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Introduction

During the meeting of the Working Group to Review the Proposed Program Budget of the CAAP held on August 27, 2009, delegations requested additional information regarding:

-
Classification and re-classification of posts

-
Position audits and
-
Vacancy announcements

In response to those inquiries, the Department of Human Resources (DHR), within the Secretariat for Administration and Finance, is pleased to provide the Member States with this information memorandum providing:

A. 
Background on the classification of posts

B. 
Re-classification of posts

C. 
Reclassification process

D. 
Vacancy announcements

E. 
Data on recent competitions, position audits and re-classifications

A.  Background on the Classification of Posts:

All posts in the General Secretariat are classified according to standards developed by the United Nations System and used by most of the other international organizations. In accordance with the United Nations Classification Standards, there are 
14 grades within three categories:

·  General Services category comprised of seven grades: G-1 to G-7

·  Professional category comprised of five grades: P-1 to P-5

·  Senior Executive category comprised of two grades: D-1 and D-2.
The General Standards of the GS/OAS require that every post (or position) have a description of the duties and responsibilities assigned to that position.  Supervisors are responsible for preparing these descriptions under the guidance of the DHR. To ensure the assignment of appropriate grades and titles to all posts in the GS/OAS, Staff Rule 102.1(a) assigns to DHR the responsibility for ensuring that the grade of each post is compatible with its duties and level of responsibility and in accordance with the United Nations Classification Standards.  The grade of each post is determined based on a “desk audit” of the post conducted by DHR and/or an external auditor. The level of complexity of the duties and responsibilities assigned to a post will determine the grade assigned to that function. 

B.  Re-Classification of Posts
Any staff member may be instructed to assume temporarily duties and responsibilities of a post of a higher level as part of his/her regular work and without additional compensation for a period of up to six months. However, when such assignment is expected to exceed six months and be permanent, it is necessary to conduct a post review (or audit) to determine if the new assigned duties affect the level and grade of the post held by the staff member. An external expert in classification of posts conducts the post review and the methodology used is the same one established and followed in the United Nations. Once the post is audited and the results indicate that the level of responsibilities corresponds to a higher grade, then a reclassification of the post takes place.

In practice, the increasing amount of new programs and activities in the GS/OAS and the current restrictions on the hiring of additional staff members have resulted in substantial permanent modifications to the nature of the duties and responsibilities assigned to a significant number of posts. Such permanent modifications have warranted the reclassification of a number of posts in the Regular Fund.

C.  Reclassification Process

If a post is reclassified at a higher grade, the incumbent will begin receiving a Special Duties Allowance. This is the difference between the salary of the current grade level and the salary of the reclassified grade level of the post, until the post goes through competition. 

A Special Duty Allowance will be granted for a period beginning six months after the individual assumed the new responsibilities and for a maximum of an additional 18 months without interruption.  

D.  Vacancy Announcements

Based on the Staff Rules, the following posts must be announced for competition: 

A. VACANT POST: The post is not currently occupied by an incumbent and the vacancy is announced externally (i.e., in the SG/OAS website).  Any candidate, internal and external, may apply and be considered for this opening.

B. COMPETITION DUE TO RE-CLASSIFICATION: The post has been re-classified to a higher grade and is currently occupied by an incumbent.  The post can be announced either internally or externally: externally when the incumbent occupying the post has never been appointed to a GS/OAS post through competition, and internally when the incumbent was once appointed through competition. When the announcement of a post is done internally, only staff members may apply and be considered.

C. COMPETITION AFTER 3 YEARS OF A “SERIES A” CONTRACT (SHORT TERM CONTRACT):  According to the Staff Rules, no incumbent may remain on a short/fixed term contract for more than 3 years while financed by the Regular Fund. Before the contract reaches the 3-year mark, the incumbent must go through a competition. When this occurs, the post must be announced externally.

Please refer to the following Staff Rules for further reference:

Rule 104.7 Competitions for Filling Vacant Posts
Rule 103.7 Allowances for Special Duties

Rule 104.4, Personnel Appointed Under Fixed-Term Contracts
E.  Data on Recent Competitions, Audits and Reclassifications:

The 2006 Approved Program Budget states that “The restructuring of the General Secretariat in accordance with Executive Order 05-03 corr. 1 and limitations placed in the Regular Fund Budget of 2006 will require the redesign of job functions in many positions in the General Secretariat and the rewriting of job descriptions. These new positions will need to be audited to determine the correct grade level.”  

In the 2007 Approved Program Budget, AG/RES. 2257 (XXVI-O/06) the General Secretariat was instructed “to perform a post audit on any position whose funding source is transferred from specific funds to the Regular Fund”

For several years, GS/OAS posts were not reviewed for reclassification and, as a result, a backlog of post audits has occurred in recent months. Since January 1, 2007 and through July 31, 2009, the GS/OAS has worked to regularize these cases and has conducted 85 post audits.

In 2007, a UN external expert on classification of posts was contracted to conduct desk audits for the first backlog of 40 cases. In 2008 and 2009, with the additional support of two more UN experts, the GS/OAS finished the audits of the remaining backlog of cases.

The following table provides information on the results of the 85 posts audited from 2007 to today:

Audit: 85 cases reviewed, with an estimated cost for conducting the audit exercise of US$38,225.
	Grade/Post
	Grade Increase
	Grade Maintained
	Grade Decrease
	Total

	Professional Posts
	43
	5
	0
	48

	General Services Posts
	32
	5
	0
	37

	Total
	75
	10
	0
	  85


As a result of the reclassification of posts, the annual financial impact for each of the years 2008 and 2009 is noted below:
Re-Classification: 85* cases with an average estimated additional annual payroll cost of:

	Regular Fund
	US$350,000

	Specific Fund
	                                                   US$120,000

	TOTAL
	US$470,000


* The 10-cases difference between the posts that resulted in grade increases after the recent desk audit (audit table above) and the re-classification table is due to the fact that in the latter case, the audits were conducted before 2007 but no compensation adjustment was initiated until 2007. 

Competition: 98 cases

From January 1, 2007 through July 31, 2009, the GS/OAS administered 98 competitions.  The table below provides additional details:

	Grade/Post
	Reason for Competition
	

	
	Vacant
	Reclassification
	 End 3 yrs Series A Contract
	Total

	Professional Posts
	12
	31
	23
	66

	General Services Post
	0
	22
	10
	32

	Total
	12
	53
	33
	98


In “competitions” due to re-classification of posts and/or the conclusion of a “Series A” contract, 98% of the cases were awarded to the incumbent.
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� 	This corrigendum corrects for the references on part “E.  Data on Recent Competitions, Audits and Reclassifications”.





