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 AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G753


SUPV LEVEL CODE:
8
COMP LEVEL CODE:
039A
TARGET GRADE:
09
FLSA:
Exempt
JOB SHARE:

CAREER PROG ID:
8
SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:
Y
KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________

CLASSIFICATION:  Security Specialist (Training), GS-0080-09
DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

SSY
     Security
1ST SKILL CODE:

75%
ABUPCV   
Security Administration/Physical Security                   
2ND SKILL CODE:

25%
EKATTNSLW
Training Specialist/Tech Trng/Security&Law Enforcement

3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 02/26/04
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  to coordinate, implement, and provide training for security forces at an installation.   
The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Serves as the focal point for the security forces training program, coordinating and implementing all training activities for the unit.  Ensures that all training program measures and actions taken comply with federal, DoD, Air Force, MAJCOM, and local rules, directives, instructions, requirements, and procedures.  Plans, develops, coordinates, schedules, accomplishes, and/or monitors various unit training activities to include military and civilian security forces training.  Manages formal school requests, collective and sustainment training, ancillary, and recurring training.  Provides assistance and guidance, both verbal and written, to concerned and involved personnel.  Identifies security specialized training requirements.  Schedules and/or conducts unit orientation and Phase I training and verifies completion of Phase II training for duty positions.  Monitors progress of qualification and skill-level upgrade training and takes or recommends action, as appropriate.  As required, develops and/or implements local job qualification standards (JQS), Training Exercise Evaluation Outlines (TEEO), lesson plans, and task performance checklists.  Responsible for preparation, update, and control of training tests and maintenance of a test bank.  Monitors and tracks individual and unit compliance in meeting all training requirements to include assessing and inspecting records and conduct of training.  Identifies deficiencies and takes or makes recommendations for corrective action.  As available and appropriate, identifies and applies computer-based training techniques and modules.  Develops local guidance and directives on unit training, as required, to include updates, instructions, supplements, and policies. 

STANDARDS:
A.  On a regular basis, effectively manages the unit training program ensuring requirements are met in a timely and efficient manner.
B.  Usually acts in a timely and proactive manner to remedy identified training program processes, procedures, and activities that are not consistent or in compliance with directives and requirements.
KSA:  1, 2, 5 __________________________________________________________________________________________________

DUTY 2:








%
Critical

Conducts training classes for security forces personnel.  Prepares lesson plans and teaches formal or informal training courses for personnel in various Security Forces functional activities in accordance with AFI 36-2225.  Plans, coordinates, and executes training exercises.  Monitors progress of students, documents results, and takes remedial and corrective action to include additional training and changes in training and/or operational procedures and instructions.  Prepares or assists in the preparation of training documentation and reports.  
STANDARDS:
A.  Typically ensures training conducted is adequately prepared and contents are accurate and consistent with applicable directives.
B.  Regularly makes recommendations for improvements to better the training program in a timely and effective manner.
KSA:  1, 2, 3, 4, 5
_________________________________________________________________________________________________
DUTY 3:








%
Critical

 

Develops and monitors the accomplishment of security forces training plans and obtains and develops training aids and materials.  Ensures higher headquarters directives are incorporated into the training plan, and that funding is acquired for the identified training requirements.  Develops and maintains a comprehensive collection of training materials such as written training guides or pamphlets, graphic visual aids, training films, video cassettes, sound recordings, multi-media video training tapes, curriculum materials, etc. and develops comprehensive educational curricula to meet specific training requirements.  Develops and implements testing procedures for required certification.  

STANDARDS:

A.  With few exceptions, appropriately consults with managers and supervisors to identify needed training requirements for assigned personnel.

B.  Almost always, develops effective training plans by determining appropriate and realistic training objectives and goals.
C.  Nearly always establishes clear and effective testing procedures for certification requirements.
KSA:  1, 2, 3, 5 __________________________________________________________________________________________________

DUTY 4:








%
Critical

Attends, arranges, and conducts meetings, briefings, and workshops and performs other duties related to security forces training.  Provides assistance, information, and status briefs to supervisors, branch chiefs, and other individuals and resolves work issues or problems as needed/directed.  May also be required to provide assistance to the chief of training and resource branch to perform auxiliary and security forces functions and conduct special projects.  
STANDARDS:

A.  Usually ensures meetings, briefings, and workshops conducted are properly organized, relevant, and well documented.
B.  Typically ensures advice, and information given is accurate and in compliance with established directives.
KSA:  1, 2, 5 __________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a range of security forces policies, procedures, and practices.  

2.  Knowledge of overall security forces missions, functions, and structure.

3.  Skill in developing course materials and instructional methods, principles, and techniques.
4.  Ability to instruct training courses in a classroom seminar setting.  
5.  Ability to communicate effectively, both orally and in writing.  
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 
1-6
950 Points
--  Practical knowledge of commonly applied security concepts, principles, practices, and requirements to effectively coordinate and provide effective training for the unit.
--  Practical knowledge of various security specialties such as physical, personnel, industrial, operational, and informational security to resolve well-defined questions and develop lesson plans.
--  Knowledge of security forces programs and objectives, and military/civilian security forces training program processes to develop comprehensive training programs and identify training requirements.

--  Skill in developing course materials and instructional methods, principles, and techniques.
-- Ability to instruct a training course in a classroom setting.
--  Ability to communicate effectively, both orally and in writing.
Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor defines employee’s scope of responsibilities and the objectives, priorities, and deadlines.  More detailed assistance is provided in unusual and unprecedented situations.

The employee plans and carries out the steps involved, handles deviations from established procedures, and resolves problems that arise in accordance with agency or local standards, previous training and experience, established practices, or other security controls appropriate to assignments.  Projects and programs, although all within the security forces function, typically involve conflicts which require the employee to resolve and determine the appropriate methods and course of action. 

The employee’s work is normally evaluated for technical soundness, applicability, and appropriateness in relation to the area and task involved.  The means and techniques the employee uses are not usually reviewed in detail.
Factor 3, Guidelines






Level 3-3 
275 Points
Guidelines available and regularly used in the work are in the form of agency policies and implementing directives, manuals, handbooks, and locally developed supplements to such guides.  These guidelines are not always applicable to specific conditions or there are gaps in specificity requiring the employee to use judgment to interpret, adapt, and apply guidelines.  Employee analyzes applicability of guidelines to specific circumstances and develops security forces training guidance, objectives, and goals for the focus of training.
Factor 4, Complexity






Level 4-3
150 Points

Employee performs various duties requiring application of different and unrelated methods, practices, techniques, or criteria. Assignments include developing installation and mobility, security forces training and training requirements to include conduct, priority, and methodology based on operational and mission changes.  For these various duties and program responsibilities, the employee must compile, analyze, and summarize data related to the requirements, and develop plans to include alternatives and risks.  This includes consideration of program plans, policies and directives; and the relationship of organizational needs and capabilities.  Proposed courses of action may have to be coordinated with higher authorities and other concerned organizations, and must be based on factual information in terms of minimum requirements and level of acceptable risk.

Factor 5, Scope and Effect





Level 5-3
150 Points

Work involves resolving a variety of conventional security, security forces, and force protection training related problems, questions, and situations.  Employee has responsibility for the monitoring and oversight of established  training programs to include developing training plans, tracking training requirements, and developing testing procedures in accordance with established criteria and methodology. 

Employee’s work affects the entire security forces training program and contributes to the local installation/wing physical security, resource protection, and force protection posture.

Factor 6, Personal Contacts





Level 6-2
25 Points



Contacts are with personnel outside the immediate organization but within the same agency.  Employee will liaison with installation/wing organizations and individuals; local law enforcement agencies; and security specialists and training personnel at the base.  Roles, authority, and responsibilities are well defined and explicit.

Factor 7, Purpose of Contacts





Level 7-2
50 Points
Contacts are made for the purpose of resolving security and security forces training program issues and problems, carrying out plans to achieve mutually agreed upon security training program objectives, coordinating and explaining security training program plans and objectives, and to train, educate, or otherwise disseminate security or program information at all levels to include senior management.

Factor 8, Physical Demands





Level 8-1

5 Points

The work is mostly sedentary.  Some walking or standing may occur in the course of a normal workday in connection with travel to and attendance at meetings and conferences away from the work site.  Lifting of moderately heavy objects is usually not required.  No special physical effort or ability is required to perform the work.

Factor 9, Work Environment





Level 9-1
5 Points

The work is primarily performed in an office-like setting involving everyday risks or discomforts which require normal safety precautions using safe work practices.  However, training may also be conducted in settings in which there is moderate discomfort and unpleasantness such as exposure to munitions firing and other loud noises, high and low temperatures, and adverse weather conditions when training in outside facilities.
__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  This is a testing designated position.  The employee is subject to random drug testing.

2.  This position has access to classified information.

3.  The employee will be required to obtain and maintain a security clearance.

_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Security Administration Series, GS-0080, TS-82, Dec 87; OPM Position Classification Flysheet for Training Instruction Series, GS-1712, TS-104, May 91; OPM Grade Level Guide for Instructional Work, TS-90, Mar 89; OPM Classification Appeal Decision dated 4 Dec 1998, decision number C-0083-07-02 (for series determination only).
CLASSIFICATION REMARKS:  
Series and Title Determination:

This position is considered to be in a mixed series as it involves work covered by the Security Administration Series, GS-0080, and the Training Instruction Series, GS-1712.  However, the purpose of this position is to provide training for security forces personnel which requires paramount knowledge of the Air Force physical security program, law enforcement tactics and procedures, and security forces processes and procedures.  Career progression for this position is in the GS-0080 series and the organizational location of this position is in the Security Forces Division.  Based upon this information, the position is properly classified to the Security Administration Series, GS-0080.  In accordance with series titling directions, this position is titled, “Security Specialist (Training).”
This grade of this position was evaluated against the GS-0080 series standard which uses the Factor Evaluation System.  The GS-1712 series was also looked at to determine if there is a grade impact.  However, it was determined that the work in this series does not exceed the GS-09 level.  

Grade Level Determination:

Factor Levels and Points: 1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6-2/25; 7-2/50; 8-1/5; 9-1/5
GS-09 Point Range:  1855-2100
Total Points:  1885
Grade:  GS-09
Final Classification:  Security Specialist (Training), GS-0080-09

NOTES TO USERS:  

1.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  
2.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.

3.  Factor 9 should be evaluated by the local classifier as it is contingent upon the local work situation.
_______________________________________________________________________________________________
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