Addendum For General Schedule Two-Grade Interval

Leader Positions

The following addendum provides a description of two-grade interval leader duties which meets the requirements of the General Schedule Leader Grade Evaluation Guide(GSLGEG), Part II, Occupational Information.  Positions performing these team leader functions are classified one grade level above the team's base level.    

A two-grade interval leader position can be established by adding the following addendum to a nonsupervisory position.  This addendum includes all functions required to support use of the GSLGEG.  If the addendum is used, the percentage of time spent performing team leader functions, and the team's base grade level, must be documented.  This provides sufficient information to evaluate such positions.

Two-Grade Interval Leader Addendum

I.  Leader Tasks

Ensures that the organization's strategic plan, mission, vision, and values are communicated to the team and integrated into the team's strategies, goals, objectives, work plans, work products, and services.

Ensures that all team members participate in planning for achievement of team goals and objectives.  Applies a wide range of qualitative and/or quantitative methods to identify, assess, analyze, and improve team effectiveness, efficiency, and work products.  Leads the team in assessing team strengths and weaknesses, in exploring alternatives, and in determining what improvements can be made.  

Trains or arrange for the training of team members in methods and techniques of team building, working in teams, and accomplishment of individual and team tasks.  Coaches the team in problem solving methods and techniques; provides advice on work methods, practices, and procedures; and assists the team and/or individual members in identifying possible solutions.  Discuss with the team assignments, projects and/or program issues under review, and deadlines and time frames for completion.  Serve as facilitator in coordinating team initiatives and in consensus building activities among team members. 

Leads the team in identifying, distributing, and balancing workload and tasks among team members in accordance with established priorities, work flow, skill level and/or occupational specialization.  Ensures that team members have an integral role in developing the final team product.  Monitors and reports on the status and progress of work.  Checks work in 

progress and reviews completed work to see that the supervisor's overall instructions have been met.  Keeps the team appraised on progress in meeting established milestones and deadlines for completion of assignments, projects and tasks. 

Represents the team in meetings and dealings with other team leaders, program officials, the public, and other customers on issues related to the team's objectives, work products and/or tasks.  Represents the team in dealings with the supervisor to obtain resources, information and/or decisions from the supervisor.  Advises team members on procedures, policies, directives, etc.   

Reports to the supervisor on team and individual work accomp-lishments, progress and/or problems in mastering tasks and work processes, and individual and team training needs.  Prepares reports and maintain records, as required, and provides work-related information to the supervisor.

Approves emergency leave as delegated by management.  Resolves simple, informal complaints of team members and communicates team recommendations to the supervisor on actions affecting team and individual awards, rewards and recognition.  Informs employees of available employee benefits, services, and work related activities.  Represents the team in discussions with the supervisor on performance management issues/problems and related actions, including assignments, reassignments, promotions, tour of duty changes, peer reviews and performance appraisals.

II. Evaluation Criteria

Percentage of time spent on team leader duties_________%

Team Leaders must perform leader duties over professional or administrative positions (i.e., positions that have a two-grade interval career pattern, e.g., GS-9 to GS-11) at least 25% of their time.

The base grade level GS-________

Determine the number of full performance positions at or above GS-9 (include military personnel performing duties classifiable to GS-9 or above).  Credit the work of trainees and develop-mental positions at the full performance level.  Determine the highest grade level where at least 25% of the team's total workload is performed. 

The final grade of the team leader position will be either 1 additional grade over the grade level identified as the team's  base level of work or the grade of the nonleader, personally performed work, whichever is higher.

