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 AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G757


SUPV LEVEL CODE:
8
COMP LEVEL CODE:
076A


TARGET GRADE:
05
FLSA:
Non-Exempt
JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________

CLASSIFICATION:   Security Assistant, GS-0086-05 
DUTY TITLE:  
__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
75%    ANSRPT           Security Clerical & Assistance/Reports
                   
2ND SKILL CODE:
25%    AKKCPX          Clerk/Assistant/Technician/Data Systems Support
3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 03/18/04
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:  The purpose of this position is to maintain and track data collected by installation law enforcement and security programs in support of the Reports and Analysis section.  
The organizational location of this position is: 
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  
________________________________________________________________________________________________

DUTY 1:








%
Critical

Maintains and tracks Security Forces incident reports, tickets, barments, driving records, revocations, and suspenses using the Security Forces Management Information System (SFMIS).  Inputs traffic citations, accident, incident, and complaint reports into the Security Forces Management Information System.  Compiles information and statistics on crimes and incidents involving base personnel for files, records, trend summaries, and reports and brings significant trends to the attention of the reports and analysis manager for use in briefing higher headquarters.  Ensures the National Incident-Based Reporting System (NIBRS), Defense Incident-Based Reporting System (DIBRS), Report Control Symbol (RCS) reports, and other higher headquarters and local reports are submitted as required.  Reviews incoming driving records to identify individuals who are considered risks or are under suspension/revocation of base driving privileges and notifies the gaining organization.  Evaluates the severity of offenses and recommends appropriate action in accordance with existing directives and base policies.  Prepares correspondence for the commander of the offenders.  Evaluates reports and paperwork for accuracy and correctness.  Trains SF personnel on the Security Forces Management Information System and assists unit parking monitors on ticket issuance, disposition, and procedures.  Assists with magistrate court and warden programs for installation.  

STANDARDS:

A.  Typically ensures SFMIS is regularly updated in a timely manner.
B.  Usually ensures reports and paperwork are accurately evaluated.  

C.  Generally ensures that the reports and analysis manager is well informed of significant trends in a timely manner.

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________

DUTY 2:








%
Critical
Maintains controlled items.  Maintains control logs, files, accountability for tickets, and accident/incident reports that may be classified.  Conducts quarterly audits to ensure all reports/tickets are accounted for in the file.  Responsible for the maintenance and destruction of accountable forms in accordance with applicable Air Force (AF) instructions.  Makes appropriate changes to master record and prepares certificates of destruction as applicable.  Monitors suspense files.  Maintains and compiles information referring to files or applicable AF instructions for data, and submits to supervisor for signature.

STANDARDS:

A.  On a regular basis, efficiently maintains accountability of forms.

B.  Generally conducts audits in an efficient and timely manner.

KSA:  1, 3, 4, 5
 

_________________________________________________________________________________________________
DUTY 3:








%
Critical


Provides administrative support to ensure efficient office operations.  Receives and answers routine telephone inquiries or refers to appropriate staff.  Receives and refers visitors.  Answers recurring questions and resolves recurring clerical and administrative problems.  Distributes mail and messages.  Establishes controls and suspense dates and follows up on suspense dates to ensure required administrative actions and responses are made within deadlines.  Updates and posts manuals on policies and directives.  Maintains administrative files of correspondence, regulations, directives, letters, and other publications. 
STANDARDS:

A. Usually telephone and visitor responses to customers are accurate and courteously provided.

B.  Typically establishes controls and suspense dates and follows up in a timely manner.

KSA:  1, 2, 3, 4, 5
 __________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.
Knowledge of basic security processes and procedures.

2.
Knowledge of one or more automated databases associated with a specific security function to support office and security operations and produce a variety of documents and reports.

3.    Knowledge of general clerical and office functions and procedures, as well as the basic rules of grammar, spelling, capitalization, punctuation, and standard abbreviations.

4.
Ability to plan and organize work, follow instructions, and accomplish multiple ongoing projects.

5.
Ability to communicate effectively both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By the Position



Level 1-3
350 Points
-- Practical knowledge of standardized security methods, rules, regulations, and principles to provide support to security specialists in security administration; and perform nonstandard security assignments and resolve recurring

problems.
-- Knowledge of security procedures pertaining to handling and disposing of classified material, such as classification markings, accountability and control, declassification, and destruction procedures.

-- Knowledge of security forces reporting functions sufficient to maintain an accurate database of incident reports, accidents, and traffic tickets.

-- Knowledge of one or more automated databases associated with a specific security function to support office and security operations and produce a variety of documents and reports.

-- Knowledge of general clerical office procedures as well as the basic rules of grammar, spelling, punctuation, capitalization, and format to accurately prepare and edit written correspondence and reports.

-- Skill in typing and computer operation; a qualified typist is not required.
-- Ability to communicate effectively both orally and in writing.

Factor 2, Supervisory Controls
Level 2-3
275 Points

The supervisor assigns work by defining objectives, priorities, and deadlines for standard or continuing assignments and provides guidance on assignments which do not have clear precedents.  Refers new or controversial issues to the supervisor for direction.  The employee uses initiative to carry out recurring assignments independently by working in accordance with accepted practices.  Completed work is evaluated for technical soundness, appropriateness, and effectiveness in meeting goals. 

Factor 3, Guidelines
Level 3-2
125 Points

Guidelines are established and specific and are in the form of DoD, Air Force, and major command directives.  The number and similarity of guidelines and work situations require the employee to use judgment in locating and selecting the most appropriate guidelines for application and adapting them according to circumstances of the specific case.  The employee may also determine which of several established alternatives to use.  Situations to which the existing guidelines cannot be applied are referred to the supervisor.
Factor 4, Complexity 
Level 4-3
150 Points

The work involves various duties such as compiling information, inputting the information into SFMIS, and developing reports which involves the use of different and unrelated security procedures.  Decisions regarding what needs to be done are dependent upon analysis of the subject, phase, or issues involved in each assignment, and the chosen course of action may have to be selected from many alternatives.  The work involves conditions and elements that must be identified and analyzed to discern interrelationships.  The employee analyzes factual data gathered from various incident reports and driving records, identifies significant trends and issues, and determines the appropriate action and recommends these for further action.  
Factor 5, Scope and Effect
Level 5-2
75 Points

The work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an assignment of broader scope.  The work product or service affects the accuracy, reliability, or acceptability of further processes or services.  The employee provides the reports and analysis manager with statistics and a pattern of significant trends for their use in presenting the information to higher headquarters to resolve the problem.  
Factor 6, Personal Contacts
Level/ Points
See Factor 7

Contacts are with employees within the immediate organization, as well as with employees within the same agency, but outside of the immediate organization such as personnel and commanders of various squadrons in moderately structured situations.  People contacted are generally engaged in different functions, missions, and kinds of work
Factor 7, Purpose of Contacts
Level 6/7-2a
45 Points

The purpose of contacts is to obtain, clarify, or give facts or information regardless of the nature of those facts.  The employee must work with various contacts to obtain and give information regarding punishment of driving offenses.
Factor 8, Physical Demands
Level 8-1
5 Points

The work is sedentary.  However there may be some walking, standing, and carrying of light items.  No special physical demands are required to perform the work.
Factor 9, Work Environment
Level 9-1
5 Points

Work is performed in an office setting which involves everyday risks or discomforts that require normal safety precautions.  The work area is adequately lighted, heated, and ventilated.
_______________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.
The employee may be required to obtain and maintain an appropriate security clearance.

2. The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

____________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Flysheet for Security Clerical and Assistance Series, GS-0086, TS-82, December 1987; OPM Job Family PCS for Assistance Work in the Human Resources Management Group, GS-0200, December 2000; and the Grade Evaluation Guide for Clerical and Assistance Work, TS-98, June 1989.

CLASSIFICATION REMARKS:  

FACTOR LEVELS AND POINTS: 1-3/350; 2-3/275; 3-2/125; 4-3/150; 5-2/75; 6/7-2a/45; 8-1/5; 9-1/5
GS-05 Point Range:  855-1100
Total Points:  1030
Grade:  GS-05

Grade Determination:  This position was evaluated under both the PCS for Assistance Work in the Human Resources Management Group, GS-0200 and the Grade Evaluation Guide for Clerical and Assistance Work.  The GS-0200 standard is in Factor Evaluation System (FES) format and is evaluated above.   The grading criteria in the Clerical and Assistant standard grades positions according to Nature of Assignment and Level of Responsibility and is addressed below.

Nature of Assignment:

This position is responsible for maintaining and tracking various reports and driving records for both military and civilian personnel under the jurisdiction of the installation.  This involves researching local and Air Force policy regarding possible penalties for a wide variety of violations, researching files for previous offenses, and gathering data and statistics to identify trends for use by the reports and analysis manager.  The employee must identify and understand the issues involved in each assignment and determine which steps and procedures are necessary.  The work requires knowledge of security forces rules, procedures, operations, and practices relative to traffic violations/incidents.  This exceeds the GS-04 level which performs only standard, recurring problems.  
This position fully meets the GS-05 level where work consists of performing a full range of standard and non-standard clerical assignments and resolving a variety of non-recurring problems.  Work at this level includes a variety of assignments involving different and unrelated steps, processes, or methods.  The employee must identify and understand the issues involved in each assignment and determine which steps are necessary.  Completion of each transaction typically involves selecting a course of action from a number of possibilities. 
This position does not meet the GS-06 level where work typically entails processing a wide variety of transactions for more than one type of assigned activity or functional specialization; assignments are subject to different sets of rules, regulations, and procedures; and the work requires ability to interpret and apply regulatory and procedural requirements to process unusually difficult and complicated transactions.  The work in this position is limited to the tracking and maintaining of crimes and incidents for the security forces reports and analysis section only; guidelines are specific; and the work is not considered unusually difficult or complicated.
The Nature of Assignment for this position is evaluated at the GS-05 level.  

Level of Responsibility:

The incumbent of this position is expected to work independently in accordance with established instructions, priorities, policies, commitments, and program goals.  Extensive Air Force, DoD, MAJCOM, and local guidelines exist and apply to the work.  However, the employee must use judgment in locating and selecting the most appropriate guidelines for application to the specific situation.  Situations to which the existing guidelines cannot be applied are referred to the supervisor.  This exceeds the GS-04 level where the incumbent can memorize most of the guidelines and work is reviewed for accuracy and compliance with instructions.  
This position fully meets the GS-05 level where the supervisor assigns work by defining objectives, priorities, and deadlines and provides guidance on assignments which do not have clear precedents.  The employee works in accordance with accepted practices and completed work is evaluated for technical soundness, appropriateness, and effectiveness in meeting goals.  Extensive guides and precedents apply to the work, but the employee must use judgment to locate and select the most appropriate guidelines.  

This position does not meet the GS-06 level where the incumbent serves as an authority on assignments that do not have clear precedents or guidelines; is regarded as an expert source of information on regulatory requirements; and is frequently called upon to provide accurate information rapidly on short notice.  At the GS-06 level, guidelines are numerous and varied and do not directly apply to situations requiring the employee to deviate from established procedures.  Although the incumbent of this position must be proficient, the reports and analysis manager is regarded as the authority and expert source of information.  Guidelines are established and specific to the work situation.  While judgment is required to adapt guidelines to specific work situations, deviation from established procedures is not required on a regular and recurring basis.
The Level of Responsibility for this position is evaluated at the GS-05 level.  
Final Classification: With both the Nature of Assignment and Level of Responsibility evaluated at the GS-05 level, this position is properly classified as a Security Assistant, GS-0086-05.
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.
_______________________________________________________________________________________________
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