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SUBJ:  The VBA COHO Template Library - A Shortcut to Creating and Classifying Positions Using the COHO Classification System





In order to reduce the time and effort required to create and classify VBA's frequently used position descriptions (PDs) using the new COHO Classification System, a team of employees including both VBA functional experts and Human Resource specialists developed a shortcut tool called the VBA COHO Template Library. 



What is the VBA COHO Template Library?



The VBA COHO Template Library is a repository for already-created VBA PDs that:



reflect like work performed by significant numbers of employees

typically apply to work done at multiple locations across VBA

contain standardized formatting and content





How will this Template Library aid users?



The VBA COHO Template Library will aid users because it:



contains properly classified PDs with primary duties provided in correct order and  format

achieves consistency for essentially similar positions across VBA

allows users to select applicable PDs in a quick and simple fashion 

will have other information, required by the Shared Service Center (SSC) for recruitment, such as:

Knowledge, Skills, and Abilities (KSA) 

Crediting Plans

�Page 2.





When can I use the Template Library? 



By the end of 2000 approximately two-thirds of the most populated positions will be available in the VBA COHO Library, and more are being completed.  The VBA Template Library work group is editing the next group of positions to be added to the Library.  New positions such as  supervisory positions for the Regional Loan Centers for Loan Guaranty and Regional Processing Offices for Education,; as well as additional Veterans Service Center positions should be included in the Library in the near future. 



Why aren’t all of VBA’s commonly used PDs in the Library now?



Some positions that will be in the Library are not yet there for varying reasons.  Those requiring more work will be added to the Library after:



content revision by VBA management

modifications to the COHO Classification System to accommodate VBA specific verbiage

editing by members of the VBA Template Library Task Force,

additional changes to the computerized systems in order to integrate the Library with the coming COHO staffing process.



What are the requirements for using PDs in this Library?



Although most PDs in the Template Library have been placed there as examples, Library PDs in certain series are intended to be used as provided in the Library, by all supervisors.  This is to ensure that:

 

those positions requiring certain lines of progression are not modified in any significant way

there will be nationwide classification consistency among like positions.



The position descriptions that must be used are:



C&P Service (Veterans Service Center) - GS-303, 930, 996 and 1801

Education Service - GS-996 and 1801

Loan Guaranty (Regional Loan Centers) - GS-1165

Vocational Rehabilitation & Education Service - GS-101 and 180 
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The list may be changed from time to time, but for the most part, use of Library PDs other than those listed above are optional.



How will users receive information about new entries into the Library?



Users will receive e-mail bulletins sent to regional offices as the Library becomes populated with additional PDs.



How can users recruit for the positions that cannot be created from scratch and are not in the Library?



SSC officials have agreed on a temporary basis to allow VBA supervisors to send in paper copies of existing classified PDs and other required documents (e.g., KSAs and Crediting) for those and other one-of-a kind jobs.  



After required systems modifications are completed, paper copies of PDs will no longer be accepted by the SSC.



Who should users contact for further information?



Contact the following two members of the VBA COHO Template Library Task Force for specific Library or technical PD development information.

 

Fran Tandarich at 215-842-2000, extension 4129



Janis Wood at 602-640-4824





								\s\



Joseph Thompson

Under Secretary for Benefits 





Attachments:  

COHO VBA Template Library Quick Reference Guide

Listing of Template Positions

�COHO VBA TEMPLATE LIBRARY QUICK REFERENCE GUIDE



(STEP-BY-STEP DIRECTIONS FOR ACCESSING, VIEWING, PRINTING AND

SAVING POSITION DESCRIPTIONS IN THE COHO VBA TEMPLATE LIBRARY)



1.  CONNECT TO HR LINK$  



IN MOST VBA STATIONS THE HR LINK$ ICON CAN BE FOUND BY FOLLOWING THIS SEQUENCE: 

- START MENU - COMMUNICATIONS - HR LINK$ ICON



2.  the hr link$ MENU screen WILL APPEAR



click ON THE “cohO” ICON



3.  TO SEE THE LIST OF VBA POSITIONS IN THE VBA TEMPLATE LIBRARY 



CLICK ON “LIST OF POSITIONS YOU CAN CREATE AND CLASSIFY IN COHO”



THE SCREEN THAT HAS “CLASSIFIABLE POSITIONS” AT THE TOP WILL APPEAR



ON THIS SCREEN CLICK ON “VBA AGENCY TEMPLATES”



	YOU WILL SEE A SCREEN THAT HAS THE HEADING “LIST OF VBA AGENCY 

TEMPLATES CURRENTLY AVAILABLE IN COHO”



NOTE:  THIS SECTION WILL BE UPDATED PERIODICALLY BY THE HR LINK$ STAFF 



4.  TO ACTUALLY VIEW POSITIONS CURRENTLY IN THE VBA TEMPLATE

     LIBRARY YOU WILL NEED TO USE YOUR COHO USER ID AND PASSWORD.



CLICK ON THE BACK ARROW OF YOUR BROWSER UNTIL YOU REACH THE MAIN COHO MENU

SCREEN



CLICK ON THE GRAY “COHO” BUTTON



ENTER YOUR USER ID AND PASSWORD IN THE COHO LOGIN BOX 



CLICK “OKAY”



IF YOU DO NOT HAVE A USER ID OR PASSWORD, PLEASE CONTACT YOUR HUMAN RESOURCES

LIASION



5.  THE NEXT SCREEN THAT WILL APPEAR WILL HAVE TABS THAT SAY

     “NEW”, “OPEN”, “TEMPLATES”AND “INSTRUCTIONS” 



CLICK ON THE “TEMPLATES” TAB



6.  A SCREEN WILL APPEAR WITH A LIST OF AVAILABLE TEMPLATES 

     (NCA, OGC, OIG, SSC, VBA , AND VHA)



CLICK ON “VBA TEMPLATES” - IT WILL BECOME HIGHLIGHTED



CLICK THE “OPEN” BUTTON ON THE BOTTOM LEFT OF THE SCREEN







7.  ONCE THE SCREEN WITH THE VBA TEMPLATES ON IT APPEARS, USE THE

     SCROLL BAR TO VIEW THE POSITIONS THAT ARE IN THE LIBRARY



8.  TO VIEW A POSITION DESCRIPTION 



CLICK ON THE POSITION YOU WISH TO VIEW - IT WILL BECOME HIGHLIGHTED



CLICK THE “OPEN” BUTTON ON THE BOTTOM LEFT OF THE SCREEN



9.  A SCREEN THAT IS TITLED “POSITION INFORMATION” WILL NOW BE

     VISIBLE



CLICK “OK” IN THE BOTTOM RIGHT OF THE SCREEN



10.  ON THE NEXT SCREEN CLICK ON THE “REPORT” HEADING



CLICK ON THE  “POSITION DESCRIPTION” OPTION



ON THE NEXT SCREEN CLICK ON “GENERATE”



A SCREEN THAT IS TITLED “POSITION DESCRIPTION OPTIONS” WILL APPEAR



CLICK ON “OK”



11.  YOU CAN NOW VIEW THE POSITION DESCRIPTION ON THE SCREEN BY

       USING THE SCROLL BAR



12.  TO PRINT THE POSITION DESCRIPTION



CLICK ON THE “PRINT” BUTTON



A SCREEN ENTITLED “COHO REPORT - MICROSOFT INTERNET EXPLORER” WILL 

APPEAR 



UNDER THE “FILE” HEADING SELECT “PRINT” OR CLICK ON THE PRINTER ICON



CLICK “OKAY” TO OBTAIN A PRINTED COPY



13.  IF YOU WISH TO MODIFY A POSITION FOR LOCAL USE YOU WILL NEED TO



SELECT “SAVE AS” FROM THE FILE MENU



CLICK IN THE BLOCK THAT HAS “UNTITLED” IN IT 



NAME THE POSITION - IT IS SUGGESTED YOU RETITLE THE POSITION - PERHAPS YOU WILL

ONLY WANT TO REPLACE VBA IN THE TITLE WITH YOUR STATION NUMBER 



ONCE YOU RENAME THE POSITION, CLICK THE “SAVE” BUTTON



THIS WILL SAVE THE POSITION UNDER THE “OPEN” TAB AND IT WILL ONLY BE ACCESSIBLE

WITH YOUR USER ID AND PASSWORD



ONCE THE POSITION DESCRIPTION IS SAVED IN THIS MANNER, YOU CAN THEN MAKE

CHANGES, ADDITIONS, OR DELETIONS TO THE POSITION DESCRIPTION



�VBA Agency Templates

FILE NAME�PP�SER�GR�TITLE�ORGANIZATIONAL 

TITLE�STATUS��AGENCY��������VBA-0101-12-28-RO (VRC)�GS�0101�12�Vocational Rehabilitation Counselor��Agency��VBA-0180-12-28-RO�GS�0180�12�Counseling Psychologist��Agency��VBA-0301-12-28-RO (ES)�GS�0301�12�Employment Specialist��Agency��VBA-0303-04-21-RO�GS�0303�4�Program Support Clerk��Agency��VBA-0305-03-21-RO (File)�GS�0305�3�File Clerk��Agency��VBA-0305-03-24-RO (Mail)�GS�0305�3�Mail Clerk��Agency��VBA-0305-04-21-RO (File)�GS�0305�4�File Clerk��Agency��VBA-0305-05-24-RO (Mail)�GS�0305�5�Mail Clerk��Agency��VBA-0334-09-20S (Austin)�GS�0334�9�Computer Specialist (Systems Analyst)��Agency��VBA-0334-09-2S-RO (CSSA)�GS�0334�9�Computer Specialist (Systems Analyst)��Agency��VBA-0334-11-20S (Austin)�GS�0334�11�Computer Specialist (Systems Analyst)��Agency��VBA-0334-11-2S-RO (CSSA)�GS�0334�11�Computer Specialist (Systems Analyst)��Agency��VBA-0334-12-20S (Austin)�GS�0334�12�Computer Specialist (Systems Analyst)��Agency��VBA-0334-12-20S (StPete)�GS�0334�12�Computer Specialist (Systems Analyst)��Agency��VBA-0334-12-2S-RO (CSSA)�GS�0334�12�Computer Specialist (Systems Analyst)��Agency��VBA-0334-13-20S (StPete)�GS�0334�13�Computer Specialist (Systems Analyst)��Agency��VBA-0343-12-OO-RO (MA)�GS�0343�12�Management Analyst��Agency��VBA-0343-13-OO-RO (MA)�GS�0343�13�Management Analyst��Agency��VBA-0343-13-21-CO�GS�0343�13�Program Analyst��Agency��VBA-0503-05-24-RO�GS�0503�5�Fiscal Accounts Clerk��Agency��VBA-0503-07-24-RO�GS�0503�7�Accounts Receivable Technician��Agency��VBA-0510-09-24-RO�GS�0510�9�Accountant��Agency��VBA-0510-11-24-RO�GS�0510�11�Accountant��Agency��VBA-0525-07-24-RO�GS�0525�7�Accounting Technician��Agency��VBA-0530-06-24-RO�GS�0530�6�Teller��Agency��VBA-0540-05-24-RO�GS�0540�5�Voucher Examiner��Agency��VBA-0963-09-21-RO�GS�0963�9�Legal Instruments Examiner (Fiduciary)��Agency��VBA-0996-09-21-RO�GS�0996�9�Veterans Claims Examiner�VSR�Agency��VBA-0996-10-21-RO�GS�0996�10�Veterans Claims Examiner�VSR�Agency��VBA-0996-10-22-RPO (Education)�GS�0996�10�Veterans Claims Examiner�Education Case Manager�Agency��VBA-0996-11-21-RO�GS�0996�11�Veterans Claims Examiner�VSR�Agency��VBA-0996-11-22-RPO (Education)�GS�0996�11�Veterans Claims Examiner�VCE - Education�Agency��VBA-0996-12-21-RO (Rating VSR)�GS�0996�12�Veterans Claims Examiner (Ratings Specialist)�Rating VSR�Agency��VBA-0996-12-22-RPO (Education)�GS�0996�12�Supv Veterans Claims Examiner�Education Supervisor�Agency��VBA-0996-13-21-CO�GS�0996�13�Veterans Claims Examiner�Senior VSR�Agency��VBA-0996-13-21-RO (MRVSR)�GS�0996�13�Veterans Claims Examiner (Instructor)/(Ratings

 Specialist)�Master Rating VSR�Agency��VBA-0996-13-22-RPO (Education)�GS�0996�13�Supv Veterans Claims Examiner�Assistant Education Officer�Agency��VBA-0996-14-22-RPO (Education)�GS�0996�14�Supv Veterans Claims Examiner�Education Officer�Agency��VBA-1165-09-26-RLC (LAS)�GS�1165�9�Loan Specialist (Realty)��Agency��VBA-1165-09-26-RLC (LP)�GS�1165�9�Loan Specialist (Realty)��Agency��VBA-1165-11-26-RLC (LAS)�GS�1165�11�Loan Specialist (Realty)��Agency��VBA-1165-11-26-RLC (LP)�GS�1165�11�Loan Specialist (Realty)��Agency��VBA-1165-12-26-RLC (LAS)�GS�1165�12�Lead Loan Specialist (Realty)��Agency��VBA-1165-12-26-RLC (Lead LP)�GS�1165�12�Lead Loan Specialist (Realty)��Agency��VBA-1165-12-26-RO (SAH)�GS�1165�12�Loan Specialist (Realty)��Agency��VBA-1171-09-26-RO (CV)�GS�1171�9�Appraiser��Agency��VBA-1171-11-26-RO (CV)�GS�1171�11�Appraiser��Agency��VBA-1801-10-21-RO�GS�1801�10�Field Examiner��Agency��VBA-1801-10-22-RPO (Compliance Survey)�GS�1801�10�Education Compliance Survey Specialist��Agency��VBA-1801-11-22-RPO (ELR)�GS�1801�11�Education Liaison Representative��Agency��VBA-1801-13-22-RPO (Education)�GS�1801�13�Supv Education Compliance Survey Specialist�Chief Education Liaison Officer�Agency��


