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Classification & Compensation Focus GroupClassification & Compensation Focus Group
Results - Top 10 List of “MUSTS”Results - Top 10 List of “MUSTS”
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Classification and Compensation FocusClassification and Compensation Focus
Group Results - Top 10 List of “Wants”Group Results - Top 10 List of “Wants”
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The Problem for New JerseyThe Problem for New Jersey

Too Many TitlesToo Many Titles
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Impact of HR Manager & SOCImpact of HR Manager & SOC
on NJ Classificationson NJ Classifications
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New Jersey’s Partnership with USOPMNew Jersey’s Partnership with USOPM

■■ New Jersey and USOPM are working inNew Jersey and USOPM are working in
Partnership to link NJ job titles to thePartnership to link NJ job titles to the
Federal Classification System...later toFederal Classification System...later to
include linkage to ONET & SOCinclude linkage to ONET & SOC

■■ USOPM has completed nationwideUSOPM has completed nationwide
occupational analysis on managerial &occupational analysis on managerial &
clerical/technical  & professionalclerical/technical  & professional
occupations.occupations.



■■ The first step is to develop a crosswalkThe first step is to develop a crosswalk
between NJ and USOPM.  NJ providedbetween NJ and USOPM.  NJ provided
USOPM with lists of critical tasks for eachUSOPM with lists of critical tasks for each
of its 551 clerical/technical occupations.of its 551 clerical/technical occupations.
USOPM isUSOPM is analysing analysing the tasks involved to the tasks involved to
match against  the 67 Federalmatch against  the 67 Federal
clerical/technical occupations.clerical/technical occupations.

■■ Because there are only 67 FederalBecause there are only 67 Federal
clerical/technical occupations for NJ’sclerical/technical occupations for NJ’s
over 500 titles, the analysis will provideover 500 titles, the analysis will provide
critical analysis for the consolidation ofcritical analysis for the consolidation of
job series.job series.



■■ Later, a similar analysis will beLater, a similar analysis will be
conducted to link NJ’s managerial andconducted to link NJ’s managerial and
professional/administrative occupationsprofessional/administrative occupations
into the Federal system.into the Federal system.

■■ Because the Federal data bases areBecause the Federal data bases are
being used to inform the new SOC andbeing used to inform the new SOC and
ONET, the linkage of the data to NJONET, the linkage of the data to NJ
occupations will provide the mechanismoccupations will provide the mechanism
for linking NJ into these nationalfor linking NJ into these national
classification systems.classification systems.



How HR Manager Will be UsedHow HR Manager Will be Used
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&RQWLQXRXV�7HVWLQJ&RQWLQXRXV�7HVWLQJ
●● Open competitive testingOpen competitive testing
●● 500 clerical titles grouped in 8 categories500 clerical titles grouped in 8 categories
●● One application and one test to apply for multiple jobOne application and one test to apply for multiple job

titles across multiple jurisdictionstitles across multiple jurisdictions
●● Also able to assess special skills (typing, steno, dataAlso able to assess special skills (typing, steno, data

entry)entry)
●● Ongoing recruitment - job seekers can register andOngoing recruitment - job seekers can register and

take examination at any time (once/year)take examination at any time (once/year)
●● Scored on-site; placed in open register ("pool")Scored on-site; placed in open register ("pool")
●● No lists - applicants drawn from "pool"No lists - applicants drawn from "pool"
●● EligiblesEligibles will always be available in "pool" to meet AA will always be available in "pool" to meet AA

needneed
●● Certify a “band” ofCertify a “band” of  eligibles eligibles  to be considered for hire to be considered for hire
●● Hiring time dramatically reducedHiring time dramatically reduced
●● Eliminates need to hireEliminates need to hire  provisionals provisionals



&5266:$/.('�7,7/(6&5266:$/.('�7,7/(6
RECOMMENDED NJ TITLE RECOMMENDED NJ TITLE # OF CURRENT 

FEDERAL TITLE NAME #1 #2 TITLES
Management Clerical and Assistance- entry level Management Assistant  1 Administrative Clerk 1 84
Management Clerical and Assistance- full performance level Management Assistant  2 Administrative Clerk 2 2
Legal Clerk & Technician- entry level Legal Support Worker 1 Legal Clerk 1 70
Legal Clerk & Technician-full performance level Legal Support Worker 2 Legal Clerk 2 30
Work Unit Supervising- entry level Administrative Support Supervisor 1 Clerical Supervisor 1 44
Work Unit Supervising-full performance level Administrative Support Supervisor 2 Clerical Supervisor 2 36
Secretary- entry level Secretarial Support Worker 1 Secretary 1 34
Secretary- full performance level Secretarial Support Worker 2 Secretary 2 29
Legal Instruments  Examining- entry level Legal Documents  Worker 1 Legal Documents  Clerk 1 32
Legal Instruments  Examining- full performance level Legal Documents  Worker 2 Legal Documents  Clerk 2 1
Clerk-Stenographer & Reporter-all levels Clerk Stenogragher Clerk Stenogragher 28
Clerk Typist-entry level Clerk Typist 1 Clerk Typist 1 23
Clerk Typist-full performance level Clerk Typist 2 Clerk Typist 2 17
Data Transcriber- entry level Data Transcriber 1 Data Transcriber 1 12
Data Transcriber- full performance level Data Transcriber 2 Data Transcriber 2 8
Personnel Clerical and Assistance- entry level Personnel Worker 1 Personnel Clerk 1 9
Personnel Clerical and Assistance- full performance level Personnel Worker 2 Personnel Clerk 2 4
Archives Technician-all levels Archives Technician Archives Technician 8
Office Automation Clerical and Assistance- entry level Office Automation Assistant Office Automation Assistant 8
Contact Representative-entry level Customer Support Representative 1 Customer Support Representative 1 8
Contact Representative-full performance level Customer Support Representative 2 Customer Support Representative 2 1
Medical Clerk-entry level Medical Support Worker 1 Medical Clerk 1 6
Medical Clerk-full performance level Medical Support Worker 2 Medical Clerk 2 2
Information Receptionist -entry level Information Receptionist 1 Information Receptionist 1 4
Information Receptionist -full performance level Information Receptionist 2 Information Receptionist 2 3
Claims Clerical-entry level Claims Worker Claims Clerk 3
Miscellaneous Clerical & Assistance General Clerical Worker Clerk 2
Mail and FIle-entry level Document Support Worker 1 Document Clerk 1 2
Mail and FIle-full performance level Document Support Worker 2 Document Clerk 2 2
Accounting Technician- entry level Accounting Assistant 1 Accounting Assistant 1 2
Accounting Technician- full performance level Accounting Assistant 2 Accounting Assistant 2 1
Cash Processing-full performance level Revenue Processor Tax Clerk 2
Medical Records Technician-full performance level Medical Records Technician Medical Records Technician 2
Editorial Assis tance-full performance level Editorial Assis tant Editorial Assistant 1
Library Technician-entry level Library Technician Library Technician 1
Compliance Inspection & Support-full performance level Inspection Support Worker Inspection Clerk 1
Equipment Operator-entry level Office Equipment Operator Office Equipment Operator 1
Budget Clerical & Assistance-full performance level Budget Assistant Budget Assistant 1
Tax Examining-full performance level Tax Assistant Tax Assistant 1
General Claims Examining-full performance level Claims Assistant Claims Assistant 1

526
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USOPM RELATED NJ KSA
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Next StepsNext Steps
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Title ConsolidationTitle Consolidation
 Implementation Plan (P.2) Implementation Plan (P.2)
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