
 
Writing a PD 

  
FES Format 

  
  
_____Major Duties  
  
Each major duty describes:  
  
_____ Work to be performed.  
  
_____ Procedures involved in performing the work.  
  
_____ Sufficient information to determine the kind of work (occupational series), level of work (grade), 
official title.  
  
_____ The proportion of time spent on each major duty (each one at least 25% of the time).  
  
  
_____ The statement “Performs Other Duties as Assigned” is at the end of the major duties, before 
the factors.  
  
  
_____ The nine Federal evaluation factors are thoroughly addressed as outlined below.  
  
  
Factor 1. Knowledge Required by the Position  
  
_____ What are the nature or kind of knowledge and skills needed?  
  
_____ How are these knowledge's and skills are used in doing the work?  
  
  
Factor 2. Supervisory Controls  
  
_____ How is the work is assigned?  
  
_____ What is the employee's responsibility for carrying out the work?  
  
_____ How is the work reviewed?  
  
  
Factor 3. Guidelines  
  
_____ What guidelines are used in doing the work?  
  
_____ How much judgment is needed to apply the guidelines or develop new guidelines?  



Factor 4. Complexity  
  
_____ What is the nature of the assignment?  
  
_____ What facts/conditions are considered by the employees in identifying what  
needs to be done?  
  
_____ What actions or responses does the employee make after considering the   
facts?  
  
  
Factor 5. Scope and Effect  
  
_____ What is the purpose of the work – the ultimate goal to be achieved?  
  
_____ What is the impact of the work product or service?  
  
  
Factor 6. Personal Contacts  
  
_____ Who are the people contacted (except the supervisor)?  
  
_____ Are the contacts within the employee’s normal working relationships?  
  
_____ Are there any unusual circumstances/conditions involved?  
  
  
Factor 7. Purpose of Contacts  
  
_____ What are the reasons for the contacts?  
  
  
Factor 8. Physical Demands  
  
_____ What are the nature, frequency, and intensity of physical activity required to perform the job?  
  
  
Factor 9. Work Environment  
  
_____ What are the risks and discomforts imposed by physical surroundings and the safety precautions 
necessary to avoid accidents or discomfort?  
  
_____ Are the factor levels and points assigned identified on the job description? They should be noted on 
the same line as the factor rated, close to the right margin. At the end of the nine factors, ensure that the 
points are totaled and noted.  
  
_____ Do the descriptions of major duties and the evaluation factors complement each other? Statements 
made in the factor descriptions must be supported by major duties.  


