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	Position Summary GO-400


	Refer to page 2 for instructions on how to complete Position Summary.
	1. Position Identification No.
	[bookmark: Text29]     

	

	Organization
	Complete the numbered information  
	(This section to be completed by TR)

	2. Business Title  
	
	Pay Scale Group (PSG)  
	     

	[bookmark: Text31]     
	
	PSG Approved by / Date
	     

	3. Organization / Operating Company 
	
	           TR Rep / Date          
	[bookmark: Text32]     

	     
	
	TR Reference No.
	[bookmark: Text33]     

	
	
	
	
	
	Job Code/Job Profile Name
	[bookmark: _GoBack]     

	4. Business Unit / Department 
	
	5. Work Location 
	
	6. No. Positions Covered
	
	

	     
	
	[bookmark: Text26]     
	
	     
	
	

	[bookmark: Check11][bookmark: Check12][bookmark: Check13][bookmark: Check14][bookmark: Check15][bookmark: Check16]7. Leadership Roles:        |_|  Everyone   |_|  Influencers   |_|  Supervisors   |_|  Managers   |_|  General Managers   |_|  Executives

	[bookmark: Check5]|_|  New Job

	[bookmark: Check6]|_|  Rewrite  
	Job Replaced (Title and Pos ID if available)
	Title: 
	[bookmark: Text6]     
	
	Pos ID: 
	     

	

	Reporting    Reports to and Supervisor Functions refers to described position’s supervisor and functions of the supervisor:

	Reports to Position Title:  
	     
	
	Reports one of:  
	     
	

	Supervisor Functions:  
	     

	

	

	Functions
	Job accountabilities (what the job does) in concise and clear terms.  Avoid statements describing incumbent performance.  

	No.
	%     Time
	Key Job Responsibilities 
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	Describe any unique complexity that should be considered when evaluating this position: 
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	Scope
	How big is the job?  Use factors relative to this job only.

	Employees Supervised:
	Year of Data Used:
	         

	

	Total
	     
	Exempt or Equivalent
	     
	Nonexempt or Equivalent, 
Hourly, Field, Other 
	     
	Functional 
	     
	Contract
	     

	



	Describe Scope Factors: 
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	Prepared By/Contact  
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	Proposed PSG
	     
	Date  
	     



Instructions for Completing a Position Summary (GO-400)

The GO-400 consists of four parts – Organization, Reporting, Functions and Scope.  Be clear and concise, and complete the numbered information.  
Organization
Complete the following:
1. Position Identification No. (SAP, JDE or other Human Resource Information System No.)
2. Position Title
3. Company – Corporation or Operating Company
4. Business Unit  / Department
5. Work Location
6. No. positions covered
7. We Lead Role
Complete the following sections: 
[bookmark: Check9]|_|  New Job - First formal placement of newly created job or reevaluation due to significant changes; OR,
[bookmark: Check10]|_|  Rewrite - Update job information; minor changes only. 
Job Replaced - Indicate what job(s) this one replaces and indicate job title and Position I.D. No. if known.
Reporting
1. Reports to – Refers to the described position’s supervisor.
2. Supervisor’s Functions – Refers to functions of the supervisor of the position being described.
3. Reports one of: - Refers to the number of peer positions reporting to the same supervisor. 
Functions
· Percent of time in minimum increments of 5% 
· Use action verbs to describe:
1. Why the job exists.
2. What activities or processes are performed to satisfy the desired outcomes.
3. The expected results or accountabilities to be accomplished.
Guidelines:
· Describe only current functions; not anticipated ones.
· Spell out acronyms at first use.
· Provide percent of time breakout for each major key job responsibility 
· Statements should reflect key position responsibilities.
· Consider leadership roles (We Lead) and expected leadership behaviors associated with the position to ensure that job accountabilities demonstrate right levels of the Leader Expectations. Please refer to the “Detailed Leader Expectation Matrix”. The leadership roles selected are minimum requirements for the positions to demonstrate leadership behaviors and are not tied to position titles or PSGs.
· Avoid describing participatory behaviors, such as leading the Chevron Way, valuing diversity, Protecting People and the Environment.  It’s understood that employees have direct accountabilities to support company 	policies and philosophy. However, if a position is accountable for designing and managing principal activities in these areas, then this must be included.
Scope
This factor is an indication of the size of the position.
1. List those quantitative dimensions that are relevant to the described 	position only.
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