Social Security Administration

General Description of Positions

Public Service Contact Positions
Claims Representative/Claims Authorizer (Social Insurance Specialists) 

(GS-5/7)
As a claims representative or a claims authorizer, you will assist the public in person, by mail, or by phone to establish entitlement to Social Security benefits. Your contacts will allow you to obtain, clarify, and verify data used to analyze claims and make benefit entitlement decisions.

Claims representatives work in each of our 1,300 field offices and our international offices of operations. Claims authorizers work in one of our six program service centers nationwide or at our Headquarters location in Baltimore, Maryland.

Before assuming your duties, you will participate in nearly six months of training. Your career as a claims representative or claims authorizer will allow you to develop skills that can prepare you for promotions into positions as a technical expert on Social Security programs or a manager.

Depending on your qualifications, you may enter these positions at either the GS-5 or GS-7 grade level.  

Qualifications:

	GRADE
	EDUCATION
	EXPERIENCE

	
	
	GENERAL
	SPECIALIZED

	GS-5
	4 year course of study leading to a bachelor's degree
	3 years, 1 year of which was equivalent to at least GS-4
	None

	GS-7
	1 full year of graduate level education or superior academic achievement, 
	None
	1 year equivalent to at least GS-5


Note:  Equivalent combinations of education and experience are qualifying for all grade levels for which both education and experience are acceptable.
General Experience –GS-5

Experience that demonstrates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in administrative, professional technical, investigative, or other responsible work.  Experience in substantive and relevant secretarial, clerical or other responsible work may be qualifying.  Experience of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks) is not creditable.  Post high school education in any field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-7 

Experience assisting individuals in establishing their entitlement to receive benefits;  adjudicating, authorizing or reconsidering claims; representing programs before the general public and providing information through the media; evaluating benefit program operations to assess the integrity and quality; or interpreting insurance program requirements and formulating policies, procedures and guidelines.  Experience would generally have been gained under the close supervision of senior claims representatives or authorizers.  Post high school education in a related field may be substituted for specialized experience at this grade level.

Benefit Authorizer (Legal Administrative Specialist) (GS-5/7)
As a benefit authorizer, you will work with the public via phone or mail regarding benefit and payment amounts for various Social Security programs.  You are responsible for updating beneficiary records, making sure that payment is made to the beneficiary, and preparing correspondence to beneficiaries regarding their benefits.  

Benefit authorizers work in each of our six program service centers throughout the country, and at our Headquarters location in Baltimore, Maryland. 

A six to eight month classroom-training program will prepare you for the duties of a benefit authorizer.  Entry into these positions is at the GS-5 and GS-7 level.  Benefit authorizers can advance to the GS-9 level.  Further career development may lead you to the technical expert or specialist positions or to the claims technician examiner position. 

Qualifications:

	GRADE
	EDUCATION
	EXPERIENCE

	
	
	GENERAL
	SPECIALIZED

	GS-5
	4 year course of study leading to a bachelor's degree
	3 years, 1 year of which was equivalent to at least GS-4
	None

	GS-7
	1 full year of graduate level education or superior academic achievement, 
	None
	1 year equivalent to at least GS-5


General Experience –GS-5

Experience that demonstrates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in administrative, professional technical, investigative, or other responsible work.  Experience in substantive and relevant secretarial, clerical or other responsible work may be qualifying.  Experience of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks) is not creditable.  Post high school education in any field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-7 

Experience examining correspondence and a variety of other incoming information to determine necessary action or actions, taking appropriate action, and notifying beneficiaries or customers in writing of any action taken that affects the benefit rate, payment and/or entitlement and non-entitlement to benefits including an explanation of due process and reconsideration rights.  Experience would generally have been gained under the close supervision of senior benefit examiners.  Post high school education in a related field may be substituted for specialized experience at this grade level. 

Service Representative/Telephone Service Representative (Contact Representatives) (GS-4/5)
Service representatives provide assistance to the public by answering a wide variety of questions by interviewing the individual, investigating the situation and resolving the problem.  Service representatives work in each of our 1,300 field offices nationwide and have face-to-face contact with the public.  

Telephone service representatives work in each of our 37 Teleservice Centers nationwide.  Both telephone service representatives and service representatives have phone contact and internet correspondence with the public. 

The length of the training course for these positions is eight or nine weeks.  Entry into these positions is at the GS-4 or GS-5 level with progression, based on satisfactory performance, to the GS-8 level.  Career advancement from these positions can be to a benefit technician examiner, claims technician examiner, claims representative position or to another position in the Teleservice Center.

Qualifications:

	GRADE
	EXPERIENCE
	EDUCATION

	
	GENERAL
	SPECIALIZED
	

	GS-4
	1 year
	None
	2 years above high school

	GS-5
	none
	1 year equivalent to at least GS-4
	4 years above high school


Note:  Equivalent combinations of education and experience are qualifying for all grade levels and positions for which both education and experience are acceptable.
General Experience - GS-4:

Experience in progressively responsible clerical, office, or other work that indicates the ability to:

1.  Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

2.  Plan and organize work; and

3.  Communicate effectively orally and in writing.

Such experience may have been gained in secretarial, clerical or other responsible work of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks), but must demonstrate progressive responsibilities.  Post high school education in any field may be substituted for specialized experience at this grade level.
Specialized Experience - GS-5: Experience applying laws, rules, or regulations and written guidelines; communicating orally in order to provide information, assistance, or instructions to members of the general public or their representatives; performing administrative and clerical processes using a computer to reconcile discrepancies, associate documents with related files/records, etc.; writing correspondence in response to inquiries and drafted a variety of other written products.  Experience would generally have been gained under the close supervision of senior service representatives.  Post high school education in any field may be substituted for specialized experience at this grade level.
Claims Technical Examiner (CTE) (GS-5/7/9/11/12) 

Claims Technician Examiner (CTE) positions are organizationally located in the Office of Central Operations, Office of Disability Operations.  CTEs develop, review, adjudicate, authorize, and reconsider difficult and complex claims for benefits under the appropriate titles of the Social Security Act. Incumbents evaluate evidence and develop all non‑medical factual and legal issues involving disability, and make final decisions regarding eligibility or entitlement to disability.

Qualifications:

	  GRADE
	EDUCATION
	EXPERIENCE

	
	
	GENERAL
	SPECIALIZED

	GS-5
	4-year course of study leading to a bachelor's degree
	3 years, 1 year of which was equivalent to at least GS-4
	None

	GS-7
	1 full year of graduate level education 

or
superior academic achievement
	None
	1 year equivalent to at least GS-5

	GS-9
	master's or equivalent graduate degree 

or
2 full years of progressively higher level graduate education leading to such a degree 

or
LL.B. or J.D., if related
	None 
	1 year equivalent to at least GS-7

	GS-11
	Ph.D. or equivalent doctoral degree 

or
3 full years of progressively higher level graduate education leading to such a degree 

or
LL.M., if related
	None
	1 year equivalent to at least GS-9

	GS-12
and
above
	None
	None 
	1 year equivalent to at least next lower grade level


Note:  Equivalent combinations of education and experience are qualifying for all grade levels for which both education and experience are acceptable.
General Experience –GS-5

Experience that demonstrates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in administrative, professional technical, investigative, or other responsible work.  Experience in substantive and relevant secretarial, clerical or other responsible work may be qualifying.  Experience of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks) is not creditable.  

Specialized Experience – GS-7 

Experience reviewing facts, evidence, and issues in claims for insurance, benefits, entitlement to insurance, and reconsideration of any post-entitlement determinations for waiver of recovery or for adjustment of incorrect payments and assessment of penalties through the evaluation of evidence and the application of pertinent policies, legal, and regulatory guidelines.  Experience would generally have been gained under the close supervision of senior claims examiners.  Post high school education in a related field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-9

Experience reviewing facts, evidence, and issues in claims for insurance, benefits, entitlement to insurance, and reconsideration of any post-entitlement determinations for waiver of recovery or for adjustment of incorrect payments and assessment of penalties through the evaluation of evidence and the application of pertinent policies, legal, and regulatory guidelines.  Experience should in include preparing determinations relating to the facts, evidence and issues, and approving determinations of award, including computation of benefit amount, to which claimant is entitled. Experience would generally have been gained under the supervision of senior examiners, but have included independent responsibility for segments of the work performed.  Graduate level education in a related field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-11 
Experience reviewing facts, evidence, and issues in claims for insurance, benefits, entitlement to insurance, and reconsideration of any post-entitlement determinations for waiver of recovery or for adjustment of incorrect payments and assessment of penalties through the evaluation of evidence and the application of pertinent policies, legal, and regulatory guidelines.  Experience should include preparing determinations relating to the facts, evidence and issues; approving determinations of award, including computation of benefit amount, to which claimant is entitled; and authorizing payments to claimants.  Experience would generally have been gained under general supervision with independent responsibility for specific claims examining and payment authorizations.  Advanced graduate level education equivalent to PhD level studies in a related field may be substituted for specialized experience at this grade level.  

Specialized Experience – GS-12 and above
Experience serving as an expert reviewing facts, evidence, and issues in complicated claims for insurance, benefits, entitlement to insurance, and reconsideration of any post-entitlement determinations for waiver of recovery or for adjustment of incorrect payments and assessment of penalties through the evaluation of evidence and the application of pertinent policies, legal, and regulatory guidelines.  Experience should include preparing complicated determinations relating to the facts, evidence and issues; approving determinations of sensitive award payments, including computation of benefit amount, to which claimant is entitled; and authorizing payments to claimants.  Experience would generally have been gained under limited supervision with independent responsibility for complicated claims examining and payment authorizations, and have included experience as a technical expert or trainer for other employees.  Education may not be substituted for specialized experience at these grade levels.  

Customer Service Technicians (GS-4/5/6) 

Customer Service Technicians (CSTs) provide a range of assistance to beneficiaries and inquirers by telephone and/or correspondence regarding coverage and wage provisions under Title II of the Social Security Act.  CSTs interview beneficiaries, inquirers and/or their representatives to determine the nature of their problem or interest; explain technical provisions, elicit relevant facts, and resolve problems with payments or eligibility; and provide beneficiaries with information, advice or instructions about eligibility and benefits being paid under retirement, survivors, disability and Medicare insurance programs; and Supplemental Security Income. 
Qualifications: 
	 GRADE/
POSITIONS
	EXPERIENCE
	EDUCATION

	
	GENERAL
	SPECIALIZED
	

	GS-4

	1 year
	None
	2 years above high school

	GS-5


	none
	
1 year equivalent to at least GS-4
	4 years above high school


	GS-6 and
above

	None
	1 year equivalent to at least next lower grade level
	Generally, not applicable


Note:  Equivalent combinations of education and experience are qualifying for all grade levels and positions for which both education and experience are acceptable.  

Specialized Experience – GS-5: 

Experience applying policies, regulations, and procedures to answer inquiries from customers or beneficiaries about entitlement to benefits or services.  Experience should include investigating records, documenting determinations or decisions, and providing responses to concerned parties.  Experience would generally be gained under close supervision of a senior technician.  Education above the high school level may be substituted for specialized experience if the education was in a related field.

Specialized Experience – GS-6 and above: 

Experience applying policies, regulations, and procedures to answer inquiries from customers or beneficiaries about entitlement to benefits or services.  Experience should include investigating records, deciding when fast track or critical processing procedures are necessary, documenting determinations or decisions, providing responses to concerned parties, and explaining complex rules or regulations.  At higher grade levels, experience must show greater independence, responsibility, and an increasing complexity of tasks with fewer established procedures and formal controls, or greater involvement in developing workload procedures.
Legal Positions
Attorney Advisors (GS-12) 

Attorney Advisors perform a variety of activities relating to the hearings and appeals

process including: 

· Advise & assist Administrative Law Judge on complex legal issues

· Draft legally sufficient Administrative Law Judge decisions

· Review Appeals Council remand & court orders to ensure adherence in policy and recommend appropriate action 

· Provide guidance for implementing court orders and precedential court decisions

· Develop & implement litigation strategies

Qualifications:
	Grade
	Qualifications

	GS-9
	Bar Membership

	GS-11
	1 year legal experience

	GS-12
	2 years legal experience


Paralegal Specialists (GS-7/9/11) 

Paralegal Specialists perform a variety of activities relating to the hearings and appeals

process including: 

· Provide technical advice and assistance to Administrative Law Judges (ALJs)

· Analyze, research & develop cases related to Social Security Disability & Retirement benefits

· Review Appeals Council remand & court orders to ensure adherence in policy and recommend appropriate actions

· Assist the ALJs in the formulation of legally defensible decisions that comprehensively address the medical & legal issues as supported by evidence

· Ensure decisions are consistent with adjudication policies in law, regulation and prior rulings

Qualifications:
	Grade
	Education
	General

Experience
	Specialized

Experience

	GS-7
	1 full year of

graduate level

education

      OR

superior academic

achievement
	None
	I year equivalent

to the GS-5

	GS-9
	Master’s or 

equivalent graduate

degree

     OR

2 full years of progressively

higher level graduate

education leading to a degree

    OR

LL.B. Or J.D, if related
	None
	1 year equivalent

to the GS-7

	GS-11
	Ph. D. or equivalent

Doctoral degree

    OR

3 full years of progressively

Higher level graduate 

Education leading to a degree

   OR

LL.M., if related
	None
	1 year equivalent

to the GS-9


Specialized Experience – GS-9

Experience in legal, quasi-legal, paralegal, legal technician or related work that demonstrated the ability to interpret and apply laws, rules, regulations and precedents; the ability to analyze cases; knowledge of legal procedures; and the ability to communicate in writing.  The performance of tasks such as drafting legal documents and briefs; creating research summaries of laws, rules, and regulations; and applying programmatic or legal standards to individual cases would be qualifying.  Experience would generally have been gained under the supervision of senior paralegals or attorneys, but have included independent responsibility for segments of the work performed.  Graduate level education in a related field may be substituted for specialized experience at this grade level. 


Specialized Experience – GS-11 
Experience in legal, quasi-legal, paralegal, legal technician or related work that demonstrated the ability to interpret and apply laws, rules, regulations and precedents; the ability to analyze cases; knowledge of legal procedures; and the ability to communicate complex legal information and rules in writing.  The performance of tasks such as drafting complex legal documents and briefs; writing decision papers or draft decisions for judges or the equivalent; creating research summaries of laws, rules, and regulations using citation standards; and applying programmatic or legal standards to individual legal or entitlement cases would be qualifying.  Experience would generally have been gained under general supervision with independent responsibility for specific assignments or segments of the work performed.  Advanced graduate level education equivalent to PhD level studies in a related field may be substituted for specialized experience at this grade level.
  

Notes:  Education and experience can be combined.  The GS-7 position requires the ACWA exam.

Legal Assistants (GS 4/5/6) 

Legal Assistants provide legal, technical, and clerical support to Administrative Law Judges and other technical/professionals positions in the processing of disability and non-disability cases at the administrative appeal level. Legal Assistants:

· review and analyze medical and legal documentation

· develop and process appeals from receipt to completion

· coordinate case development with medical and legal professionals and the public

· have analytical skills, are attentive to detail, think comprehensively, and work well with at team

Qualifications:
	Grade
	Education 
	Specialized

Experience
	General

Experience

	GS-4
	2 years above high school
	None
	1 year

	GS-5
	4 years above high school
	None
	1 year equivalent to the GS-4

	GS-6 and above
	Not applicable
	1 year 

equivalent to 

next lower grade
	None


Note:  Education and experience can be combined.

General Experience - GS-4:

Experience in progressively responsible clerical, office, or other work that indicates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in secretarial, clerical or other responsible work of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks), but must demonstrate progressive responsibilities.  Post high school education in any field may be substituted for specialized experience at this grade level.
Specialized Experience – GS-5: 

Experience applying laws, rules, or regulations and written guidelines; communicating orally in order to provide information assistance, or instructions to the general public; writing correspondence in response to routine inquiries or requests for information; operating a personal computer or computer terminal.  Experience would generally be gained under close supervision of a senior legal assistant, paralegal, or attorney.  Post high school education in any field may be substituted for specialized experience at this grade level.

Specialized Experience – GS-6 and above: 

Experience applying and interpreting laws, rules or regulations, and written guidelines; communicating orally with a large volume of people from different socioeconomic backgrounds in order to provide or elicit information; writing correspondence in response to technical inquiries and drafting a variety of other written products; performing administrative and clerical processes using a computer. At higher grade levels, experience must show greater independence, responsibility, and an increasing complexity of tasks with fewer established procedures and formal controls, or greater involvement in developing workload procedures.  Education may not be substituted at these grade levels.
Information Technology
Information Technology Management (GS-5/7/9/11/12)
Our Information Technology team designs, develops, and maintains software used to manage SSA’s mission critical programs, management information, and other business programs.  Depending on our qualifications, you may enter these positions at various grade levels.
Qualifications:

	GRADE
	EDUCATION
	EXPERIENCE

	
	
	GENERAL
	SPECIALIZED

	GS-5
	4-year course of study leading to a bachelor's degree
	3 years, 1 year of which was equivalent to at least GS-4 (see below)
	None

	GS-7
	1 full year of graduate level education
	None
	1 year equivalent to at least GS-5 (see below)

	GS-9
	Master’s or equivalent graduate degree 

or

2 full years of progressively higher level graduate education leading to such a degree 
	None
	1 year equivalent to at least GS-7 (see below)

	GS-11
	Ph.D. or equivalent doctoral degree 

or
3 full years of progressively higher level graduate education leading to such a degree 
	None
	1 year equivalent to at least GS-9

	GS-12
and
above
	None
	None
	1 year equivalent to at least the next lower grade


Note:  Equivalent combinations of education and experience are qualifying for all grade levels for which both education and experience are acceptable.

Individual Occupations Requirements: Information Technology Management

Use these individual occupational requirements in conjunction with the qualifications listed above.  

Applicants may meet minimum qualifications for GS-5 and GS-7 positions in two ways.  These are listed below as Alternative A and B.  These alternatives allow eligibility either through demonstrating prior computer-related education or experience (A) or demonstrating general analytical ability through other kinds of education or experience and passing a written test.

	EDUCATION – Undergraduate & Graduate

	Alternative A
	Alternative B

	Major study – computer science, information science, information systems management, mathematics, statistics, operations research or engineering, or course work that required the development or adaptation of computer programs and systems and provided knowledge equivalent to a major in the computer field. 

(For GS-5 – 11)
	Major Study, any field

(For GS-5 and GS-7 only)



	OR

	EXPERIENCE  (GS-7 through GS-9)

	Alternative A
	Alternative B

	Experience that provided a basic knowledge of data processing functions and general management principles that enabled the applicant to understand the stages required to automate a work process.  Experience may have been gained in work such as computer operator or assistant, computer sales representative, program analyst, or other positions that required the use or adaptation of computer programs and systems.
	Meet general experience requirements in the “Group Coverage Qualification Standard for Administrative and Management Positions listed above.”


Note:  General Experience for GS-5 positions

General Experience –GS-5

Experience that demonstrates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in administrative, professional technical, investigative, or other responsible work.  Experience in substantive and relevant secretarial, clerical or other responsible work may be qualifying.  Experience of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks) is not creditable.  

Specialized Experience – GS-7 

Experience in the performance of tasks such as:

· Translating detailed logical steps developed by others into language codes that computers accept where this required understanding of procedures and limitations appropriate to use of a programming language.

· Interviewing subject-matter personnel to get facts regarding work processes, and synthesizing the resulting data into chart showing information flow.

· Operating computer consoles where this involved choosing from among various procedures in responding to machine commands or unscheduled halts.

· Scheduling the sequence of programs to be processed by computers where alternatives had to be weighed with a view to production efficiency.

· Preparing documentation on cost/benefit studies where this involved summarizing the material and organizing it in a logical fashion.

Such skills are typically gained in the computer filed or through performance of work where the primary concern was the subject matter of the computer application (e.g., supply, personnel, chemical process control), and computer related efforts were required to facilitate the basic duties.  Also, work in management analysis, program analysis, or a comparable filed may have provided such skills.  (Such experience may also have been obtained by applicants for GS-9 and GS-11 positions in this field.)

Specialized Experience – GS-9

Experience that demonstrated knowledge of computer requirements and techniques in carrying out project assignments consisting of several related tasks, such as typically in the case in development of minor modifications to parts of a system on the basis of detailed specifications provided.  The assignments must have shown completion of the following, or equivalent:

· Analysis of the interrelationships of pertinent components of the system;

· Planning the sequence of actions necessary to accomplish the assignment; and

· Personal responsibility for at least a segment of the overall project.

Specialized Experience – GS-11 
Experience that demonstrated accomplishment of computer project assignments that required a range of knowledge of computer requirements and techniques. For example, assignments would show, on the basis of general design criteria provided, experience in developing modifications to parts of a system that required significant revisions in the logic or techniques used in the original development. Accomplishments, in addition to those noted for the GS-9 level, normally involve the following, or the equivalent: 

· Knowledge of the customary approaches, techniques, and requirements appropriate to an assigned computer applications area or computer specialty area in an organization; 

· Planning the sequence of actions necessary to accomplish the assignment where this entailed coordination with others outside the organizational unit and development of project controls; and 

· Adaptation of guidelines or precedents to the needs of the assignment. 

Specialized Experience – GS-12 and above
Experience that demonstrated accomplishment of computer project assignments that required a wide range of knowledge of computer requirements and techniques pertinent to the position to be filled. This knowledge is generally demonstrated by assignments where the applicant analyzed a number of alternative approaches in the process of advising management concerning major aspects of ADP system design, such as what system interrelationships must be considered, or what operating mode, system software, and/or equipment configuration is most appropriate for a given project.

Computer Assistant (GS-5/6)
Computer Assistants typically provide support to a team of IT specialists and analysts performing systems analysis, requirements development, data processing, systems programming, validation testing, or other support workloads.  Assistants key data from a variety of source documents; retrieve, check, and deliver printouts; schedule and coordinate software testing; assist in resolution of problems concerning operating procedures, and control batch processing of data.  Sometimes Computer Assistants help review requests for SSA network services; perform administrative duties such as compiling reports, tabulations, and other materials for use by management; examine data for deviations, apparent overlap, or duplication; and bring problem areas to the attention of the IT Specialists or management.

Qualifications: 

	GRADE/
POSITIONS
	EXPERIENCE
	EDUCATION

	
	GENERAL
	SPECIALIZED
	

	GS-5
	none
	
1 year equivalent to at least GS-4
	4 years above high school

	GS-6 and
above
	None
	1 year equivalent to at least next lower grade level
	Generally, not applicable


Note: Equivalent combinations of education and experience are qualifying for all grade levels and positions for which both education and experience are acceptable.
Specialized Experience – GS-5: 

Experience in the performance of tasks such as routine data processing, data entry, managing printouts, and other computer related tasks that consist of routine duties, maintenance, or monitoring with structured procedures and controls.  Education above the high school level may be substituted for specialized experience if the education was in a related field.

Specialized Experience – GS-6 and above: 

Experience in the performance of tasks such as data processing, data entry, using computer control commands and techniques, batch processing data, assisting with analysis, reviewing programming or system outputs, managing printouts, and other computer related tasks that consist of routine duties, maintenance, or monitoring.  At higher grade levels, experience must show greater independence, responsibility, and an increasing complexity of tasks with fewer established procedures and formal controls, or greater involvement in developing workload procedures.

Administrative Support

Management Analyst (GS-5/7/9/11/12)
Management analysts typically plan and conduct a variety of management and operational studies of workload and administrative activities.  Analysts formulate and recommend goals, objectives and schedule dependencies on the basis of legislation, policy directives, program forecasts, technological developments and predicted changes.  Such recommendations serve as the basis for developing and evaluating alternative approaches for meeting management goals.  Analysts negotiate necessary support from other components to meet stated goals and objectives; plan and conduct studies of the interrelationships of component activities, the appropriate assignment of work and staff, the effectiveness of procedures, the efficient utilization of personnel resources, and other management requirements; draft procedures and guidelines for management; and analyze work plans and controls.

	GRADE
	EDUCATION
	EXPERIENCE

	
	
	GENERAL
	SPECIALIZED

	GS-5
	4-year course of study leading to a bachelor's degree
	3 years, 1 year of which was equivalent to at least GS-4 (see below)
	None

	GS-7
	1 full year of graduate level education
	None
	1 year equivalent to at least GS-5 (see below)

	GS-9
	Master’s or equivalent graduate degree 

or

2 full years of progressively higher level graduate education leading to such a degree 

or

LL.B. or J.D., if related
	None
	1 year equivalent to at least GS-7 (see below)

	GS-11
	Ph.D. or equivalent doctoral degree 

or

3 full years of progressively higher level graduate education leading to such a degree 

or

LL.M., if related
	None
	1 year equivalent to at least GS-9

	GS-12
and
above
	None
	None
	1 year equivalent to at least the next lower grade


Note:  Equivalent combinations of education and experience are qualifying for all grade levels for which both education and experience are acceptable.

General Experience –GS-5

Experience that demonstrates the ability to:

· Analyze problems to identify significant factors, gather pertinent data, and recognize solutions;

· Plan and organize work; and

· Communicate effectively orally and in writing.

Such experience may have been gained in administrative, professional technical, investigative, or other responsible work.  Experience in substantive and relevant secretarial, clerical or other responsible work may be qualifying.  Experience of a general clerical nature (typing, filing, routine procedural processing, maintaining records or other non-specialized tasks) is not creditable.  

Specialized Experience – GS-7 

Experience in the performance of tasks such as management and operational studies of workload and administrative activities; formulating and recommending goals, objectives and schedules; and other work in management analysis, program analysis, or a comparable field.  Experience would generally have been gained under the close supervision of senior analysts.  Post high school education in a related field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-9

Experience in the performance of tasks such as management and operational studies of workload and administrative activities; formulating and recommending goals, objectives and schedules; presenting studies, solutions, and findings to management; negotiating support, procedures, and timetables; and other work in management analysis, program analysis, or a comparable field.  Experience would generally have been gained under the supervision of senior analysts, but have included independent responsibility for segments of the work performed.  Graduate level education in a related field may be substituted for specialized experience at this grade level. 

Specialized Experience – GS-11 
Experience in the performance of tasks such as management and operational studies of workload and administrative activities; formulating and recommending goals, objectives and schedules; presenting studies, solutions, and findings to management; negotiating support, procedures, and timetables; analyzing legislation, policy directives, program forecasts; implementing technological developments; and other work in management analysis, program analysis, or a comparable field.  Experience would generally have been gained under general supervision with independent responsibility for specific assignments or segments of the work performed.  Advanced graduate level education equivalent to PhD level studies in a related field may be substituted for specialized experience at this grade level.  

Specialized Experience – GS-12 and above
Experience in the performance of tasks such as management and operational studies of workload and administrative activities; formulating and recommending goals, objectives and schedules; presenting studies, solutions, and findings to management; negotiating support, procedures, and timetables; analyzing legislation, policy directives, program forecasts; implementing technological developments; planning and conducting studies of the interrelationships of component activities, the appropriate assignment of work and staff, the effectiveness of procedures, the efficient utilization of personnel resources; and other work in management analysis, program analysis, or a comparable field.  Experience would generally have been gained under limited supervision with independent responsibility for assignments and included complex studies, problems, or procedures with significant impact on the organization.  Education may not be substituted for specialized experience at these grade levels.  

Management Assistant (GS-5/6)
Management Assistants typically perform a variety of administrative duties such as compiling reports, tabulations, and other materials for use by management; ensuring that the information supplied is complete and accurate; examining data for deviations, apparent overlap, or duplication; and bringing problem areas to the attention of the lead analyst or management.  Assistants sometimes conduct studies of existing workflow procedures or administrative processes and prepare descriptive reports detailing where changes are required and provides suggestions for improvement.

Qualifications:
	GRADE/
POSITIONS
	EXPERIENCE
	EDUCATION

	
	GENERAL
	SPECIALIZED
	

	GS-5
	none
	
1 year equivalent to at least GS-4
	4 years above high school

	GS-6 and
above
	None
	1 year equivalent to at least next lower grade level
	Generally, not applicable


Note: Equivalent combinations of education and experience are qualifying for all grade levels and positions for which both education and experience are acceptable.
Specialized Experience – GS-5: 

Experience in the performance of tasks such as compiling reports, tabulations, and other materials for use by management; ensuring that the information supplied is complete and accurate; examining data for deviations, apparent overlap, or duplication; and other tasks that consist of routine duties, with structured procedures and controls.  Education above the high school level may be substituted for specialized experience if the education was in a related field.

Specialized Experience – GS-6 and above: 

Experience in the performance of tasks such as compiling reports, tabulations, and other materials for use by management; ensuring that the information supplied is complete and accurate; examining data for deviations, apparent overlap, or duplication; and bringing problem areas to the attention of the lead analyst or management.  At higher grade levels, applicants must have experience conducting studies of existing workflow procedures or administrative processes and prepare descriptive reports detailing where changes are required and provides suggestions for improvement.  Experience for higher grade levels should show greater independence, responsibility, and an increasing complexity of tasks with fewer established procedures and formal controls, or greater involvement in developing workload procedures.

Earnings Specialist (ES) (Clerical and Administration) (GS-4/5/6)
Earning Specialists analyze, investigate, reconcile, and adjust earnings data reported by employers for wage earners on the Master Earnings File (MEF) using on-line and off-line data systems.  Actions based on inquiries from field offices, PSCs and other Federal, state and local agencies involved in the resolution of claims and other earnings-related problems from claimants, the public, employers and pension fund administrators become a permanent part of SSA’s earnings record database and as such affect determinations of Social Security entitlement and benefit amounts and the Trust Funds accounting/certification process.

Qualifications: 

	GRADE/
POSITIONS
	EXPERIENCE
	EDUCATION

	
	GENERAL
	SPECIALIZED
	

	GS-4

	1 year
	None
	2 years above high school

	GS-5


	
none
	

1 year equivalent to at least GS-4
	4 years above high school


	GS-6 and
above
All positions
	None
	1 year equivalent to at least next lower grade level
	Generally, not applicable


Note: Equivalent combinations of education and experience are qualifying for all grade levels and positions for which both education and experience are acceptable.  
Specialized Experience – GS-5: 

Experience coding data, analyzing system generated reports, developing reports, reviewing correspondence, and maintaining or updating records.  Experience should include investigating records, documenting record changes, reviewing reports, and taking actions according to established protocols.  Experience would generally be gained under close supervision of a senior technician.  Education above the high school level may be substituted for specialized experience if the education was in a related field.

Specialized Experience – GS-6 and above: 

Experience coding data, analyzing system generated reports, developing reports, reviewing correspondence, and maintaining or updating records.  Experience should include investigating records, documenting record changes, reviewing reports, taking actions to correct records, updating and addressing missing data, and interpreting or researching established protocols.  At higher grade levels, experience must show greater independence, responsibility, and an increasing complexity of tasks with fewer established procedures and formal controls, or greater involvement in developing workload procedures.
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