Completing page 1 of the AD-332, Position Description Cover Sheet
for Area, Center, and Location personnel

	Block
	Title
	Instructions

	
	
	

	
	PD Number
	Follow the area policy of either assigning a position description (PD) number or contacting the Human Resources Division for a number.  

	
	
	

	4
	Recommended Title
	The title you recommend for the position (not mandatory).

	
	
	

	5
	Working Title
	The working title you recommend for the position

	
	
	

	9
	Incumbent
	Incumbent’s name, if the position is encumbered.  

	
	
	

	10
	Official Title
	Enter the “official” title, if known.

	
	
	

	11
	Pay Plan
	Enter the “pay plan”, if known.

	
	
	

	12
	Series
	Enter the “series” if known.

	
	
	

	13
	Grade
	Enter the “grade” if known.  If a new or reclassified position, leave blank.

	
	
	

	18
	Organizational Structure
	Enter the “official” organizational name down to the lowest unit.  

	
	
	

	19
	Supervisor’s signature
	Signature by the official supervisor of record.


	
	
	

	20
	Date
	Date PD signed by the official supervisor of record.

	
	
	

	21
	Supervisor’s name and title
	Name of supervisor and title

	
	
	

	22
	Second level supervisor’s signature
	Signature by the second level supervisor (not mandatory).

	
	
	

	23
	Date
	Date PD signed by the second level supervisor.

	
	
	

	24
	Second level supervisor’s name and title
	Name of second level supervisor and title.  


1

