
MEMORANDUM

To:	DAS Classification and Compensation

From:	Name , Working Title  
	Agency 

Date:	SELECT DATE

Subject:	Classification Analysis – Unclassified Service, Principal Assistant


POSITION DATA

Incumbent:				Click or tap here to enter text.
Supervisor:				Click or tap here to enter text.
Division/Section:			Click or tap here to enter text.
Current PPDB Position Number:	Click or tap here to enter text.
Current WD ID Number:		Click or tap here to enter text. 
Current Service Type Designation:	Click or tap here to enter text.

Requested Service Type Designation:	Unclassified Service, Principal Assistant

BACKGROUND & BUSINESS NEED
Describe in detail what has changed in the organization, creating a need for this position and the position’s purpose. For example, is there a new program? Is this position being established to provide additional resources? 

Click or tap here to enter text.

Service Type Designation

[bookmark: _Hlk207896400]ORS 240.205(4) indicates that positions may be designated as Unclassified Service Principal Assistants if they meet the following criteria:

1. The position is the manager of a major agency organizational component,
2. The position reports directly to an executive or administrative officer listed in subsection (1) to (3), or a deputy as defined in subsection (4), of ORS 240.205, and,
3. Who is designated as such by that executive or administrative officer with the approval of the Director of the Oregon Department of Administrative Services.

1. Major Agency Organizational Component	Comment by ROMAN Bill * DAS: Describe what the major organizational component is and how it meets the criteria of a major organizational component.

Why is this group a major organizational component, what impact does this position and group have within the agency?

Has the position been designated as managing a major organizational component? How? By who? Best practice, an email from the executive/ administrative officer designating the position as a manager of a major organizational component and that executive/administrative officer’s signature as the appointing authority on the position’s PD.
Explain in detail how this position manages a major organizational component of the agency. Describe what the major organizational component is and how it meets the necessary criteria.

Major Organizational Component Conclusion
Summarize your description of the major organizational component.

2. Reporting Structure	Comment by ROMAN Bill * DAS: Describe how the position’s reporting structure supports ORS 240.205(4). This should connect the position to a manager/executive/administrator who meets the criteria for ORS 240.205(1) - (3), or a deputy as described in ORS 240.205(4).

Best practice. Start from the agency director and work down to the position’s direct manager, describing each position and how they meet the necessary criteria.

Agency Director
Explain how the agency director meets the necessary criteria to be designated as such.

Deputy Director (if needed)
If the position in question reports to the agency’s deputy director, explain how the deputy director meets the necessary criteria.

Other Manager Position (if needed)
If the position reports to a different manager, explain how that manager meets the necessary criteria as an executive or administrative officer listed in subsections (1) to (3) or deputy of ORS 240.205.

Reporting Structure Conclusion
Click or tap here to enter your summary of how the position meets the reporting structure criteria of ORS 240.205(4).

3. Designation and DAS Approval Request

This position meets the criteria to be designated as unclassified service under ORS 240.205(4) as a principal assistant. 
· It manages Click or tap here to enter the name/title of the major organizational component., a major organizational component of the agency.
· It reports to Click or tap here to enter the title of the individual this position reports to., which meets the criteria of Click or tap here to enter the criteria the executive or administrative officer under ORS 240.205(Click or tap here to enter the subset of ORS 240.205 that this position’s manager meets.).
· The agency’s Director, or other authorized executive or administrative officer, has designated this position as the manager of a major organizational component that meets the criteria under ORS 240.205(4) principal assistant.

Therefore, we are requesting that the Director of the Oregon Department of Administrative Services approve this request to designate this position as an unclassified service principal assistant under ORS 240.205(4).
