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Organizational Hierarchy 

Maddie  

Manager 

Rhett 

Jefferson 
Vet Adams Lonnie Loco James Oak Toni Temp 

Joe Fegli Johnny Jones 



What Links People and Positions? 

REPORTS TO!! 



People and Positions 

This is my position. 

No one else can sit  

here until I leave it!  

Thank ya, thank ya 

 verra much! 

# 65421102 



How is it all related? 

JOB CODE 
 

Occupational Series 

Pay Plan 

Grade 

Duties and Responsibilities 

POSITION 
 

Location 

Reports To 

Competitive Level 

Job Code 

EMPLOYEE 
 

Salary 

Appointment Type 

Position 

STEP 1 –  

Build a job code 

STEP 2 –  

Build a position.  

Then associate  a 

job code with the 

position 

STEP 3 –  

Hire an employee 

and assign them to 

a Position, which 

holds a Job Code 



MSS 

 

Workflow 



Workflow 



Workflow 



Exercise 2 

 Setting Workflow Profile  



Exercise 2  

Setting Workflow Profile 



MSS 

 

Pick a Proxy 



Pick a Proxy 



Setting Up a Proxy 



MSS 
 

Initiating Personnel Actions  



Initiating Personnel Actions 

• Two types of Personnel Actions (PARs) 
initiated by a manager 

– Position Related 

– Non-Position Related 

• Position related PARs  
– Affect an employee AND a position 

– Are initiated by the GAINING manager 

– Example: Reassignments and Promotions 

• Non-position related PARs only affect the 
employee 

– Example: Suspension or Award.   

 



Initiating a Position Related PAR 

• Select Employee 

• Select PAR action 

• Do you want to use a Vacant Position? 

– Yes 

• Select vacant position from list 

• Initiate PAR 

– No 

• Select job code from Position Description (PD) 

Library. 

• HR Connect builds the position. 

• Initiate PAR 



Automatic Position Generation 

• When a vacant position is not selected, the system 
automatically generates a position when initiating 
the following actions: 

– Reassignment 

– Change to Lower Grade 

– Competitive Perm Promotion 

– Temp Promotion 

– Detail 

• Positions are not generated by the system when 
initiating the following actions: 

– Career Ladder Promotion 

– Termination of Temp Promotion 



Exercise 3 
 Manager Initiated PAR 

Suspension  



Exercise 3 Suspension 



Exercise 3 – Suspension cont. 

Type of Suspension: Suspension NTE 

• Effective Date: Use default date 

• Length: 1 Pay Period 

• Comments: Employee is being suspended 
because of repeatedly being late for work. 
For further information, contact – Your 
Name and Phone No. 

• Routing: HR 



MSS – Pending Actions 



MSS – Pending Actions 



Gaining Manager PARs 



Exercise 4 

 Gaining Manager  
Reassignment 



Exercise 4  

Gaining Manager - Reassignment  



Exercise 4 – cont. 

Gaining Manager - Reassignment  



Exercise 4 – cont. 

Gaining Manager - Reassignment  

Bottom portion 

Top portion 



Requesting New Positions and Job Codes 

• Managers can use HR Connect to 

– Initiate classification requests, which is the 

establishment of a new position description 

(PD)/Job Code. 

• In HR Connect, position descriptions (PD) are referred 

to as Job Codes. 

• In NFC, Job Codes are called Master Records. 

– Request the establishment of individual 

positions.    

– Initiate recruitment actions for new or existing 

vacancies. 

 



MSS Position Management  

Flow Chart 



DEMO 
 

Job Code Request 



Job Code Request  



Job Code Request  



Job Code Request  



Job Code Request  



Exercise 5  
Position Request/Recruit Request 



Exercise 5 

 Position Request/Recruit Request 



Exercise 5 - cont.  

 Position Request/Recruit Request 



Exercise 5 – cont. 

 Position Request/Recruit Request 



Exercise 5 – cont. 

 Position Request/Recruit Request 



Customer Assistance Practice 



Manager Self Service - Review 

• What does MSS stand for? 

 

• What links People and Positions? 

 

 

 



Questions & Answers 



Questions & Answers – Cont. 


