Writing the Class Specification Summary Section:
This section is usually used to describe, in order, the:

1. Supervision Received

a. Listed below are five phrases for describing various kinds of supervision received. There are many excellent and effective ways of presenting this information; the following have proved useful over the years.

i. “Under immediate supervision, is responsible for…”

1. The word “immediate” as used here means that the employee has little or no authority to select alternate work methods or render independent judgments of any consequence. Each task is performed according to detailed instructions, both written and Oral

2. Assignments are usually of a short duration and when completed are usually checked for accuracy and adherence to instructions and established regulations, as well as for the worker’s rate of performance.

ii. “Under general supervision, is responsible for…”

1. Employees working under general supervision usually receive some instructions with respect to the details of most assignments, but are free to develop their own work sequences within established procedures, methods, and policies. They are often physically removed from their supervisor and subject to only periodic supervisory checks. 

2. Most classes will fall into this category.

iii. “Under direction, is responsible for…”

1. Employees at this level usually receive a general outline of the work to be performed and are generally free to develop their own sequences and methods within the scope of established policies. New, unusual, or complex work situations are almost always referred to a superior for advice. Work is periodically checked for progress and conformance to established policies and requirements.
iv. “Under general direction, is responsible for…”
1. Employees at this level are usually in charge of a large and important organizational unit or a larger less important unit. They plan and carry out assignments with little supervision. They report regularly to a superior, usually my means of occasional conferences, to discuss work progress or new problems which require advice from above.

2. This designation normally will pertain to classes with a high order of independence.

v. “Under administrative direction, is responsible for…”

1. At this level, employees are free to plan, develop, and organize all phases of the work necessary for its completion within program guidance. Generally, they can develop and utilize any procedures and methods which do not conflict with major policies. Supervision is generally exercised over them through staff conference-type discussions and a review of progress reports.

2. This usually pertains to deputy department head level positions.
vi. “Under executive direction, is responsible for…”

1. Employees at this level exercise the greatest independence of judgment in developing policies and programs.

2. This pertains to department head positions.

b. The number of description levels used will depend on the number of major supervisory and administrative levels in the organization. Those shown above are usually sufficient for large cities and moderate-sized states.

2. Nature of the Work

a. Some phrases often used to describe the nature of the work are:

i. “… routine clerical work…”

ii. “… complex general office duties…”

iii. “… skilled work at the journey (working) level…”

iv. “… laboring work…”

v. “… custodial work…”

vi. “… entry level professional work…”

vii. “… instructional work in…”

viii. “… supervisory work…”

ix. “… managerial work…”

x. “… administrative work…”

xi. “… scientific work…”

xii. “… technical work…”

b. Together with the above terminology, the kind or field of work is usually specified, if appropriate, e.g. “scientific research work in aquatic biology”, “professional legal work involving interpretations of the Finance Code”, “skilled carpentry work”, etc.

c. Describe the difficulty of the work using the following phrases:

i. “… of routine difficulty…”
1. Since in this situation the work is usually repetitive and the employee works from detailed instructions, the difficulty is usually limited to accuracy and speed. This would include entry level professional and other classes, where a promotion is fairly automatic after a training period, and very routine jobs such as laundry mangle worker.

ii. “… of average difficulty…”

1. This means that the employee is confronted with a variety of duties susceptible to different methods of solution which, in turn, places a correspondingly higher demand upon his or her resourcefulness and concentration. Supervisors of small groups of workers engaged in routine assignments, inspectors, journey workers in the skilled trades, and working level professional workers perform work of “average” difficulty. Positions with require the analysis and evaluation of raw data and the rendering of conclusions would, in most instances, fall into this category. (It should be noted that certain types of work may be very difficult for the untrained and very simple to those trained in their performance.) When using the word “difficult” we always mean that the terms apply to groups of the general education and experience level called for by the class.
iii. “… of considerable difficulty…”

1. This refers to duties which require a high degree of concentration because of the many factors which must be considered and weighed before a decision can be reached. Usually, positions requiring the planning, development, and coordination of programs and the direction of fairly large groups of people would fall into this category.
iv. “… of unusual difficulty…”

1. This refers to the type of position which requires the exercise of unusual managerial, administrative, or scientific skill often involving several unrelated activities, frequent decisions, the meeting of deadlines, negotiations with other high-level functionaries, and the planning, organization, development, and coordination of large scales work projects, requiring an unusual amount of concentration and analytic ability; or unusually difficult engineering or scientific research and/or development.
v. In some situations, the word “overall” is suffixed to the level indicator to indicate the proper gradient of difficulty.
3. Responsibility Involved
a. All jobs involve some type of responsibility, although “low” level positions may involve only the responsibility for following instructions quickly and accurately. “Higher” level jobs will involve some of the responsibilities listed below, which should be included in the summary section:
i. Material or products

ii. Equipment or processes

iii. Directing the work of others

iv. Negotiations

v. Public contacts

vi. Teaching others

vii. Money

viii. Planning, organizing, developing, and coordinating a program or work unit

b. It is best practice to indicate what materials, how one supervises others and what kind of workers are supervised, what kinds of contacts, how much money (in general terms), etc.
c. For those classes which are essentially supervisory (where the most important responsibility is directing the work of others), it may be desirable to describe same in phrases similar to those listed below:

i. “…is responsible for…”

1. “clerical work of considerable difficulty in exercising immediate supervision over a small group of clerks and typists.”

2. “administrative accounting work of average difficulty exercising general supervision over a large group of accountants, clerks, and typists.”

3. “administrative and managerial work of unusual difficulty in exercising general direction over a large organizational unit of professional and sub-professional engineering personnel.”

4. “supervisory work of considerable difficulty in exercising direction over several service and maintenance units in a medium-sized general hospital.”
d. For classes in which supervisory responsibility is secondary, supervision exercised may be described by such phrases as:

i. “May occasionally lead a small group of clerks and typists…”
ii. “May direct helpers and drivers in the performance of work…”

iii. “Frequently exercises direction over a small research group in field studies…”

e. Always end this sub-section with the phrase, “and performs related work as required”.
4. Distinguishing Features

a. The major purpose of this sub-section is to state the factors which dictate the allocation of positions in the sub-series. Where the distinctions are clear cut, a simple statement as below may be used. When the distinctions are less clear-cut, the statement of allocation factors must be more elaborate (e.g., in distinguishing between levels in the secretarial sub-series). This sub-section is also the place to detail any necessary expansion of the other sub-sections of the summary.
b. First, indicate the level of the class within the sub-series (e.g., “This is the entry/working level class in the physician sub-series”).

c. When an expansion of the items in the other sub-sections of the summary is necessary, use the statement with “An employee in this class…” and then detail the expansion, e.g., “An employee in this class is responsible for performing the most difficult of administrative analyses and for supervising a relatively large staff engaged in administrative analytic work relative to all state departments.”

d. To distinguish the class from the next lower and higher in a sub-series use phrases such as:
i. “This class differs from that of Plumber Helper in that an incumbent of the latter works under immediate supervision at the sub-journey worker level. This class differs from that of Plumber supervisor in that an incumbent of the latter is formal responsible for supervising several crews of plumbers, helpers, and other craft and maintenance personnel.”
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