
Meeting Logistics
• The meeting will begin shortly
• Please keep your microphones on MUTE, unless you are speaking
• There will be time at the end of the meeting for Q&A
• Please share your questions via the chat feature as we have someone monitoring 
• If you experience problems with WebEx audio via your computer, please use the 

dial-in number:   +1-415-527-5035 US Toll  Access Code: 2761 254 9785
• If you experience technical issues, contact Kari Seese at kari.seese@opm.gov or Bill 

Pedersen at william.pedersen@opm.gov
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UNITED STATES OFFICE OF PERSONNEL MANAGEMENT 

Educational Session:
Position Designation

Overview
January 31, 2023
11:00 – 12:00 pm
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Position Designation

How many of you have used the position 
designation system?
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Position Designation – The 
Basics

What is “position designation” and 
why is it important?
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Terminology
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Terminology - Continued
• Position Description – Commonly referred to as the “PD.”  This is the 

statement of major duties, responsibilities, and supervisory 
relationships of a position

• Incumbent – One that occupies, or will occupy, a particular position

• National Security Position – Any position in a department or agency, 
the occupant of which could bring about, by virtue of the nature of 
the position, a material adverse effect on the national security. 
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Terminology – Continued 2

• Sensitivity level – There are three sensitivity levels: non-critical 
sensitive, critical sensitive, and special sensitive.  Positions designated 
at any of these levels are considered national security positions. 

• Risk Level – The position's potential for adverse impact to the 
efficiency or integrity of the service.  Expressed as low, moderate, or 
high, moderate and high are considered public trust positions.
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Terminology – Continued 3

• Position Designation Tool (PDT) – The PDT level helps agency users to 
assess the duties and responsibilities of a position to determine the 
associated risk and sensitivity of the position. The results of the 
assessment determine the commensurate level of investigation for 
the position. 
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When is Position Designation 
required?
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Position Designation – Sensitivity and Risk
Sensitivity Levels
1.Special-Sensitive
2.Critical-Sensitive
3.Noncritical-
Sensitive

Risk Levels
1.High risk
2.Moderate risk
3.Low risk
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Step 1.A.
National Security 
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Step 1.A.
National Security - Continued
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Step 1.B.
National Security 

Sensitivity Level

Determine the degree of damage
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Step 1.B.
National Security - Continued 
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Step 2.A.
Suitability Requirements
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Public Trust Elements
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Step 2 B.
Public Trust
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Step 2 B.
Public Trust - Continued
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Step 3
Scope of the Program and Level of Supervision 
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Step 4
Position Designation System Chart
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Position Designation Tool
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Personnel Security Specialist
OPM

• Grade /GS: Something or other
• Position Number: 123456789
• Duties:

• Suitability Adjudicative duties 
reviewing T5 investigations
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Personnel Security Specialist
Step 1.A.
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Personnel Security Specialist
Step 1.A. - Continued
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Personnel Security Specialist
Step 1B.
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Personnel Security Specialist
Step 4.
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Personnel Security Specialist
Step 4. - Continued
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Mail Clerk
OPM

• Grade / GS:  Something or other
• Position Number: 123456789
• Duties:

• Processes incoming and outgoing mail
• Regular access to PII
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Mail Clerk
Step 1A

1/31/2023 29



Mail Clerk
Step 1A - Continued
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Mail Clerk
Step 2A
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Mail Clerk
2B
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Mail Clerk
Step 3
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Mail Clerk
Investigation Level Prediction

What level of investigation is 
appropriate?

1. Tier 1 (Low Risk)
2. Tier 2, 3 (Moderate Risk)
3. Tier 4, 5 (High Risk)
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Mail Clerk
Step 4
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Mail Clerk
Step 4 - Continued
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Common Questions

• Why am I getting the wrong designation?

• Why does the PDT have numbers we need to add and 
subtract to find the designation?
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Accessing the System and Training

• Position Designation Tool: 
https://www.opm.gov/suitability/suitability-executive-
agent/position-designation-tool/#url=Automated-Tool

• Training offered by DCSA:  
https://www.dcsa.mil/mc/tec/ist/
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Questions?
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Survey

https://www.surveymonkey.com/r/DZT6NVS
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Conclusion
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Suitability Related Questions 
SuitEA@opm.gov

202-599-0090
Training Related Questions

SuitEAtraining@opm.gov
724-794-5612 ext. 7196

Credentialing Related Questions
CredEA@opm.gov

mailto:SuitEA@opm.gov
mailto:SuitEAtraining@opm.gov
mailto:CredEA@opm.gov
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