal Corp• 
Ohiet ot St;df' 
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