
Asking the 
Right Questions
Analyzing the PD and Class Spec



Position Description and Class Spec



Position Description and Class Spec – General 
Description

• How is this position giving consultative advice on the administrative, policy, 

programmatic and management aspects of agency operations? (To who? Why?)

• How is this position developing long-range plans, goals, objectives and milestones; or 

evaluating the effectiveness of programs throughout an agency, or regional 

structure of equivalent scope?



Position Description and Class Spec – General 
Description

• How is the position doing work that’s of major significance to the agency, and often 

serve as the basis for new administrative systems, legislation, regulations or programs 

(what are they?); results upon implementation would significantly change major 

administrative aspects of programs (what aspects? How?); or substantially affect the 

quality and quantity of benefits and services provided to the agency customers (Who? 

How?).



Position Description and Distinguishing 
Features
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