
Smithsonian Astrophysical Observatory
Department of Human Resources

POSITION AUDIT QUESTIONNAIRE

Position Title:

Pay Plan/Series/Grade:

Present Incumbent:

Reason for New Position Description: PD Changes Request for Promotion

To determine if the position under review is properly classified at current grade level, please respond to the
following questions, add additional sheets as necessary, and return with appropriate signatures to your
Human Resources, MS 17.

1. Please list the duties and responsibilities which have been added to this position.

2. Please explain, in detail, why these duties and responsibilities have been added.

3. Who was performing these additional duties and responsibilities before their addition to this position?

4. What percentage of the incumbent's time is spent in the performance of the added duties?

5. Do these duties and responsibilities overlap with any other position(s) within the division/
department/unit? If so, list the other positions and state what percentage of time is required to perform
these duties in the other positions?



6. Are duties and responsibilities being deleted from this position? If yes, please describe.

7. Are the additional duties assigned related to the basic function of this position? If not, why not?

8. Are these new duties and responsibilities the result of a new mission or of additional functional
responsibilities assigned to the division/department/unit? If so, please describe the circumstances.

Other Comments:

As the first line supervisor, I have made a sound review of this position.

______________________________________________________________
First Line Supervisor's Signature Date

As the reviewing official, I have considered, in detail, this reaudit information and concur.

_______________________________________________________________
Reviewing Official's Signature                       Date

Rev. 10/91
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